Section 2 Understanding Access

BY THE END OF THIS SECTION YOU WILL BE ABLE TO

o DPlan a database

o Create a database file

o Understand the terminology.

o Understand the tools and ribbons in access
o Understand and set basic options

+ Find your way around a database

o Understand access basic security

What is Microsoft Access?

The primary function of Microsoft Office Access 2010 is an information management program. Information is stored
in separate lists called tables, and information in one table may relate to information in one or more other tables. These

groups of information, when considered together as a whole, become a database.

Access is designed to use the data in these databases to extract the information relevant to your situation. Access can also
generate reports (such as quarterly sales by each employee) based on the data contained in the database. The Office 2010
package also features a lot of interconnectivity between the various programs, including a newly designed SharePoint

service that lets users in your organization connect and share information using a special data centre via the Internet.
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Consider the following diagram showing an open database:
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Datasheet View

The new interface design of Access 2010 makes it easy for novice and expert users alike to get working right away. Now
that we know a little bit more about the Getting Started page, let’s examine the major pieces of the interface that is visible

when a file is opened.

In this diagram, we can see the File Tab and Quick Access toolbar present in the upper left-hand corner. At the bottom
of the diagram is the Status bar, telling us that we are currently viewing a table in Datasheet view. Now let’s explore the

real power of Access 2010, including the use of tabs and the ribbon.

Using the Getting Started Window

The Getting Started window appears every time you open Access without directly opening a file, or after you close an
opened database without actually closing Access. Before you have your own established database(s) you can work on, you
will likely visit this page every time you want to create a new database or check out the latest information about Access
2010 using Microsoft Office Online.
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In this section, we will learn about the Access starting screen and the view of a typical working database. We will introduce
the views piece by piece in this section of the lesson. There are a large number of updates to learn about, but with time
you will wonder how you ever managed without them! If you have ever used Access before, the welcome screen for

Microsoft Access 2010 has been completely redesigned. However, the layout is much easier to use, especially if you have

never used Access before:

Creating A Database From A Template

When you launch Access 2010, you will see the Getting Started page. From here you can choose from a number of different

Understanding Access

templates already built into Access. Choose a category in the main part of the screen:

Office.com Templates

> >

Inventory

Education Finance

Gl Vi Ve

Sales & Samples Time &
Marketing Billing

|Search Office.com for termplates 1| =

Issues &
Tasks

MNon-Profit Personal Projects

Need help with your
dissertation?

Get in-depth feedback & advice from experts in your
topic area. Find out what you can do to improve
the quality of your dissertation!

Get Help Now

Go to www.helpmyassignment.co.uk for more info
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Then choose a template that best suits your needs from the centre of the window:

Once you have chosen a template, choose a save location (default of My Documents) and then click Download/Open

(depending on if you are opening from an online or offline template):

Available Templates Task management database
o Download size; 542KB
+ » ¥
Home Issues & Tasks Rating: 33T ETe0eT (13 Votes)

Office.com Templates

Not Siarted

Task management Issues
database

t
z
£
o CCYEBSCIERTS AT
]
File Name
Task management database.accdb =
Ef\Documents\ My Office files\access\,
Download
|

The template will open containing a number of pre-built database objects, including tables and relationships between the

tables. Start entering data or modify the design of the objects as you see fit.

Using A Template

» To use a template.
MOUSE

1. Choose a category in the main window. For our purposes, lets start off with something basic. Access

contains a straightforward Contact database.
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Available Templates

+ fit Home » Contacts

Office.com Templates

-~

Customer service Call tracker Contacts

Contacts
Download size: 608KE

Rating: 3434343434 (0Votes)

Fullniems

File Name
Contacts.accdb =

EN\DocumentsiMy Office files\access)

[

Download

2. Click the Contacts group and you will be navigated to the kinds of contact database that Access can create

select the contacts database to prepare to open it:

3. Details about the template will be shown on the right-hand side of the screen, click the Download button to

download it from Office Online and open it. When the template opens, close the Access Help window that

appears.

