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Introduction

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

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

Microsoft Access 2007 is the latest-and-greatest version of a long line of
Access versions, starting (not surprisingly) with Version 1. Not that this is
the 2,007th version. Somewhere along the way Microsoft switched from
using sequential numbers for versions to using years — an idea first pio-
neered by the automotive industry, which sells things like “2007 Ford
Mustangs” as opposed to “Mustang Version 9.3’s.”

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

About Access 2007 All-in-One
Desk Reference For Dummies

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

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

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

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

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

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

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

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

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

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

Conventions

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

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

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

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

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



Foolish Assumptions 3

Anyway, when writing instructions for a computer, you really have to spell it
out for them, right down to the blank spaces between words. Monospace
text makes seeing where you have to put the blank spaces to avoid making
Access say “Huh?” easier. (Actually, it can’t even say “Huh?” More likely it
says something really stupid like "Syntax error in something or
other.")

Foolish Assumptions

Despite the fact that the word “Dummies” is clearly emblazoned on this
book’s cover and elsewhere, we don’t presume that you’re the junior partner
in a ventriloquist act. (The machine you’'re working with, yes. You, no.) We
do assume that you already know how to do some things, such as turn on
your computer and click and double-click things with your mouse. Maybe
type with at least one finger.

We also assume you know what those key+key symbols, such as “Ctrl+Esc,”
mean. But just in case you don'’t, they always mean “Hold down the first key,
tap the second key, and then release the first key.” Also, we always use the
term “press” when referring to something you do with the keyboard. For
example, the instruction “Press Ctrl+Esc” means “Hold down the Ctrl key on
your keyboard, tap the Esc key, and then release the Ctrl key.” Click, on the
other hand, is something you do with the mouse pointer on your computer
screen and the buttons on your mouse.

We also assume (perhaps foolishly) that you know how to work menus. Not
that there are many menus in Access. But when there is a menu-like
sequence we use the word “Choose” followed by the commands to choose
separated by an = symbol. For example, when we say “Choose Start=>All
Programs=>Microsoft Office>Microsoft Access Office 2007” that’s short for
“Click the Start button, click All Programs on the Start menu that appears,
click Microsoft Office on the All Programs menu that appears, and then click
Microsoft Office 2007 on the last menu that appears.”

Click, of course, means “rest the mouse pointer on the item, and then tap the
left mouse button.” When we tell you to drag something, we mean for you to
move your mouse pointer to the item, click, and then hold down the left
mouse button while moving the mouse. To drop the item, just release the
mouse button after dragging it.

We also show things like Web site URLs (addresses) — those

www . whatever. com things you see all over the place. We may even throw
in an occasional e-mail address (the somebody@somewhere.com things)
without explaining how to use them. Hopefully these assumptions on our
part aren’t too foolish. But if we had to explain all that stuff here, there
wouldn’t be much space left for talking about Microsoft Access 2007.



4 What You Don’t Have to Read

What Vou Don’t Have to Read
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Because reading the instructions is something we all do only as a last resort —
after guessing and trying to get help on the phone have failed — we try to
point out things you really don’t have to read. For example, sidebars (which
have a gray background) are little chunks of text with their own titles. If the
title looks boring, skip the whole thing.

We also put little icons (pictures) in the left margin to point out text that you
can maybe skip over. Or in some cases, really shouldn’t skip over. The icons
are pretty self-explanatory. So if you want to skip the next section, that’s fine
by us.

As far as those presumably self-explanatory icons go, here are the explana-
tions you can probably skip over or, at best, glance at:

This is stuff you probably don’t want to ignore. Because if you do, you may
regret it. Not that you're gonna blow up your computer or the Internet or any-
thing if you do. But the consequences may be inconvenient or unpleasant
enough to justify spending a few seconds to read what these little notes say.

May be worth reading if you're looking for a shortcut, or a better way to do
things. Not as important as a warning. But probably worth a few seconds of
your time.

Either stuff we already told you and you probably forgot, or something that’s
at least worth trying to keep in the back of your mind. Even if it’'s way back
there. Kinda like where you park your car when you go to the mall.

This is a reference book, and we certainly don’t expect anyone to read it
cover to cover. But sometimes, you just have to know “Subject x” before
“Subject y” even comes close to making any sense. So when we're forced to
talk about a “Subject y” kind of thing, we use this icon to point out where
“Subject x” is covered.

Stuff that definitely falls into the “insomnia cure” category.
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Organization

If you already looked at the Contents at a Glance up near the front of this
book, or the Table of Contents right after it, you already know how stuff is
organized here. In that case, you may now skip to the “Where to Go from
Here” section. But because showing the contents a third time is customary
(albeit kinda dumb), without the benefit of page numbers, we follow suit
here. This book is actually eight little books, organized as follows:

Book I: Essential Concepts: If this is your first time using Microsoft Access,
and you really don’t know where else to go, starting here is a good idea. This
is the stuff you really need to know to get anything done with Access.

Book II: Tables: Everything in Access centers around data (information)
stored in tables (not the coffee kind, the columns-and-rows kind). You can’t
do much of anything with Access until you have some information stored in
tables. This book is a good second stop for you newbies (beginners).

Book III: Queries: Data stored in tables tends to be pretty random and, even-
tually, pretty plentiful. This book shows you how to pick and choose the
information you want to see, and how to organize it in a way that’s more
useful, such as alphabetically.

Book IV: Forms: You can definitely get away without making forms in your
Access database. But if you get tired of looking at information stored in rows
and columns, and are up for being creative, forms are definitely worth get-
ting into.

Book V: Reports: Whereas forms are a way to get creative with stuff on your
screen, reports are a way to get creative with stuff you print on your com-
puter’s printer. Here’s where you can do things, for example, printing form
letters, mailing labels, numbers with totals and subtotals, and stuff like that.

Book VI: Macros: Automating Stuff in Access: There’s a technical term for
you — macros. Nothing to be intimidated by, though. They’re just a way of
writing simple instructions that tell Access how to do something you’re sick
of doing yourself. Optional, but more fun than the name implies.

Book VII: Database Administration: Sounds like a real yawn, we know.
Sometimes you just gotta do things such as make backup copies of your
information, or get other people to help you with boring stuff such as typing
information into your tables. This is the place where we cover those kinds
of things.
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Where to Go from Here

Book VIII: Programming in VBA: For the aspiring mega-nerd, we didn’t let
this topic slide. This is where the {iber-technogeeks make their money.
Though you can skip it if you have no such aspirations.

After that comes an appendix on how to install Microsoft Access 2007, in
case you haven’t gotten that far. If Access is already on your computer,
there’s nothing noteworthy here. If you do need to install Access, and don’t
feel like looking there, here’s the condensed version of the appendix: Insert
your Microsoft Office or Microsoft Access CD into your computer’s CD drive,
wait a few seconds, and then follow the instructions that appear on-screen.

Where to Go from Here

If you patiently read the preceding “Organization” section, you probably
know where you need to go next. If not, you beginners should head straight
to Book I, Chapter 1 to get your bearings. For the rest of you who already
know some of the basics of Access, just pick whatever book or chapter talks
about what you’re struggling with right now.

And by the way, thanks for buying (begging, borrowing, or stealing — just
kidding with that last one) this book. We hope it serves you well. For those
of you who bought, an extra thanks for helping us pay down our credit cards
a little.
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We should cast a circle, invoKe the elements,
and direct the energy. I that doesn’t work,
we’ll read the manval.”
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Chapter 1: Introducing
Access 2007

In This Chapter

v Getting a handle on Microsoft Access

v~ Listing the six types of Access objects

v+ Laying out some essential database concepts

A ccess is the Microsoft database-management program, part of the
Microsoft Office suite, that enables you to maintain databases —
collections of data arranged according to a fixed structure. Its structure
makes the information easy to select, sort, display, and print in a variety of
formats. With Access, you can create and maintain as many databases as
you need — you can even share them with other people over a local area
network or the Internet.

Access is a general-purpose program that works with almost any kind of
information. A database can be as simple as a list of addresses to replace
your card file. Or you can create a wine-cellar database with information
about each bottle in your cellar, or a bookstore-inventory database with
information about books, publishers, customers, and special orders. Access
can also handle complex databases that contain lots of types of information
and lots of customized programming.

An Access database can contain lists of records about almost anything, from
sales to sports scores. Unlike a spreadsheet program, Access makes infor-
mation in lots of different formats easy to display — including alphabetical
listings, formatted reports, mailing labels, and fill-in-the-blank forms.

Access 2007 comes as a part of the Microsoft Office 2007 Professional suite of
programs, and is also available as a separate, stand-alone product. Previous
versions of Access have also been part of previous Office editions — Access
2003 in Office 2003, Access 2002 in Office XP, Access 2000 in Office 2000, and
so forth. Because Access is part of Microsoft Office, sharing information with
Word documents and Excel spreadsheets is easy.
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The Six Types of Access Objects

Figure 1-1:
Atable
contains
records
(rows) and
fields
(columns).

Access databases are made up of objects — things you can create, edit, and
delete, each with its own name and settings. Object-oriented systems allow
you to create these things one piece at a time, using pieces that fit together.

Access contains various kinds of objects, including objects for storing, dis-
playing, and printing your data, as well as objects that contain programs you
write. At first, you'll probably use only a few types of objects, but as you cus-
tomize your database, you may end up using them all. You start with fables
for storing data, forms for editing data on-screen, reports for printing data,
and queries for selecting and combining data. Later, you may create macros
and modules, which contain programs that you write.

In this section, we cover each of the main types of Access objects: tables,
queries, forms, reports, macros, and modules.

Tables for storing your data

Tables are where you put your data. A table is an Access object that is made
up of a series of records — the electronic equivalent of the index cards that
make up an address list. Each record contains information in the same format.
In an address list, each record contains information about one person: name,
address, and other facts. Each individual piece of information — such as first
name, last name, or street address — is called a field.

Your database can contain many tables. A bookstore database (for example)
can contain a table of books (with title, publisher, price, and other informa-
tion about each book), a table of vendors from whom you buy books (with
company name, address, discount terms, and other information about each
vendor), and maybe a table of your regular customers (with name, address,
and other information). Figure 1-1 shows a table of names and addresses.
Each row is a record, and the fields are shown in columns.

—1 Address Book | x
Cantacl - FirstName - Last Name - Company - Address1 - City - State - ZIPPostalC - Country 4|
! Tori Pines Arbor Classics 345 Pacific Coast Hwy  Del Mar CcA 98765 UsA
2 Marilou Midcalf 500, 399-6th Street SW Edmonton AB T51 274 India
3 Wilma Wannabe Wannabe Whistles 1121 River Road Cornball 1A 54321-1234 USA
4 Frankly Unctuous 734 N. Rainbow Dr. Statenlsland NY 15470 UsA
5 Margaret Angstrom P.0O. Box 1295 Daneville AK 92067 usA
6 Simpson Sarah 1370 Washington Lene Buckingham PA 19046 UsA
7 ABC Productions Haverstor Square Doylestown PA 18901 UsA
8 Hortense Higglebotton P.O.Box 1014 Escondido AK 49384 UsA
9/ Penny Lopez P.0. Box 10 New Hope PA 18938 UsA
10: Matilda Starbuck 323 Shire Lane Skeedadle oK 54321 USA
11 Scott and Nata Schumack 226 Hollywood Drive  Hollywood FL 18914 usA
12/ Linda Petarson 823 Paseo Cancun Redmond Wa 91792 usA
13/Ina Yasha 1788 Port Carlo Circle  Framington WM 54321 USA
14 Wiley Widgets 57 Roberts Dr. Nashua NH 03063 UsA
15/ Dominic Kryzwicki 45 Albany Road Maritime Rl 08053 USA
16/ Rosemary Stickler 1205 Huntingdon Ct.  Willow Grove PA 19090-3705 USA -
P e AL T e y
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Is a spreadsheet a database?

In two words, not really. Many people use
spreadsheet programs, such as Microsoft Excel
or Lotus 1-2-3, to store lists of records. Some
spreadsheet programs have limited database
capabilities, but they aren’t designed to do as
much as a database program. You can use a
spreadsheet to store an address list— and you
can enter, edit, delete, and sort the addresses
(one per row on the spreadsheet) — but printing

mailing labels or form letters is a major chore.
Spreadsheets don't (and can't) think of your
data in terms of tables, records, and fields, but
rather in terms of cells (the basic unit of a
spreadsheet) arranged in rows and columns.
That's too limited a model for sophisticated
information management— as you've probably
suspected if you're using Access for your data-
base work. It's the right tool for the job!

After you set up tables in your database and type in (or import) information,
you can sort the records, select records that match a criterion, and then dis-

play and print the records.

Proper design of your tables — choosing how many tables to create and

which fields are stored in which table — is key to creating a usable and flexi-

ble database. Chapter 3 of this book includes a step-by-step procedure for
designing your database, and Book II explains how to create tables and fill

them with data.

Queries for selecting your data

Queries are operations that slice and dice your data to answer specific data
needs. The most commonly used type of query helps you select data from a
table, perhaps to select which records you want to include in a report. You
can create a query that shows you all the people in your address book who
live in (say) Vermont, or all those for whom you don’t have a phone number.
To create this type of query, you enter criteria that specify what values you

want to match in specific fields in the tables (for example, VT in the State
field to find Vermonters, or nothing in the Phone Number field to find the

phoneless, or both).

You can also use queries to combine information from several tables. A

bookstore database may store book author names in the Books table and
book ordering information in the Purchase Orders table. A query can pull
information from both these tables — to show (for example) all the Terry

Pratchett novels you ordered for the last month. Queries can also create cal-

culated fields, including totals, counts, and averages.

Book |
Chapter 1

L00Z ss323y
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Figure 1-2:
Aform
shows
information
from one
table record
at a time.

Another type of query is the action query, which does something to the
records you select — copy records from one table to another, make a change
to all the records you select, delete records you select, that sort of thing.
Crosstab queries help you analyze the information in your tables by summa-
rizing how many records contain specific combinations of values.

Queries are the way you get useful information out of your tables — and
you’ll probably create zillions of them as you play with your database. Book
Il explains how to create and use queries of all kinds.

Forms for editing and displaying your data

An easy way to enter data, especially into more than one related table, is to
use a form — a standard database document that displays information from
one or more tables on-screen. You can have all kinds of fun with forms; for
example, you can

4+ edit your data or type in new records

4+ choose the layout of the table’s information on the form

4+ specify the order in which your items appear

4+ group items together with lines and boxes

4+ use pull-down lists, radio buttons, and other types of on-screen controls

for entering and editing data

Figure 1-2 shows a form for entering names and addresses for the Address
Book table shown back in Figure 1-1.

=Z| Address Book %
Address Book QuickFind =

Type Vendor . || Contact ID: 7

»

First Name Last Name:
Company ABC Froductions

Address 1 Haverston Sguare

Address 2 1132 Lincoln 8hvd. 3

City Doylestown T || [1B901

Country USA 'VI State/Province 71P/Postal Code

Phone |(900) 555-8630 Fax (900} 555-0811

Email nsnov@ohara.com O Tax Exempt Customer L
Web wwwv.abcproductions.com Exempt ID

] B B eveoe] (8] (8] G [P omer] [ome)

{4 .




Figure 1-3:
Areport lets
you put
Access data
on paper.

The Six Types of Access Objects

But why stop there? You can build intelligence into forms, too — program
some smart boxes that automatically capitalize what you type in, or check
your entry against a table of valid values.

After your database goes into production — that is, you use it for its
intended purpose — forms become the most-used Access object. As go the
forms, so goes the database — so Book IV explains how to design, create,
modify, and use forms.

Reports for printing your data

Forms are primarily designed to appear on-screen; reports (on the other
hand) are designed to be printed out, as shown in Figure 1-3. Like forms,
reports display information from tables; you get to choose the layout of the
information. Most reports are based on queries; you use a query to choose
the information that appears in the report. The report design defines the
order in which records appear, which fields appear where, and which fonts,
font sizes, lines, and spacing to use. (Control freaks, rejoice!)

&l Dbirectary Repart.

[l o

Directory

ABC Productions Contact ID: 7 (Vender)

Haverston Square
1132 Lincoln Blvd
Doylestown, PA 18901

Phone (900} 555-8630 Fax (900) 335-0811
nancy@uohara.com

Date Enered 1/102002

www abcproductions com

O Tar Evemn Te Exems D

Angstrom, Margaret Conract ID:5 (Customes
£.0. Box (285
Daneville. AK 92067
Phons (T13)355-1230 s (713) 3533232
margaret@angstrom com

Date Erisrec 111072003 [ Tas Svemp:  Ta Exempt (D

In addition to reports on normal paper, you can create reports for printing
on envelopes, labels, or other printed forms. Access comes with report wiz-
ards that make creating fancy reports easy. It can also print charts and
cross-tabulations (crosstabs) based on the data in your database.

Book V covers how to create and print reports, charts, and crosstabs.

Mactros for saving keystrokes

Access includes two separate programming languages: one for macros and a
separate one (VBA) for larger programs. Macros are programs that automate
the commands you give when you use Access — you “write” them by telling

13
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74 Essential Database Concepts

Access to record your keystrokes while you do something on-screen. For
example, you can write a macro that moves the cursor to the last record in
the Orders table whenever you open the Order Entry form. (What are the
chances that you’d want to edit your very first order? Most of us would be
likelier to want to edit the last order or enter a new order.) Or you can write
a macro that moves your cursor to the next applicable blank in a form,
based on the entries you made so far.

After you get some practice at creating macros, you can create buttons on
your forms that run the macros with a quick click. You can also tell your
form to run a macro automatically whenever you move to a field on the
form, or enter data into the field — handy!

You don’t have to be a programmer to create macros. Access helps you write
them by providing menus of commands. Book VI explains how to create nifty
and useful macros to clean up data entry — and a number of other items —
automatically.

Modules for writing your own programs

Okay, now we come to the serious programming stuff: modules — another
term for Visual Basic programs. VBA (Visual Basic for Applications) is a
programming language based on the age-old BASIC language; it’s specifically
geared for working in Access and other Office programs. Macros are fine for
saving a few keystrokes or cleaning up the data you enter in a field, but when
the going gets complex, you can use VBA.

Programming isn’t for the technologically faint of heart. Fortunately, it’s
rarely necessary. But when everything else is done in your database, take
alook at Book VIII for an introduction to VBA programming. Writing small
programs isn’t all that hard — and if you acquire a taste for programming,
who knows what you’ll end up creating!

Essential Database Concepts

Here are the Four Commandments of databases. (Aren’t you relieved there
aren’t 10?). You'll find lots more important rules and guidelines throughout
this book as you discover how to work with various Access objects, but
these four apply right from the start, no matter what kind of database you
are using:

4+ Store information where it belongs, not where it appears. Where you
store information has nothing to do with where it appears. In a database,
you store information in tables based on the structure of the informa-
tion. (Don’t worry — Chapter 3 of this book explains how to figure out
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the structure of your data.) Each piece of information likely appears in
lots of different places. For example, in a database for an online book-
store, book titles and authors’ names appear on your invoices, purchase
orders, and sales receipts. But the right place to store those book titles
and author names is in the Books table, not in the Sales table or the
Purchase Orders table.

Garbage in, garbage out (GIGO). If you don’t bother to create a good,
sensible design for your database — and if you aren’t careful to enter
correct, clean data — your database will end up full of garbage. A well-
designed database is easier to maintain than a badly designed one,
because each piece of information is stored only once, in a clearly
named field in a clearly named table, with the proper validation rules in
place. Yes, it sounds like a lot of work, but cleaning up a database of
10,000 incorrect records is (pardon the understatement) even more
work. See Book II, Chapter 5 for ways to avoid GIGO.

Separate your data from your programs. If you create a database to be
shared with (or distributed to) other people, store all the tables in one
database (the back end) and all the other objects in another database
(the front end). Then you link these two databases together to make
everything work. Separating the tables from everything else streamlines
the whole rigmarole of updating queries, forms, reports, or other stuff
later without disturbing the data in the tables. (See Book VII, Chapter 1
for how to separate a database into a front end and back end.)

Back up early and often. Make a backup of your database every day.
With luck, your office already has a system of regular (probably nightly)
backups that includes your database. If not, make a backup copy of your
database at regular intervals, and certainly before making any major
changes. (See Book VII, Chapter 1 for how to make backups.)
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Chapter 2: Getting Started,
Getting Around

In This Chapter

v Understanding the Access window

v Playing with Access’s sample databases
1 Using other Access window elements

v Getting around via the Navigation Pane
1+ Working with Access objects and wizards

v~ Saving keystrokes with keyboard shortcuts

Before you can do much with Access, you have to get it installed and
running. If Access isn’t already installed on your computer, see the
appendix for what to do. Then come back to this chapter for pointers on
how to run it and decipher the stuff you see in the Access window.

Running Access

.~ Windows usually provides more than one way to perform a task; starting

E'_._.[ Access is no exception. The most popular way to start Access is to click
Start and choose All Programs=>Microsoft Officec>Microsoft Office Access
2007.

Another way to get the program started is by double-clicking the name or
icon of an Access database in Windows Explorer (this method both starts
Access and opens the database you double-click). Or double-click the
Access icon if it appears on your Windows desktop.

When you start Access without opening a database, the Access 2007
window looks like Figure 2-1.

Access 2007 wants to help you get started, and the initial window you see
gives you all sorts of choices for starting to build a database. Chapter 3 of
this minibook covers using Access database templates to build your own
database. This chapter covers opening existing databases, or opening a
brand new empty database.
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Figure 2-1:
The Getting
Started
Access
window.
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Opening a Database

Before you can work on a database, you have to open it in Access. Okay, but
wait a minute: Before you can open it, you have to create it! If you want to try

Access but you don’t have a database to work with, skip ahead to the

“Playing with the Access Sample Databases” section (later in this chapter) to

try out the Access sample databases.

You can open an existing database from the Getting Started screen, or within

the regular Access window.

What's this weird security error message?

If you try to open a database containing any
programming (in the form of macros, VBA pro-
cedures, or action queries, which we explain in
later books), Microsoft wants you to know that
you are taking a chance. Programming embed-
ded in any document can, after all, include
viruses that could infect your computer.

Before you panic, you need to understand some
things. First, unlike in the real world, in the com-
puter world viruses don’t just happen. A virusis
a program that must be written by a human. In
nature, viruses exist because they’re living
beings (sort of) that can reproduce themselves.
In a computer, viruses are programs, created




by humans, intentionally written to do bad
things and also to make copies of themselves.

So why the warning? The warning is just a gen-
eral disclaimer that appears whenever you
open any document that contains any macros,
VBA procedures, or action queries. The mes-
sage doesn't know whether the database con-
tains viruses. The message is just telling you
that programs of some sort — not necessarily
viruses — are in the database.

In general, Access 2007 opens all databases
but turns off the capability to execute code.
(See Book VII, Chapter 3 for more on Access
security settings.)

If the database you open when you see this
message is something you downloaded from
the Internet from some unknown, dubious
source, then you may want to leave the data-
base with content disabled, and look around it
that way. Or to be safer, you could close the
database and, instead, create a new, blank
database and import the tables, queries, forms,

Microsofi Office Security Oplings;

Opening a Database 19

and reports into it (but no macros or VBA code).
If the database comes from someone within
your organization whom you trust not to acci-
dentally infect it with a virus, click the Options
button on the Message Bar, choose Enable This
Content and click OK. This option enables con-
tent until the next time you open the database,
when you'll have to repeat these steps to
enable content again If you created the data-
base and it's supposedto contain macros, VBA
procedures, or action queries, you can prevent
Access from displaying the security message
when you open the database. (See Book VI,
Chapter 1 for details.)

If you have antivirus software, you'd do well to
scan any and all files you download from the
Internet for viruses before you actually open
such files. These days, most viruses spread
through e-mail attachments. Virtually all
antivirus programs automatically scan all
incoming e-mail attachments for viruses before
allowing you to open them.

(Q Security Alert

VBA Macro

only, dick Enable this content,

More informEdon

() Enable this mntent

Ciper ihe Tust GefEs

Acress has disabled potentislly harmful content in this database.

1f you trust the contents of this database and vwould ke to enable it for this session

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

File Path:  C:\Doouments and Settings \All Users\Documents\Sample, scodb
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Opening a Database

™ \
Ly

To open a database from the Getting Started window, click its name if it
appears in the list of recently used databases (on the right). If the name
doesn’t appear, click the More option at the top of the list of recently opened
databases, and then navigate to the database.

To open a database once you see the regular Access window, follow these
steps:

1. Click the Office Button and choose Open

The Office Button is the round button in the top left corner of all Office
2007 applications.

2. Choose the file name from the Open dialog box that appears.

You may need to browse to it. Use the icons on the left side of the Open
dialog box to see different folders.

3. Click the Open button or double-click the file name.

Access opens the database. If you see an alarming security message,
check out the relevant nearby sidebar, “What’s this weird security error
message?”

Here are some handy pointers for opening databases:

4+ If you want to open a database that you used recently, you can open the
File menu and choose the file name from the right side of the File menu.

4 From the My Computer or Windows Explorer window, you can double-
click the file name of an existing database to open it.

4+ To start Access and open a recently used file, choose Start=>My Recent
Documents and choose the file.

When you work with a database, additional windows appear within the
Access window. Exactly what you see depends on the database. A simple
database displays the Navigation Pane, described later in this chapter. Some
databases include macros or VBA modules that display a form and hide the
Navigation Pane. The database can also be programmed to hide the standard
Access components entirely.

Opening oldies

Access 2007 introduces a new file format for Access. Instead of creating
.mdb files, Access 2007 creates .accdb files. The new file format enables
integration with Microsoft Windows SharePoint Services 3.0 and Microsoft
Office Outlook 2007, allows creation of multivalued lookup fields, and offers
other new features.
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Access 2007 creates . accdb files by default, but if you know someone with an
earlier version of Access who needs to use your database, you can save it in
Access 2002-2003 format, or in Access 2000 format. Click the Office button
and choose Save As to see those options. You should not use the new-to-2007
features if you know you need to save the database in a different format.

Access 2007 can open databases created in previous versions of Access.
Here’s the scoop on what happens when you open such old Access files:

4+ Access 2003: It just opens. If you create new fields or objects that use
new features in Access 2007, those objects will not work in Access 2003.
Otherwise, you can return to Access 2003 if necessary with no issues.

4+ Access 2002 (Office XP):. Access 2003 uses the same file format as 2002.
(If you have Access 2000, however, note that it can’t open Access 2002 or
2003 files.)

4+ Access 2000: It just opens, even though the file format is slightly differ-
ent. The Access title bar says Access 2000 file format but every-
thing should work fine. If you create any new objects in that old file
while it’s open in Access 2007, they won’t work if you open the database
file later in Access 2000, but everything else should work.

4+ Access 2.0, Access 95, or Access 97: When you first open one of these
older-format database files, Access gives you two choices:

¢ You can enable the database, which means Access 2007 keeps that
file in its usual elderly format so you can reopen it later in the older
version of Access.

* You can convert the old database to Access 2007 format. It’s your
choice; make the call based on whether you (or other people) will
have to open this database in older Access versions. (See Book VII,
Chapter 1 for more information about converting a database from
one Access version to another.)

When you open an enabled database in Access 2007, work only with the
data: You can’t create or modify database objects, such as forms and
reports. Some older VBA modules won’t run in Access 2007, either.

1 have that open already!

Access is a multiuser database, which means that more than one person can
open an Access database at the same time. The usual way that this works is
that several computers on a network (usually a local area network in an office)
run Access — and all can open the same database at the same time. Access
keeps track of who is doing what, and prevents the users from (virtually)
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22 Playing with the Access Sample Databases

crashing into each other. Two people trying to edit the same thing at the same
time can be tricky — Access locks out the second person until the first person
is done with the edit.

For more information, see Book VII, Chapter 2.

Getting around

After you have a database open, you're ready to have a look around. On the
left you'll see the Navigation Pane that lists objects in the database (if all you
see is a blue vertical stripe, click that to see the Navigation Pane; if you don’t
see a Navigation Pane or a stripe, talk to the database developer to find out
how the database is intended to be used).

You can open Access objects by double-clicking them (unless you've
changed the Navigation Options dialog box to let you single-click to open) or
by dragging them into the work area.

You'll see a tab in the working area for each open object, which makes navi-
gating between open objects easy. To close an open object, click the X on the
same line as the object tab when the object is active, or right-click the tab
and choose Close.

Playing with the Access Sample Databases

Access can download some databases to give you something to play with
while you find out how the program works. They can even help spark ideas
for your own databases.

Taking Northwind for a spin

The Northwind sample database is an order-entry system that an imaginary
mail-order gourmet food company uses for tracking orders, customers, sup-
pliers, and products. The easiest way to open the Northwind database is to
choose it from the Opening window (you may have to close Access, then
open it again). Click Sample from the Template Category Pane on the far left,
then select Northwind from the center pane. The database needs a name in
the right-hand pane — you can leave the default file name or change it. Then
click Download to create the Northwind database on your computer.

You see an introductory screen (actually a form) that instructs you to click
the Options button on the Message Bar and Enable content. Then you see a
log-in form — choose a log-in name from the list (it doesn’t matter which),
and click Login.
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Okay, the database opens — you can tell because a window has appeared
with the name of the database as its title. So what can you do with it? How
can you see what’s in it? The next section describes this window, and how to
get it to display all the stuff in the database.

The Access Navigation Bar, Ribbon, and File menu

Figure 2-2:
Tabs display
different
ribbons, and
below them
the Quick
Access
toolbar is
displayed.

If you are an old Access user, you will have immediately noticed that the
Access 2007 window looks completely different than any previous version
of Access. In fact, you may have flipped straight to this section to figure out
how to get around the new Access interface. (Good move.)

The Ribbon

First you’ll notice that there is no menu. Instead there are tabs at the top of
the window, and a bunch of buttons. This is the new Ribbon that has replaced
the menu and toolbars.

A number of different tabs on the Ribbon are available, and are accessed
through the tabs at the top of the window. The Home, Create, External Data,
and Database Tools tabs are always available. Additional tabs are available
when particular objects are open — for instance, a Datasheet tab is available
when a Datasheet is active. These are known as contextual tabs.

Quick Access Toolbar

Tabs

Groups

The Ribbon presents buttons in labeled groups. That’s why this whole book
tells you (for example) to click the Excel button in the Export group of the
External Data tab on the Ribbon. To find that button, first click the External
Data tab to display the External Data tab on the Ribbon. Then find the Export
group in the middle of the Ribbon (the group names are at the bottom of the
Ribbon). Then find the Excel button within that group.
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Here’s a description of the types of buttons you'll find on each of the tabs on
the Ribbon:

4+ Home: The first button on this tab is the View button, which allows you
to change the view of the object displayed (for instance, from Design to
Datasheet for a table). Also contains buttons used mainly for dealing
with records: formatting, creating new records, creating totals, and
spelling, as well as sorting, filtering, and finding data.

4+ Create: Buttons for creating a new object in the database.

4+ External Data: Buttons to import data or objects into the current data-
base or export data or objects out of the current database, connect and
synchronize with SharePoint, and collect data via e-mail using Outlook.

4+ Database Tools: Buttons mostly of interest to developers. Buttons to dis-
play the Visual Basic editor, display (and create) relationships between
tables in the database, document and analyze the database, coordinate
with SQL, manage linked tables, create or manage a database switch-
board, encrypt the database, manage database Add-Ins, and make
an ACCDE.

4+ Contextual tabs display buttons for dealing with the current object.
For instance, all the Design views have their own tabs on the Ribbon
with buttons for tasks done in those views.

Every button has a descriptive fooltip — if you put the mouse pointer on the
button you will see the tip with the name of the button, a keyboard shortcut
that can be used instead of the button (for instance, pressing Ctrl+F instead

of clicking the Find button), and a sentence about what the button does.

Minimizing the Ribbon

You can easily minimize the Ribbon to gain more screen real estate. To mini-
mize, double-click the name of the active tab, press Ctrl+F1, or right click a
tab and choose Minimize the Ribbon.

Click any tab or press Ctrl+F1 again to redisplay the Ribbon. However, the
Ribbon will roll up again after you have clicked a button. You can use key-
board shortcuts (covered near the end of this chapter) while the Ribbon is
minimized.

To redisplay the Ribbon, press Ctrl+F1 or right-click a tab and click Minimize
the Ribbon to remove the checkmark.

If you like the Ribbon minimized, you may want to customize the Quick
Access Toolbar to display the Minimize the Ribbon button.
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Changing object views

For objects that have multiple views, you can now find View buttons in a
number of places. There is a View button in the first position on the Home
tab, and in the first position on the object’s contextual tab. To change
between the current view and the most recently displayed view, click the
top half of the View button. (When you first display an object, this button
switches between the Design view and the default Object view — for
instance, between Datasheet view and Table Design view, Report Layout
view and Design view, and so on.)

If you want to display a different view of the object, click the bottom half of
the View button to display a drop-down list of all the view options, and
select from that list.

Another option is the view buttons at the bottom-right corner of the Access
window — this small toolbar displays one button for each available view of
the open object. (Tooltips are available if you don’t recognize the buttons).
Yet another option is to right-click the object tab and choose the view you
want.

Ouick Access toolbar

Toolbars aren’t completely gone! Access 2007 still contains a small toolbar
(shown in Figure 2-2) that appears immediately above the Ribbon.

On the toolbar are three of the most commonly used buttons that can be
used in most contexts in Access:

4+ Save: Saves changes to the current object.
4+ Undo: Undoes the last undoable action.

4 Redo: Redoes the last redoable action.

The Quick Access toolbar can be easily customized. Click the fourth button,
the down arrow, or right-click the toolbar to see the customization menu. A
list of buttons that you can add to the Quick Access toolbar displays. Click
any command (that is, Open, Quick Print, and so on) to add its button to the
toolbar. If you don’t see the command you want to add, see if you can find
the button on the Ribbon, right-click it, and choose Add to Quick Access
toolbar.
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If you can’t find the button you want on the Quick Access toolbar anywhere
on the Ribbon, then add buttons to the Quick Access toolbar by following
these steps:

1. Choose More Commands from the Customize Quick Access toolbar
menu.

Access displays the Customize Quick Access toolbar window of the
Access Options dialog box (you can also display the Access Options
dialog box using the Access Options button on the Office menu). See

Figure 2-3.
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2. On the left side at the top, choose the type of command you want to
view from the Choose Commands From drop-down list.

Included in the list are Popular Commands, Commands not in the
Ribbon, All Commands, Macros, and Office Menu. Also listed is each tab
of the Ribbon. Once you have selected a Choose Commands From
option, the buttons from that option appear in the box below.

3. Choose which Quick Access toolbar you are customizing — choose
from the Customize Quick Access toolbar drop-down list on the right
side of the window.

Choose from customizing the Quick Access toolbar for all documents
(that is, all databases), or just for the current database.



Figure 2-4:
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4. Add buttons that appear on the left to the box on the right that con-
tains the buttons on the Quick Access toolbar.

You can add a command by double-clicking the command, or by select-
ing and clicking the Add button. Note that you can remove a command
from the right-hand box by double-clicking, or by selecting and clicking
Remove.

5. If necessary, change the order of buttons on the Quick Access toolbar
by selecting a command in the right-hand box and clicking the up or
down arrows that appear to the right of the box.

Note that you can reset the Quick Access toolbar to its original buttons
by clicking the Reset button.

6. When you are happy with the list of commands to appear on the
Quick Access toolbar, click OK to see the new, customized toolbar.

The last thing you can do with the Quick Access toolbar is move it below the
Ribbon — display the Customize Quick Access toolbar menu and choose
Show Below the Ribbon.

The Office File menu

Although no menu is visible, Microsoft hasn’t completely abandoned the
menu concept — they’ve just carefully hidden it! The Office Button menu —
the File menu in older versions of Access — is displayed by clicking the
Office Button icon in the top-left corner of the Access window. The Office
Button menu is shown in Figure 2-4.
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The menu has three important parts: the menu options (in the left column),
the recent documents (in the right column), and the buttons (at the bottom).
Note especially the Access Options button so you know where it is when you
need it!

Mission Control: The Navigation Pane

Figure 2-5:
The
Navigation
Pane lists
all the
components
inthe
database.

Where is the Database Window? Gone the way of the dinosaur, and replaced
by the Navigation Pane. The Navigation Pane (shown in Figure 2-5) is the
table of contents for your database. From it, you can open any table, query,
form, report, data-access page, macro, or VBA module in the database — all
simply by double-clicking the object’s name. By right-clicking objects in the
Navigation Pane, you can open the object in an alternate view, change the
name of an object, copy an object, delete an object, import or export an
object, hide or display an object, and view the object’s properties.

Toggle navigation pane display

4

All Access Objects
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Forms
Address Book Form
Email Messages Form

EmailWarningDialog

Main Switchboard
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Order Details Subform
Orders

Orders Main Farm
Print from Order Form

Products Form

Report Switchboard -
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F11 toggles the display of the Navigation Pane — it can be rolled up into a
narrow blue vertical ribbon. You can also toggle the display by using the
double arrow at the top-right corner of the pane.

You can make the Navigation Pane narrower or wider by dragging its left
edge.
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Mission Control: The Navigation Pane

Grouping database objects

The Navigation Pane displays the objects in the database in groups. Each
group has a heading, and the group objects can be displayed and hidden by
clicking the arrow at the right of the group name.

By default the Navigation Pane shows database objects in groups of related
objects. To be more specific it displays all tables, and with each table is dis-
played all related objects.

The familiar way to group database objects is by object type, but there are
other choices also. Click the drop-down arrow on the Navigation Pane title
bar to see the grouping options (shown in Figure 2-6). Note that you can
select one option from the Navigate To Category options at the top of the
list, and one from the Filter By Group at the bottom of the list.

%Aﬂ Rccess Qbjers s
Wavigate Ta Category
Custom

¥ Object Type
Tables and Related Views
Created Date
Madified Date
Filter By Group
Tables
Querias |
Farms I
Beports

o  All Aceess Objects
T IO T RO

j{ Products Form

j Report Switchboard

E Sales Tax Calcs w

The Navigation Pane menu is really two menus displayed as one list — the
blue highlighted lines are the titles for each menu. So choose how to display
database objects in this way:

1. Select from the Navigate To Category list how you want objects
grouped.

2. Use the Filter By Group list to filter objects if you don’t want to see all
of them.

To see all objects sorted by object type (as you used to see them in
Access 2003), select Object Type from the first part of the menu, and All
Access Objects from the bottom part of the menu.

29
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Navigate To Category Options

Option How it groups database objects
Custom Displays objects grouped in the way that you define.
Object Type Displays objects grouped by object type (Tables, Queries,

Forms, Reports, Macros, Modules), with a heading for each.

Tables and Related Views  Displays objects grouped by table — that is, group names are
the same as table names, and the group consists of the table
and objects that are related to it in the database. Objects may
appear in more than one group.

Created Date Displays objects grouped by create date. Groups are Today,
Last Week, Two Weeks Ago, Last Month, and Older.

Modified Date Displays objects grouped by the date they were last modified.
Groups are Today, Last Week, Two Weeks Ago, Last Month,
and Older.

\3
) You can also choose how to group your objects by right-clicking the title bar

of the Navigation Pane or empty space at the bottom of the Navigation Pane
and selecting from the Category submenu.

Filtering the Navigation Pane

In a database with lots of objects, the Navigation Pane list can get very long,
so Access 2007 provides the option to filter the list. To filter, display the
Navigation Pane menu and choose an option below the Filter By Group head-
ing. The last option will always display all groups.

The Filter By Group options change when you choose a different Navigate To
Category option to list the relevant choices. For instance, if you choose to
navigate by Object Type, the filter options are different types of objects
(tables, queries, forms, and so on). However, if you choose to navigate by
Tables and Related Views, then the filter options are the names of the tables
in the database.

Sorting objects in the Navigation Pane

You can sort objects within a group in the Navigation Pane by using the short-
cut menu. Right-click the title bar of the Navigation Pane or empty space at
the bottom of the Navigation Pane, then choose from the Sort By menu. Using
the Sort By menu, you can select both a sort order (ascending or descending)
and an attribute to sort by (Name, Type, Created Date, Modified Date). You
can also Remove Automatic Sorts (the last choice on the menu).

You can change the order of groups by using the Navigation Options dialog
box, covered later in this chapter.



Figure 2-7:
The
Navigation
Options
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controls the
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Navigation
pane works.
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Choosing size and details for
Navigation Pane objects

To determine how each object is displayed in the Navigation Pane, you can
choose from three options. Right-click the title bar of the Navigation Pane or
the empty space at the bottom of the Navigation Pane, then choose from the
View By menu. The options are

4+ Details: Displays the name of the object, the type of object, the date it
was created, and the date it was last modified.

4+ Icon: Displays a larger icon for each object, leaving more space between
listed objects.

4+ List: This is the default option — which you see in the figures through-
out this book. Each object displays with an icon indicating the type of
object it is, and its name.

Navigation Pane options

The Navigation Pane can be a powerful tool, and there’s a dialog box (shown
in Figure 2-7) to control the way it works. To display the Navigation Options
dialog box, right-click the title bar of the Navigation Pane or the empty space
at the bottom of the Navigation Pane, then choose Navigation Options. In
this dialog box, you can do several things:

Navigation Options

Grauping Sptons
Click o & Category to change the Category display order or to add groups
Ca;egorles_ S ’ grou_ps for Tables and Related Views" o~
Tables afid Related Visws ! Address Fook B
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‘ My Business
Order Details
l Products
l Orders
| ! Sales Tax Rates -
|
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Display Cptaps Open Objects Wit
Shaw Hidden Objects [] Show System Objects ) sipgledlick (%) Double-gick
[¥] Show Search Bar
Ok Cancel
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Figure 2-8:
The search
bar enables
you to find
objects with
ordersin
their names.

4+ Customize group display: You can use the Navigation Options dialog
box to choose multiple groups to display (and hide others), and to
create custom views.

e Choose the category type that you want to customize from the
Categories list. The list of Groups will change to reflect the groups in
the selected category. Use the checkboxes to choose the groups to
display — groups without a check will be hidden.

¢ To change the order in which groups are displayed when displayed
in Tables and Related Views, select a group name — up and down
arrows are displayed. Click the appropriate arrow until the object
appears in the location where you want it.

4+ Find database objects: Access 2007 has a handy tool to help you find
database objects — a Navigation Pane search bar. Display the search bar
by selecting the Show Search Bar option on the Navigation Options
dialog box.

Use the search bar to find objects by typing characters into the bar. As
you type, the list in the Navigation Pane will update to show only those
objects with those letters in their names. For instance, Figure 2-8 shows
the text orders in the search bar, and only those objects with the word
orders somewhere in their names are displayed in the Navigation Pane.

All Aceess Objeds

:-_orc:l_e-rﬁ_ N *

| Tables ———
0 orders

Queries

'J"ﬁ Address Book Without Matching Orders
;j QOrders By Customer Qry

Sl Orders Main Qry

Forms

= orders

== orders Main Form

Reports
f orders By Customer Repart

4+ Open objects with a single click: The Navigation Options dialog box
allows you to select whether to open objects with a single-click or a
double-click. The default is a double-click.

Cl’ eatmg custom groups

Rather than using the default categories for Navigation Pane groups, you can
create your own custom groups using the Navigation Options dialog box,
and then drag database objects into the new groups. Here’s how it’s done:
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1. To display the Navigation Options dialog box, right-click the title bar
of the Navigation Pane or the empty space at the bottom of the
Navigation Pane, then choose Navigation Options.

2. In the Categories box, select Custom, or create a new custom category
by using the Add Item button beneath the Categories box.

3. Be sure the custom category you created is selected, and create new
groups by using the Add Group button below the Groups box. Change
the order of the groups, if necessary, by using the up and down
arrows that appear when the group is selected.

Be sure to leave the Unassigned Objects category checked until you
have assigned objects to their groups.

™

. Click OK to close the Navigation Options dialog box.

5. Click the drop-down arrow on the Navigation Pane title bar, and then
choose a custom category from the menu.

You now see the groups you created in Step 3, and the database objects
in the Unassigned Objects group.

6. Assign objects to groups by following these steps:

a. Select single objects, or select multiple objects by holding down Ctrl
as you select.

b. Drag objects to their new groups, or right-click, select Add to group,
and choose the group name. Note that you can create a new group
using this method.

c. Notice that you are creating shortcuts to the objects (the shortcut
arrow displays with the object type icon). You can rename shortcuts
by right-clicking them and choosing Rename Shortcut.

7. When all objects are assigned to groups, you may choose to hide the
Unassigned Objects group.

You can create more than one custom category, and the custom categories
may be used to take the place of Switchboards that were used in earlier ver-
sions of Access.

Hiding objects

You can hide objects and groups completely, or make them unavailable (they
appear on-screen but they’re transparent). You can choose to hide objects
individually, or you can hide whole groups. The Show Hidden Objects check
box in the Navigation Options dialog box determines whether hidden objects
are completely invisible or just transparent.
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Q&“\BER To hide objects, first display the Navigation Options dialog box (by right-

& clicking the Navigation Pane title bar) and then choose Navigation Options.
To hide an entire group, right-click the group title and choose Hide. You can
also hide a group by using the Navigation Options dialog box (see Customize
Group Display, earlier in this chapter). To redisplay the group, check its box
in the Navigation Options dialog box.

There are two ways to hide an object. You may want to hide it in a single
group, or you may want to hide it so it won’t appear anywhere in the
Navigation Pane. Here are the possibilities:

4+ To hide the object in a single group, right-click the object name and
choose Hide in this Group.

4+ To hide the object completely, right-click and choose Object Properties.
Select the Hidden check box in the Attributes section at the bottom of
the Property sheet.

4+ To redisplay the object, select the Show Hidden Objects check box in
the Navigation Options dialog box to display the object in a transparent
font, and then redisplay the Object Properties dialog box and deselect
the Hidden attribute.

Creating, Deleting, Renaming, Copying,
and Printing Objects

Throughout this book, you hear about how to create and modify tables,
forms, reports, and other Access objects using the Database window. A
couple of tasks that work the same way for all Access objects crop up time
and again, so you may as well find out about them right here.

4+ Creating an object: Display the Create tab on the Ribbon and then click
_1 the appropriate button. You usually see options to create the object by
either running a wizard to step you through the process or by using
Design view — a window with settings for designing the object.

4+ See Book II, Chapter 1 for creating tables; Book Ill, Chapter 1 for queries;
Book IV, Chapter 1 for forms; Book V, Chapter 1 for reports; Book VI,
Chapter 1 for macros; Book VIII, Chapter 2 for VBA modules. (Ha! It
wasn’t Chapter 1 this time!)

4+ Deleting an object: Select the object and press the Delete key. Simple
enough! Clicking the Delete icon on the Home tab of the Ribbon works,
too, as does right-clicking the object and then choosing Delete. Access
asks whether you’re really, truly sure before blowing the object away.
Just remember that when you delete a table, you delete all its data, too.
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4+ Renaming an object: Click the name of the object and press F2. Or right-
click the name and choose Rename. Either way, a box appears around
the object’s name. Type a new name and press Enter. Press Esc if you
change your mind.

4+ Copying an object: Select the object you want to copy, press Ctrl+C, and
press Ctrl+V. (The Copy and Paste buttons on the Ribbon work, too.)
Access pops up a Paste As dialog box, asking what name to use for the
copy. Type a name in and click OK.

\\3

When you are creating a form or report, starting with a copy of an exist-
ing report (rather than starting a whole new one from scratch) is faster!

4+ Printing an object: Select or open the object you want to print and then
press Ctrl+P, click the Print button on the Quick Access toolbar (shown
on the left in the margin), or choose Office Button=Print. If you want to
see what you get before you waste paper on it, click the Office Button,
select the arrow to the right of the Print option, and choose Print Preview
before printing.

4+ Creating a shortcut to an object: If you frequently want to start Access,
open your database, and immediately open a specific object, you can
create a Windows shortcut to the object. The shortcut can live on your
Windows desktop or on your Start menu. Just drag the object from the
Database window to your Windows desktop — Windows creates the
shortcut. You can then drag this shortcut to the Start menu if you want
the shortcut on your Start menu.

You can find lots more about printing in Book V, Chapter 2, which talks
about making and printing reports.

Using Wizards

Years ago, in a land far, far away (Washington state, actually), Microsoft
invented wizards, programs that step you through the process of executing
a commonly used command. Instead of presenting you with a big, hairy-
looking dialog box with zillions of options, a wizard asks you one or two
questions at a time, and uses the information you already provided before
asking for more input. All programs in Microsoft Office, including Access,
come with wizards.

Wizards appear in dialog boxes that pop up in response to a command.

For example, on the Create tab on the Ribbon, click the More button in the
Forms group and choose Form Wizard. The Form Wizard pops up, as shown
in Figure 2-9.
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Figure 2-9:
The Form
Wizard
steps you
through the
process of
creating a
new form.
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StateProv ~

Cancel fext > ‘ Finish

All Microsoft wizards follow the same pattern of asking a series of questions.
Answer each question and click the Next button at the bottom of the dialog
box — and you move to the next step. If you want to go back and change the
answer you gave on a previous window, click the Back button. You can bag
the whole thing by clicking Cancel. The Finish button is grayed out (and
unclickable) until you provide enough information for the wizard to com-
plete his (her? its?) task.

You can select all items in a list by clicking the double arrow. Select one by
clicking the single arrow. And you can deselect by using the analogous arrow
buttons that point in the opposite direction. It should be clear how to use
other settings; if you have questions, refer to the section of the book about
that particular wizard.

Getting Help

Access offers online help, and it can be quite useful, so it’s worth learning
how to use it. To ask the Access Help system a question, here’s the drill:

1. Click the question mark in the upper-right corner of the Access
window (or press F1).
2. Type some search words in the Help box and then press Enter.

Access first searches its Help system for matches, and then displays any
search results in the window.

3. Click a topic to see more information.

You can also click the book icon on the Help window to see the Table of
Contents pane.
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The following Web sites we find useful for getting answers to Access Book I
&  questions: Chapter 2
4 The Access Web: www .mvps . org/access oo
oo
4 Microsoft Support: support .microsoft.com = s
=
4 The MSDN Library (Microsoft Developers’ Network): ‘;;
msdn.microsoft.com/access é %
28

4 TechNet Online: www.microsoft.com/technet

Saving Time with Keyboard Shortcuts

Some people like to keep their hands on the keyboard as much as possible.
For a fast typist, pressing keys is quicker and more efficient than pointing
and clicking with the mouse. For those nimble-fingered folks, Access (like
most other Windows programs) includes keyboard shortcuts — key combi-
nations that issue the same commands you normally choose from the
Ribbon.

In Access 2007, as in earlier versions of Access, you can use the keyboard
shortcuts to avoid having to leave the keyboard and use the mouse to click
buttons. To activate KeyTips, which help you navigate the Ribbon without
the mouse, follow these steps:

1. Press the Alt key.

If you look carefully, you will see letters pop up on the Ribbon — these
letters correspond to tabs, sections of the Ribbon, buttons, or drop-
down list items.

2. Press the letter for the tab, section, or button you want and more let-
ters will appear. Keep on typing until you've executed the command.

e The letters don’t change, so you can memorize common keystrokes
so that you get your work done faster.

e Sometimes more than one character is used for a shortcut, for
instance, FF for font face. Just type what you see to execute the
command.

\\3
It’s possible that the old menu commands whose keystrokes you memorized
may still work. Give ‘em a try before you give up and learn the new sequence.

Table 2-2 shows a list of our favorite shortcuts.
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é&N\BEH
& Some of these keystrokes only work in specific situations — for example,
when you edit something or work in a particular kind of window. Throughout
this book, we tell you which keys do what and when.

Table 2-2 Shortcut Keys in Access

Key Combination Action

F1 Displays the Help window.

Ctrl+F1 Hides or displays the Ribbon.

F5 Goes to the record with the record number you type.

F6 Moves the focus to another area of the window.

F7 Checks the spelling in the selected object.

F11 Hides or displays the Navigation Pane.

Del Deletes the selected object.

Alt+Enter Displays the properties of the selected object.

Ctrl+C Copies the selected text or objects to the Clipboard.

Ctrl+F Finds text (with the option to replace it) in the open table, query,
or form.

Ctrl+N Starts a new database.

Ctrl+0 Opens a database.

Ctrl+P Prints the selected object.

Ctrl+S Saves the selected object.

Ctrl+V Pastes the contents of the Clipboard to the active window.

Ctrl+X Deletes the selected text or object and saves it in the Clipboard.

Ctrl+Z Undoes the last action that can be undone (our all-time
favorite!).

Ctrl+; Types today’s date.

Ctrl+” Duplicates the entry from the same field in the previous record.




Chapter 3: Creating a Database
from Templates

In This Chapter

v+ Finding and using templates
v Exploring a template
1 Modifying a template to fit your needs

Creating a database is no small feat. It takes planning, design, and plain,
old-fashioned hard work. It also takes some knowledge of how database
systems work: things like database design, tables, one-to-many relation-
ships, primary keys, foreign keys, queries, forms, reports, and many other
things you probably didn’t learn in school.

To make matters worse, when it comes to database development, you really
can’t make things up and figure things out as you go. You have to design
your tables correctly before you do anything else because everything you
do is based on those tables. After you get going and start creating things,
you often can’t easily change your mind and fix the tables: In doing so, you
might break many of those things you created from the original tables.

As its name implies, in Access, a template is a pre-designed database designed
to help with a specific task. The template already has tables and some objects
designed, built, and ready to go. You can use those objects as delivered in the
template, or you can customize them to suit your own needs.

The advantage to a template is that you don’t have to start completely from
scratch. You can leverage the knowledge of someone who has already been
around the block a few times to avoid common pitfalls. If you're in a hurry, a
template can also save you a lot of time.

When you download a template and save it, you basically create your own
database that’s identical to the template. You can open and close that data-
base as you would a database you created from scratch.

There’s no rule that says you must change a database that you created from
a template. If that database works fine for you, there’s nothing more to do,
other than to spend some time using and understanding that database. (The
Help file that comes with the template should offer some useful information
along those lines.)
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Finding Templates

If the database that the template created provides some (but not all) of the
capability you need in your own database, consider the template more of a
timesaver than a finished project. It’s a time-saver to the extent that it will
have already done much of the work for you — but you have to do the rest
of the work to change the template so it suits your needs better.

Unfortunately, the template isn’t much of a time-saver if you don’t know
what the heck you’re doing! And you have to know what you're doing in
order to make an effective change to a template. It’s just the nature of the
beast with database management.

Finding Templates

Templates aren’t really a part of Access 2007. Templates are optional extras
you find on the Internet. There isn’t even a fixed set of templates that we can
tell you about. The templates available to you vary, depending on whatever’s
on the Internet the day you go and check.

That’s not to say that templates go away. When a template is posted, it usu-
ally stays there forever, so you don’t have to worry about missing out on
some great opportunity. It’s just that we have no way of knowing how many
templates will be available by the time you read this. We can’t even predict
exactly how things will look on your screen when you go looking for tem-
plates. All we can do is give you some general pointers on how to find them.

Start by opening Microsoft Office Access 2007. If you already have a database
open in Access, you'll want to close that so you're just in the Access program,
not in a specific database. Click the Office Button, shown in Figure 3-1, and
choose Close Database if you're in a database. If you don’t see anything about
templates on your screen, click the Office Button and choose New.

After you click New, you see options similar to those in Figure 3-2. The left
column shows Template Categories and From Microsoft Office Online. The
names beneath those headings are names of categories. Click a category
name. Templates within that category appear in the main pane to the right.
For example, on the day we wrote this chapter, clicking Business revealed
the templates shown in Figure 3-2. (There may be many others by the time
you read this.)

Each icon in the center pane represents a template. For example, in Figure
3-2, Tasks, Sales Pipeline, Projects, and so forth are all templates. When you
click one of those icons, the pane to the right shows information about the
template. Look through the available templates and try to find one that’s
similar to the database you want to create. If there are several, feel free to
pick any one of them and try it out. If you don’t like it, you can always go
back and try a different one.
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After you've decided on a template, clicks its icon. You'll see a suggested file-
name in the right pane. You can keep that filename or give it a filename of
your own choosing, but don’t change the .accdb filename extension: That

extension identifies the file as an Access database. Click the Download

button. What happens next depends on the template you chose, but typi-
cally you see an “About This Template” help page that provides more infor-
mation about the template. You might want to print that for future reference.
Just click the Print button in the toolbar above the help page. Then you can
close the Access Help window and take a look at the template.
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The template is now an actual database stored on your computer. At first, it
won’t look like much. On the screen you’ll likely see only a single table or
form. But that’s not the whole database. There’s much more to it, as you’ll
discover in the next section.

Exploring a Template

Figure 3-3:
View the

template’s
objects by

type.

As we discussed in Chapter 1 of this minibook, a database isn’t a single
object like a Word document or Excel worksheet. Rather, an Access database
is a collection of many different kinds of objects. To see names of objects in
the template you’'ve downloaded, click the Navigation Pane at the left side of
Access’s program window. Then click the template name of that pane and
choose Object Type, as shown in Figure 3-3.

Navigate To Category

¥ Sales Pipeline Navigation
Object Type
Tables and Related Views
Created Date
Modified Date
Filter By Group
Opportunities
Employees
Customers
Supporting Objects
Unassigned Objects

¥ ShowAll

The left column shows bars titled Tables, Queries, Forms, Reports, and
Macros. Each represents a type of Access object. Click any bar to show or
hide objects of that type. The exact objects you see depend on the template
you downloaded. Figure 3-4 shows a general example. You'll likely see other
objects on your own screen because all templates are unique.

To open an object, double-click its name. Most objects open in the main
pane to the right of the Navigation Pane. All of the tables will be empty. The
idea is to enter your own data, or at least make up some sample data to play
around with.
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Viewing an object’s design

The objects in a database don’t just appear out of nowhere. Someone had to
create each object. They did so through the object’s Design view. There are
two ways to get to an object’s design view:

4+ If the object is already open, right-click its tab and choose Design view,
as in the example shown in Figure 3-5.

4+ If the item isn’t already open, right-click its name in the Navigation Pane
and choose Design view.
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Exploring a Template

What's up with the Security Alert?

Whenever you open a database that contains
macros or VBA code, Access displays a Security
Alert under the Ribbon. That's because people
can use macros and VBA code to create mal-
ware, software thatisn't good for your computer.
There's no way for Access or the computer to tell
if the macros and code in the database is mal-
ware or not. You have to decide that for yourself
based on the source of the database.

It's safe to assume that the templates you down-
load from the Office Online Web site do not con-
tain malware. (At least we hope so. It stands to
reason that Microsoft would be foolish to allow

anyone and everyone to post templates without
scrutinizing them for malware before offering
them to the public.) Click the Enable Content
button to allow the macros and VBA code to
work.

Databases or templates that you get unexpect-
edly as e-mail attachments are another matter
and far more risky. In fact, the only safe thing to
do with such attachments is to delete them with
the rest of your junk mail. Don't open them;
don’t save them. Stick with templates and data-
bases from legitimate businesses and col-
leagues that you know and trust.

Viewing table relationships

Access is a relational database-management system, which means it’s a tool
for managing large volumes of data where there are natural one-to-many rela-
tionships among those data. For example, every one customer may place
many orders. Every one student may enroll in many courses. Any one confer-
ence may be attended by many people. Every family unit contains many
people. Every music category, such as jazz, has many artists, albums, and
songs. We could fill this book with examples of natural one-to-many relation-
ships in the world.

The natural one-to-many relationships among the kinds being managed in
one database must be built into the design of its tables. Access can’t figure
out the one-to-many relationships for you. Designing the tables so they accu-
rately reflect those relationships is your responsibility, unless, of course,
you're using a template where someone else has already figured all that out.

The names of tables in a database don'’t really tell you anything about the
one-to-many relationships among those tables, but you can usually see those
relationships through the Relationships window. Click the Database Tools
tab of the Ribbon and then click the Relationships button in the Show/Hide
group (Figure 3-6). The Relationships window opens.

Each box in the Relationship window that opens represents a table in the
current database. Each name in a box represents a field from that table. You
can move and size those boxes using standard Windows click and drag.
Figure 3-7 shows an example using a template that contains three tables
named Customers, Opportunities, and Employees.
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on the “many” side of the relationship. For every one customer record, there
may be many records in the Opportunities table. Apparently employees also
have lots of opportunities because for every one record in the Employees
table, there many be many records in the Opportunities table as well.
You can’t change the relationships among tables in the Relationships
window. Well, physically, you could mess around with the lines connecting
the tables. But the results would probably not be good. All of the other
objects in the database (queries, forms, reports) are built around the tables
and relationships you see in the Relationships window. Any messing around
with connecting lines would almost surely prevent those other objects from
working correctly. Nonetheless, the Relationships window gives you a tech-
nical bird’s-eye view of what the database is about.
A\\S

To close the Relationships window, or any other open Access object, click its
Close button, which is the X button you see near the upper right corner of
Figure 3-7.
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Modifying Objects

Before you tear into a template and start making changes, you really need to
spend some time working with it. Get to know what it is and how it works.
Get a feel for what’s good for your own personal needs, and what’s not so
good or missing. Because forms and reports act as the main user interface to
a database, you'll probably want to spend most of your time with those.

There are two ways to use each object.

4+ In Design view: One way is in the Design view, where you actually create
or modify the look and feel of the object. In Design view, you're playing
the role of the person who is creating the database.

4+ As a user of the database: The other way to use an object is as a user of
the database. The person who uses a database isn’t necessarily the
same person who designed and created the database. The user just uses
the finished database to put data into the database, and get data out of
the database.

Keep in mind that you never use Design view to use an object. To use an
object, you double-click its name in the Navigation Pane; you use Design view
only to change an object. Finally, keep in mind that the data you see in most
forms comes from the underlying tables. If you want to add a field, you actu-
ally have to add the field to an appropriate table before you add it to the form.

Modifying tables

All of the information that an Access database keeps track of is in its tables.
If you need to store more information than a template provides, the first step
is to create a field for that data. You can’t just stick the field in any table
though. It has to be in whichever table is appropriate for the field. For exam-
ple, if you need to store more information about contacts or customers, the
field has to go into the Contacts or Customers table.

To modify a table, open it in Design view. Scroll to the bottom of the list of
fields names already in the table. Or, to insert a new field above an existing
field, right-click the existing field’s name and choose Insert Rows. Then you
can type the new field’s name into the Field Name column (Figure 3-8).

After you type the field name, choose an appropriate data type for the new
field. After you've chosen the data type, you can use options under Field
Properties to set a size, format, caption, default value, or whatever is appro-
priate to your field and the data type you chose.

For more information on relationships between tables, see Chapter 4 of this
minibook. For general information on tables, field names, data types, and
field properties, see Book II.




Figure 3-8:
Atable
design with
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row
inserted.
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—| Opportunities
Field Name Data Type

7 D AutoNumber

Customer Numbear

Employee Mumber

Title Text

Category Text

Rating Text

How Found Text

Open Date Date/Time

Est Closed Date Date/Time

Fizid Properti=s

The column to the right of the Data Type field is labeled Description (on
your screen). The Description for a field is optional. Feel free to leave it
blank. You can add as many fields as you wish.

Changing the primary key, its field name, or data type will likely cause a
world of problems. You might be thinking of using some other unique value,
like a part number, product ID, Social Security number, e-mail address, or
whatever as a primary key. It’s fine to add such a field to a table. But don’t
mark it as the primary key.

After you've added your own custom primary key field, you can set its
Indexed field property to Yes, No Duplicates. That prevents duplicate
records with the same value from being entered into the table. And it won’t
mess up the existing primary key, queries, or other things in the database
that require the table’s current primary key field.

Deleting fields and changing existing field names could result in some prob-
lems as well. The more existing fields you add or change, the more problems
you're likely to create later down the road for yourself.

Modifying queries

Queries provide a means of sorting and filtering data from a table. They’re
also the tool used to bring data from multiple tables together as though the
data were stored in one big table. They're used mainly to create a dataset to
which you bind a form or report.

When you add a field to a table, that field doesn’t necessarily get added to all
queries to which the table is bound. It only gets added, automatically, to
queries that contain a * column. The asterisk (*) is the symbol for “all fields
from the table.” Of course, it also only gets added to queries that include the
table to which you added the field. Other queries don’t need the field.

To see to which table (or tables) a query is bound, right-click the query
name and choose Design view. The table(s) to which the query is bound
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appears as a field list at the top of the query. For example, the query in
Figure 3-9 is bound to the Opportunities table, because a field list for that
table is right at the top of the query.

7‘3‘1 Dpsacibanitins Fxtshicieat

L]
Customer

Employee
Title

Categary
Test Field

4 ful]

In Figure 3-9, you can also see that the query already includes all fields from
the Opportunities table. You can tell by the word Opportunities.* in the
first column of the first row. Opportunities.* means “all fields from the
Opportunities table.” Open that same query in Datasheet view, and you’ll see
it already contains all fields from the Opportunities table, including fields

In short, if you add a field to a table, you only need to add that same field to
queries that are bound to that same table: Don’t use the * symbol to auto-

If a query is bound to a table you've changed, and if that query doesn’t use the
* operator to bind to all fields, you can add the field to the query. Just drag
the field’s name from the field list at the top of the query into the query grid.

Flgure 3-9: Field: | Opportunities.” Forecast Value: [Est R Est Closed Date
A query in Table: |Opportunities Opportunities
B Sort Ascending
Design Show:
. Criteria

view. ar

you added yourself.

matically pull all fields from a table.
SEFERER

For more information on queries, see Book III.

Changing forms

Most Access forms are like fill-in-the-blank paper forms, except you fill in the
blanks on-screen rather than on paper. But forms can actually contain just
about anything you want, including pictures, charts, graphs, and columnar
tables.

Most forms get their data from tables or queries that are bound to tables.
When you enter data into a form, you’re really entering it into the underlying
table. When you change or delete data on a form, you're really making that
change to the underlying table.
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As with any object, you open a form by double-clicking its name in the
Navigation window. The form opens in Form view, where you can interact
with data from the underlying table.

When you want to change a form, open it Design view. As always, you can
right-click the form’s name and choose Design view. If the form is already
open, right-click its tab and choose Design view.

Most forms are bound to an underlying table or query. The name of that
table or query shows in the Record Source property when you're viewing
properties for the form as a whole. So let’s say you’'ve opened a form in
Design view and want to know which table or query it’s bound to. Here’s
how you find out:

1. If the Property sheet isn’t already open, press Alt+Enter or click the
Design tab, then click the Property Sheet button in the Tools group in
the Ribbon.

2. Choose Form from the Selection Type drop-down list to view proper-
ties for the form as a whole.

3. Click the Data or All tab so you can see the Record Source property.

You can move and size the sheet, and change column widths using standard
Windows click-and-drag techniques. Figure 3-10 shows an example of a
Property sheet. There you can see where Form is the selection type; the All
tab is selected.

b DatsbaseTonls  Design Layoit
—

AREREE: RN L b =g [
@ | ABOR D B =H L
| = e = | Add Existi |
R eEEe ol | =

Cmtrals Tools

Figure 3-10:
Property
Sheet with
Form
selected
under
Selection

Type.

Selection fype: Form

Farm ~

|Format|| Data | Event | other| All

Record Source Gpen Opportunities Extendzd =
Filter
Filter On Load Ho
Order By
| |Order By On Load Yes
Allow Filters Yes
Caption
Default View Split Form
| Allow Farm View Yes
Allow Datasheet View ves
=51 | Allow FivotTable View o
Allow PivotChart View Ho
~| |Allow Layout View Yes
.| Allow Edits Yes
Allow Deletions Tes 1l

The Record Source property tells you that the form view is bound to an
object named Open Opportunities Extended. You'd find that object
listed under Tables or Queries in the Navigation Pane.
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Figure 3-11:
A sample
Field List.

So, say the form you’re currently working on is bound to a table to which
you’'ve added one or more fields of your own. How do you get your field(s)
onto the existing form?

First you have to get to the Field List for the underlying table or query. To do
that, click the Add Existing Fields button from the Tools group of the Design
tab of the Ribbon. Each name in the Field List that opens represents a field
from the underlying table or query. Figure 3-11 shows an example.

Fiald List
Fields available for thi View
T i

Customer

| Employee

| Titte

| Category
Test Field
Rating
How Found
Open Date
Est Clased Date
Prabahbility
Est Revenue
Closed
Description

| Comments

Farecast Value

Any fields you added to the underlying table should be included in the Field
List. So it’s just a matter of dragging that field name from the Field List onto
the form. (Well, that plus using some basic form-design skills to make things
look clean and tidy.)

See Book IV for the full scoop on designing forms.

If a field that you added to a table doesn’t show up in the Field List, consider
the Record Source. If the current form isn’t bound to the table to which you
added the field, that’s your explanation. Only forms that are bound to the
table to which you added the field will show the new field in the Field List.

If the Record Source is a query, there are a couple of reasons why your field
might not show up in the Field List: for example, if that query isn’t bound to
the table to which you added the field. The table to which you added the
field isn’t relevant to the query or the form. But if the query is bound to your
table, you need to open that query and add your custom new field to that
query’s grid to get that field to show up in the Field List.

All of what we just told you reflects on the fact that you really can’t build
Access database with zero knowledge of databases and zero knowledge of
the template with which you’re working. You really need to understand data-
base design and how to construct tables to accurately reflect the natural
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one-to-many relationships among the data you're managing. A template
won'’t really help with that part of it. A template just saves you the trouble of
having to develop each and every object from scratch.

Modifying reports

Every report is bound (like a form) to an underlying table or query. The main
difference is that reports are all about printing data on paper. Forms are
about displaying and interacting with data on the screen. But you modify
reports using the same tools and techniques you use with forms:

4+ To view a report, double-click its name in the Navigation Pane.

4+ To print an open report, click the Print icon up by the File button.
4+ To modify a report, open it in Design view.
*

To see what table or query a report is bound to, choose Report as the
selection type in the Property sheet. Then look at the Record Source
property on the Data or All tab of the Property sheet.

4+ To add your own fields to a report, open the Field List, and then drag
field names onto the report design.

See Book V for the lowdown on report design.

Exploring buttons

As you explore a template, you may find buttons or other clickable items
that perform some action. Or you might find a drop-down list that lets you
choose a person’s name and go straight to that person’s record on the form.
These things are fundamentally different from the controls that show data
from the underlying table. Usually, they're unbound, meaning they’re not
bound to a field in an underlying query or table.

Buttons, links, and other controls that take action when you click them are
usually tied to a macro or VBA code. To find out how such an item works its
magic, follow three quick steps:
1. In Design view, open the form that contains the button or link.
2. Click the item to select it.
The Property sheet changes to show properties for that selected item.
3. If the item you clicked is a button, link, or other unbound control,
click the Event tab see clues as to how the item works.

In Figure 3-12, we've clicked a button named E-mail in a form from a tem-
plate. We've also opened the Property sheet and clicked the Event tab.

sajejdwa] woiy
aseqejeq e buneaiy



52 Modifying Objects
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In Figure 3-12, the Property Sheet tells us three things about the currently
selected item:

4+ It’s a command button. (It says Command Button at the top of the
Property sheet, next to Selection Type.)

4 Its name is cmdEmail. (The item’s name appears in the drop-down list
at the top of the Property sheet.)

4+ Clicking the button executes an embedded macro. (The On Click
property shows [Embedded Macro].)

To see the embedded macro, first click the words [Embedded Macro]. You
see a button with three dots on it (. . .). That’s called the Build button.
When you click the Build button, the embedded macro opens in the Macro
Builder, shown in Figure 3-13.

(A | MaoTanls  Sales pineline ¢ Database (Accass 2007 (Beta)) - Micr
o)
— Home Besign
’ FEsingle Step | TS Insert Rows E '\‘-’iﬂ r [L“i
Show All Macro [Condfionslarguments)| Save  Clase
Actions  Names As
Show/Hide Qdose
\ "1 Employee Details ; cdEmail: On Click J
AGIOH Arguments
| OnError ext
sendObject =&
[MacroError].[Number]<0  MsgBox =[Maer
Figure 3-13:
Macro R
Builder. eos e
stra Name

There isn’t really any way to modify a macro by guessing or trying to figure it
out. You need a thorough understanding of what macros are and what they
can do in order to make any useful change to a macro. To leave the Macro
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Builder and return to the form, click the Close (X) button, shown above and
to the right of the Comment column heading shown in Figure 3-13.

See Book VI for the story on macros.

Using a Template Database

Figure 3-14:
A sample
form.

So far in this chapter we’ve looked at techniques for using a template as the
starting point for creating your own database. But modifying a database isn’t
a requirement. You can use a template database as-is, without making any
modifications whatsoever. Exactly how you use a database varies from one
database template to the next. Hopefully, the Help that came with the tem-
plate will explain that. But basically you just don’t use the Design view to
modify objects. You simply open an object (by double-clicking its name in
the left column) when you want to use it.

For example, the sample Sales Pipeline database in this chapter includes a
form named Customer Details. When you double-click that form name, it
opens as in Figure 3-14. To use the form, you fill in the blanks with informa-
tion about an actual customer. Or, in the case of the picture, you right-click
the generic picture, choose Manage Attachments, and use the Add button to
add one or more pictures.

[ Customer Datail - =x
¢ 82| Untitled

Goto | Email  CresteOutlaok Contact  Saye and New Tose

General | Forecast Chart | Open Opportunities

First Name

| |
Last Name | web page
T |
i Q‘J\
Job Title
|

Phone Numbers MNotes

Business Phane
Home Phane
Mabile Phone

Fax Number

Address

strest

Records H - Lofl | b Wb | 4 Seardn.
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Using a Template Database

You can also enter data directly into tables. For example the Sales Pipeline
table contains tables named Customers, Employees, and Opportunities.
Double-clicking any table name in the Navigation Pane opens the table. You
can type data directly into the table. (The ID field gets filled automatically, so
you can leave that field alone).

Queries, reports, and forms show data from tables. Each time you open one
of those kinds of objects, it automatically reflects data that’s currently in the
tables.

So really, the main advantage to using a template is that someone has already
done the work required to create the database. But you still need to know
quite a bit about Access to modify the template, or even just to use it as-is.
First and foremost, you have to understand what tables are and how to put
data directly into tables. That’s what Book I, Chapter 2 is about.

It’s unlikely that you'd ever need to work directly with queries in a template
database. But you'll probably want to use the template’s forms and reports.
You can open any form or report just by double-clicking its name in the
Navigation Pane. Most will be empty until you've put some data in the tables.
Books IV and V talk about forms and reports in detail.



Chapter 4: Designing Vour
Database the Relational Way

In This Chapter

v+ Designing the tables in which you’ll store your data
v Streamlining your design to make it truly “relational”
v+ Linking your tables together with joins

1 Choosing the right data types for your fields

1+~ Compatibility between Access versions

R elational database design? Yikes! Sounds like a serious programming
project. But what is it, exactly? Designing a database means figuring
out how the information is stored — that is, which information Access
stores in each table of the database, and how it all connects together. Unlike
working with a spreadsheet or word processor, you have to design a data-
base beforehand — you can’t just start typing information in. (Well, sure,
you can, but we don’t recommend it — the result is usually a mess.) How
easy it is later to enter and edit information and create useful queries,
forms, and reports depends on how well your database is designed. A good
database design can streamline your work in Access.

This chapter takes you through the process of designing the table(s) you
need in your database, including the relationships between them. Book II,
Chapter 1 contains the instructions for creating the tables in Access.

What Are Tables, Fields, and Keys?

In Access, you store your data in tables — lists of records that work like

the index cards that make up an address list. Each record contains informa-
tion in the same format, in fields — specified places for individual pieces

of information.

If you want to keep track of the customers of your store, you make a table of
customers, with one record per customer. Each record is made up of the
same set of fields, which could be the customer’s last name, first name,
street address, city, state or province, ZIP or postal code, country, and
phone number (as shown in Figure 4-1).
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Figure 4-1:
File cards
showing
records and
fields.

Tom Jones |
Evan Brown |
Robert Jones |

Mary Smith
Plainsfield, NJ 08523
609-555-2468

AField

A Record

After you use Access to create a table, you can really get busy — entering,
editing, deleting, and sorting the records in various ways, and printing many
types of reports (including columnar reports, forms, summaries, mailing
labels, and form letters). Access allows you to create as many tables as you
need in your database.

Designing a database means deciding (for openers) what tables your data-
base will need to include, and what fields are in each table. At the most basic
level, it means designing the needed forms and most likely required reports.
This is the computer equivalent of designing the form or file card onto which
you write the data, specifying which blanks need to be filled in and which
are optional.

Data types

Fields can be different data types. Some fields contain textual alphanumeric
information, such as a last name or street address. Other fields contain num-
bers, such as someone’s age. Others contain logical information — a yes or
no regarding some condition. Still others contain dates or times, such as the
date that the record was added to the database. Table 4-1 contains a list of
the most commonly used Access data types.

Table 4-1 Commonly Used Data Types for Fields
Data Type What It Holds
Text Short chunks of text up to 255 characters, or special codes that contain

non-numeric characters, such as phone numbers ((xxx)xxx-xxxx) and
ZIP codes (xxxxx-xxxx) that require parentheses and hyphens, which
aren't allowed in numbers.

Memo The same information as a Text field, but more of them — up to 65,536
characters.
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Data Type What It Holds Book |
- Chapter 4
Number Only numbers. You may use + or — before the number, and a decimal
point. You can use Number fields in numeric calculations. Number =
fields come in a bunch of different sizes, depending on how large the ® =<
numbers are and how many decimal places you want to store. (See cf ES
Book II, Chapter 1.) 292
Currency Numbers with a currency sign in front of them ($, ¥, and so on). You can § Fg’ E
do numeric calculations with these fields. E § &=
AutoNumber Numbers unique to each record and assigned by Access as you add 2
records, starting at 1.
Date/Time These fields calculate (what else?) dates and times.
OLE Object Linking and Embedding. Here's where you can embed other
kinds of data in your database — pictures, sound, Word documents,
even video.
Hyperlink This text string is formatted as a hyperlink (if you click the link, it takes

you to the page) — especially useful for databases that would benefit
from having Web pages linked to them.

Yes/No Yes or no (a particular condition is, or isn't, in effect) — or other two-
word sets, such as True/False, On/Off, or Male/Female.

Primary key fields for your tables

A primary key field (or just key) is a field that uniquely identifies each record
in a table. If (for example) each product in a Products table has a different
product code, then the Product Code field uniquely identifies a record in
this table. If you search the Products table for a product code, you come up
with — at most — one record.

However, not all tables have an obvious key field. You may have to combine
two or three fields to come up with values that are different for every record
in the table. In a Books table, for instance, you may have several books with
the same title. If you assume that an author never writes more than one book
with the same title, a combination of the Title and Author fields may work as
a key field.

For an address list, you may think that the combination of first and last
name would do the trick, but it doesn’t take long before you realize that you
know two Jim Smiths. You could use a combination of first name, last name,
and phone number, but you have another alternative: Have Access issue
each record a unique number, and use that number as the key field. If you
can’t figure out a good set of keys to use for a table, add an AutoNumber
field, and Access automatically numbers the records as you add them.
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Access doesn’t absolutely require every table to have a primary key field (or
fields), but if you plan to set up relationships between your tables, some
tables definitely need them. Also, key fields speed up a search for records;
Access creates an index for each primary key field and can zero in quickly on
any record by using those primary key values.

What Are Relationships?

Figure 4-2:
A one-to-
many
relationship
links the
Products
and Vendors
tables —
three videos
come from
one vendor.

No trick question here — it’s just that some projects (most projects) require
more than one table. For example, a database for a store has to handle lists
of customers, lists of products, and lists of vendors, for a start. All those bits
of data have to be coordinated in some useful way.

That’s where relational databases fill the bill. A relational database contains
tables that are related — well, no, not as cousins or sisters-in-law. Two tables
are related if they contain fields that match. If you have an online video
store, a relational database system probably includes related Products and
Vendors tables like these:

4+ The Products table: This is a list of the videos and other products you
sell, containing one record for each product. Each record for a product
includes a field that identifies the vendor from whom you buy your
stock.

4 The Vendors table: This list includes name, address, and other informa-
tion about each vendor.

The Products table and the Vendors table are related because the record for
each video includes the name of a vendor; multiple videos may come from
one vendor. Figure 4-2 shows how such a one-fo-many relationship (more
about that in a minute) works.

Products

| Title |Vendor| Vendors

Six Stories about Little Heroes ART |Vendor Code| Company Address1
Adventures in Asia-National Geographi|ROU PV Palace Video

The Adventures of Curious George ROU REE Reel.com 1250 45th Street
I've Always Loved Airplanes CHB ROB Robert's Hard to Find

Aladdin and the Magic Lamp EBA ROU Rounder Kids 1263 Lower Road
Aladdin and the Magic Lamp PV SCH Schunick Productions|2 Winton Court
The Alamo coL SHM Shmoo Patties Bram Layman
Amahl and the Night Visitors MoV SKI Skinnyguy.com

The Amazing Bone and Other Stories |ROU
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Well, sure, you could store product information and vendor information
together, in one big table, but you’d soon be sorry. You may want to add
fields to the Products table to contain the address of the vendor from which
you bought the video. But here’s the problem: Whenever a vendor’s address
changes, you have to make that change in the record for every item you buy
from that vendor. What a pain!

A key principle of database design is: Store each piece of information once. If
you store information more than once, then you have to update it more than
once. (In real life — trust us on this one — if you update it in some places
but not in others, you end up with a mess.)

How relationships work

Sorry, no advice for the lovelorn here — luckily, relationships between tables
are much simpler than relationships between people. For two tables to be
related, you specify one or more fields in one table that match the same
number of fields in the other table. In Figure 4-2, the Product table relates to
the Vendors table because the Vendor field in the Products table contains
values that match the Vendor Code field in the Vendors table. When you look
at a video in the Products field, you can find information about the product’s
vendor by finding the record in the Vendors table that has the same value in
the matching field.

Relationships, also called (less romantically) joins, come in several flavors:

4 One-to-many: One record in one table matches no, one, or many records
in the other table. The relationship in Figure 4-2 works this way because
one vendor can sell many videos.

4 One-to-one: One record in one table matches exactly one record in the
other table — no more and no less.

4 Many-to-many: Zero, one, or many records in one table match zero, one,
or many records in the other table.

The next three sections explain these three types of joins.

One-to-many relationships

This type of relationship is the most common among tables (by analogy,
think of one person with a circle of friends). In a one-to-many relationship,
many records in one table can match one record in another table. Here are
some examples of one-to-many relationships:

4+ Items in customer orders: If you run a store, customers frequently buy
several items at the same time. One record in the Orders table could
match several records in the Products table.

Book |
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4+ Vendors and invoices: If your company buys many items from another
company, you end up with a bunch of invoices from (and payments to)
that company. The relationship between the Vendors table and the
Invoices table in an accounting database is one-to-many.

4+ People living in states or provinces: The United States and Canada use
standard two-letter state and province abbreviations, and if you have an
address list, these codes should be correct. (Quick — is Quebec “QU”
or “PQ”? No peeking.) To make sure you type in the valid state and
province codes for the United States and Canada, you can create a
State/Province Codes table against which you can validate entries in the
State field of your Addresses table. One record in the State/Province
Codes table can match many records in the Addresses table.

You use a one-to-many relationship to avoid storing information from the
“one” table multiple times in the “many” table. For example, you don’t want

to store all the information about each student in the record for every class —
unless you want to hear the groan of an overloaded drive. Storing each stu-
dent’s information in one place (the Students table), and storing only the
student’s name and/or student ID in the Classes table is more efficient (and
easier to maintain).

Many database designers call the “one” table the master table and the
“many” table the detail table. In Access, primary key means the matching
field(s) in the master table; foreign key means the corresponding field(s) in
the detail table. In Figure 4-2, the Vendors table is the master table and the
Products table is the detail table. The primary key (in Vendors) is the
Vendor Code field; the foreign key (in Products) is the Vendor field.

One-to-one relationships

This type of relationship — where one record in one table matches exactly
one record in another table — is much less common in database design.
However, you may have reasons (perhaps security reasons) for separating
information into two tables. Suppose, for example, you store information
about the employees of your company. The Employees table contains the
basic information about each employee (name, address, phone, and other
personal information). The Employee Health table contains information
about each employee’s health-insurance policy (in your company, all
employees have insurance). Each record in the Employees table matches
exactly one record in the Employee Health table, and vice versa.

The question is: If you have exactly the same number of records in the

two tables, and they match exactly, why not just combine them into one
table? Most of the time, that’s exactly what you should do. In the employee-
database example, you can just add the health insurance information to the
Employees table and do away with the Employee Health table.
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However, occasionally you have a good reason to separate information into
two tables connected by a one-to-one relationship. We came up with two Chapter 4
such scenarios:

W
o
=]
=

4 Security: One of the tables contains much more sensitive information
than the other, and you want to restrict who can see the information in
that table. Store the sensitive information in a separate table.

See Book VII, Chapter 3 for how to set up security for a database.
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4+ Subset of records: Maybe only some of the employees in your company
have health insurance. (This is the real world, after all.) Rather than
leaving a lot of fields blank in the Employees table, storing insurance
data in a separate, related table is more efficient.

4+ Multiple databases: Some information is stored in a separate database.
When you use one database, you can link to a table in another database
to work with the information in that table as if it were stored in your own
database. If someone else’s database has information you need and you
link to it, you can’t combine the two tables into one table, but you can
set up a relationship.

\\J

Don’t be surprised if you almost never create one-to-one relationships
between database tables; we hardly ever do.

For a one-to-one relationship, you need one or more fields that link the two
tables. Make sure that both tables have the same primary key field(s).

Many-to-many relationships

Many-to-many relationships are more complicated than either one-to-one or
one-to-many relationships. That’s because a many-to-many is really two rela-
tionships in one. Here are some examples of tables in which zero, one, or
many records in one table can match zero, one, or many records in the other:

4+ Students in courses: If you create a database to keep track of students in
a school, many students are in each class, and each student takes many
classes. You have many records in the Students table matching one
record in the Courses table. You also have many records in the Courses
table matching one record in the Students table.

4+ Committees: If you set up a database for a club or religious group, you
may want to keep track of who is on what committee. One person can be
on lots of committees, and one committee can have lots of members.
The relationship between the People table and the Committees table is
many-to-many.

4+ Books and authors: One book can be written by a group of authors
(such as this book). And one author can write many books. The relation-
ship between the Books table and the Authors table in a bookstore
inventory database can be many-to-many.
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Figure 4-3:
Many
students
can be

in each
course,
and each
student can
take many
courses.

Figure 4-3 shows a many-to-many relationship between students and
courses. Each student is in several classes; each course has its own bunch of
students.

Students
|First Name | Last Name
Stuart Williams

i ; Courses
gﬁllilan \F:tIJCu:ZrdS |C|ass Number, Class Name
Tom Jones Ccs101 Intro to Computer Science
Meg de Sousa DB210 Database Design and.Concepts
Zac Arnold DB211 Access 11 Programming
Parker Laighton
Mason Thaxter

The problem is that Access (and most other relational-database programs)
can’t handle many-to-many relationships. Access refuses to accept that
these relationships exist. (Don’t we all know people like that?) But don’t
worry — you can work around this problem. You can create an additional
table that saves the day: The new table records the connections between the
two tables.

In the students and courses example, you can make a new table called
Course Registrations. This new table is called a junction table. Each record
in the Course Registration table assigns one student to one course. The
Students table and the Course Relationship table have a one-to-many rela-
tionship: The Students table is the master table and Course Registrations is
the detail table. The Courses table and the Course Registrations table also
have a one-to-many relationship: Again, the Courses table is the master
table. In fact, you probably want that table anyway, because you need some
place to record the student’s grade in that course. (We frequently find that
the new junction table is useful anyway.)

Figure 4-4 shows the relationships among the three tables: Students, Course
Registrations, and Courses. To provide a single primary key field that
uniquely identifies each student, we added a Student ID field to the Students
table. Each record in the Course Registrations connects one student (by
Student ID) to one course (by Class number). In real life, we’d add fields for
the student’s grade, payment date, and other information about the stu-
dent’s enrollment in the course.
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) Book |
Figure 4-4: Chapter 4
To store a Students
many-to- |Student ID | First Name | Last Name| Course =
many AR1002  |Zac Arnold Registrations Courses ; § o
relationship, DE0014  |Meg de Sousa \|Student ID[Class Number| [Class Number] Class Name | % S 3
create a J04001 Tom Jones DEOO14 cs1o1 > Cs101 Intro to Computer Science = EE
N LA0056  |Parker |Laighton TH2589  |CS101 . SE=
Junction RIOOT4 | Nei Richards kmom DB210 DB210 Datahase Dosign and Concapts aes
tablethat  |tosgg  [Mason  |Thaxter RIOO14  |DB210 DB211 Access 11 Programming =2
connects WI0143  |Stuart  |Williams <
the two Y01567  |Gillian Young
tables.

Designing a Database

When you feel at ease with the concepts of tables, fields, and relationships,
you're ready to design your own relational database. The rest of this chapter
walks you through designing your database tables so your database is easy
to use, flexible, and efficient. We use the example of a bookstore as we go
through the steps to show you how designing works.

Identifying your data

Find out what information is available, who maintains it, what it looks like,
and how it is used. Make a list of the possible fields (don’t worry yet about
which fields end up in which tables). For example, a bookstore needs to
track product descriptions, prices, purchase dates, customer names, who
bought what, shipment dates (for online orders), and other information.

Eliminating redundant fields

Look over the fields you identified — make sure they’re all actually needed
for your application. Is each piece of information something that may appear
on a form or report later, or be needed to calculate something? If not, throw
it out.

In this case, it’s worth repeating: Don’t store the same information in more
than one place. In a database, redundant information makes double the work
when you’re updating the information. Instead, figure out the right place to
store the information, and store it there — once. If you can calculate one
field from another field, then store only one. For example, storing both age
and birth date is pointless; a person’s age changes — the birth date doesn’t.
Store the birth date; you can always get Access to do the math for you.



64 Designing a Database

The same is true for information that you can look up. For codes of all types
(such as state and province codes, product codes, and the like), make a
table for the code that includes a field for the code and a field for the code’s
meaning. Then all the other tables in your database store only the code —
and Access looks up the code’s meaning when you need it to appear in a form
or report. For the online bookstore, you don’t need to store the title and
author of each item that a customer buys; instead, you can just store the
ISBN (unique book number) of each book.

P On the other hand, sometimes you can’t avoid redundancy. For example, an
item of information may change in one place but not in another, so you may
have to store it in more than one place. In the bookstore system, when the
price of a book changes, the amount that the previous customers paid for
the book hasn’t changed. In addition to storing the book’s current selling
price, you may want to store the book’s price in the record for each sale.

Organizing fields into tables

Okay, you have a bunch of fields. Are they all in one table, or should you set
up multiple tables?

One way to tell whether your system needs multiple tables is to check
whether you have different numbers of values for different fields. Say the
bookstore carries 200 different products (mainly books, we assume) and you
have about 1,600 customers. You have 200 different product names, prices,
and descriptions — while you have 1,600 different customer names,
addresses, and sets of credit-card information. Guess what — you have two
different tables: a Products table with 200 records and a Customers table
with 1,600 records.

You could start out with a design like this:

Products Customers

ISBN or Product Code First Name

Title Last Name

Author Street Address
Publisher City

Pub. Year State/Province

Price ZIP or Postcode
Cover Photo Payment Method
Taxable (Yes/No) Credit Card Number
Shipping Weight Credit Card Exp. Date

Vendor Name Check Number
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Products Customers
Discontinued? Tax Exempt (Yes/No)
Product Type Book 1
Product Notes Book 2

Book 3

Shipping Cost

Sales Tax

Total Price

Purchase Date

In this case, you’d soon realize that one customer can make more than one
purchase. Combining customer information with purchase information won’t
work — what happens when a customer buys something else? So you leave
information about the customer in the Customers table — all the facts about
the customer that don’t change from one purchase to the next — and move
information about a specific purchase into a separate Orders table, like this:

Customers Orders
First Name Customer First Name
Last Name Customer Last Name
Street Address Purchase Date
City Book 1
State/Province Book 2
ZIP or Postcode Book 3
Phone Number Shipping Cost
Tax Exempt (Yes/No) Sales Tax

Total Price

Payment Method

Credit Card Number

Credit Card Exp. Date

Check Number

But wait — what if the customer buys more than three books at a time? (We
usually do.) And if you own the bookstore, you don’t want to put an arbi-
trary limit on how many items your customer can buy. (Limit your profit for
the sake of your database? In a word, nope.) Any time your database design
includes a bunch of fields that store essentially the same kind of information
(for example, Book 1, Book 2, and Book 3), something is wrong. An order
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can consist of zero, one, or many books — does that sound familiar? Yes, a
one-to-many relationship exists between an order and the items in that
order, so you need to make a separate table for the individual items, like this:

Orders Order Details
Customer First Name ISBN
Customer Last Name Quantity

Purchase Date Price Each
Total Product Cost
Shipping Cost

Sales Tax

Total Price

Payment Method
Credit Card Number
Credit Card Exp. Date
Check Number

Now each time a customer places an order (or comes into your store to
make a purchase), you create one record in the Orders table, along with one
record for each item purchased in the Order Details table. The Order Details
table has room to store the quantity of that item, in case the customer wants
more than one of something. (We’re sure you want to buy a copy of this book
for everyone you know, right?) You should also store the selling price of the
book. Access can calculate the cost of that quantity of each book (price x
quantity), so you don’t need to store that information.

The following are really good reasons not to store multiple fields (such as
Book 1, Book 2, and Book 3)in one table, and to create a separate table
instead:

4+ You can’t anticipate the right number of fields. If someone buys more
than three things (as in this example), you have to create a separate
order and enter everything twice.

4 You can’t analyze the information later. What if you want to see a list of
everyone who bought the 