4. In the template open the Contacts form which allows you to enter your own contacts one by one into the

database. That’s all there is to creating a database from a template! All of the objects are already established;

all that is required now is for you to enter your data.

Forms ®

@ ContactCard
j ContactDetails
@ ContactDs
@ Contactlist
@ Contacts

3

Defaultimage

View Paste Filter Refresh T ,
i emave Sort 7 Toge e X Delete L setect~ | A -3 - Sy
\'ia_u.s C!\pboard * Sort EtF\!rer | Records Find | Text Fa_rmart_lr!_q
All Access Objects - X
E 1 Search... =}
fg ContactsExtended
ID ~ | First Name = Last Name - ~| lobTitle - Company = | Business Phone
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Creating A Blank Database

Blank database

File Name
DatabaseS.accdb =3

E\DocumentsiWy Office files\accessh

F

Create

Although Access contains a number of templates already built in, However, if you prefer to construct your database from

the ground up, doing so is easy with only a few clicks. it is important to understand how to create a database from scratch.

Blank
database

» To create a blank database
MOUSE

1. Go to the FILE tab if you are already within access and go to new to see the getting started page.

2. From the Getting Started page, click BLANK DATABASE From the suggested choices:

3. On the right-hand side of the screen, give the new database a name by typing it into the FILE NAME box.
If you want to create the database in a specific location, click the small folder icon ( = ) to the right of the
text box. The new file path you select will be shown underneath the FILE NAME text box; Access will by
default use the My Documents folder:

4. Finally, click the CREATE button. The new empty database will open with a single empty table contained

inside:
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5. Now you know how easy it is to get started with a new database using Access. Later in this manual we

will explore the usage of the different objects contained inside, as well as how to properly enter data into a

database, or more properly, populate a database.

Al = - - |=

Home Create External Data
i & F e ~
A ¢ 154y Date & Time
b/ aB 12 B2 B
. == [¥] YesiMNo

View Text MNumber Currency Delete
- FHy More Fields *
Views [ Add & Delete

| All Access Objects v | « ||/ Tabiel §

Database Tools

| Databasel : Database (Ad]

Add-Ins

: J‘l ab|

Fields Table

Pra_perties

[search. 1o ID - ClicktoAdd -~
| Tables 2 || ¥ (New)
B Tabtel

Brain power

Plug into The Power of Knowlé!
Visit us at www.skf.com/knowled

ngineering.
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Using Database Objects

A database object is defined as some individual piece of a database that can be used on its own. We have discussed the

major objects: tables, queries, forms, reports, and macros.

MNorthwind Traders (=

Mavigate To Category

¥ Morthwind Traders
Object Type “_
Tables and Related Wiews
Created Date
Modified Date
Filter By Group
LUStOmers & Urders
Inventary & Purchasing
Suppliers
Shippers
Reparts
Employees
Supporting Objecs
Unassigned Chjects

¥  Show All

The Navigation Pane is used to control and use the objects of an Access 2010 database.

» To view database objects
MOUSE

1. Expand the Navigation Pane ( #* ) and click the pull-down arrow beside the title to show the full Navigation

Pane toolbar.
2. 'Then, click OBJECT TYPE to display all objects currently in the database:
3. All objects currently in the database are categorized by their object type:

2

All Access Cbjects v

Tables
Queries

Forms
Reports
Macros

| Modules

S R B L
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4. If you want to see the different objects in each category, click * to expand that category. Each object
contained in each category is listed in alphabetical order:
5. To open an object, simply double-click it. It will open in the main part of the Access window and will have

its own identifying tab.

All Access Objects -« || =l Hems | [2] Empioyes PhonsBack |
lables ¥
i ¥ Thursday, 9. 2006 1:32:57 F
e . Epfiployee Phone Book s S
Reports A
@ customer Address Book |/ FileAs  Employee Name Business Phone Home Phone Mobile Phane
i@ customer Phone Book C
4 Employee Address Book /
Andrew Lencing [(123)85b6- /850 [125)450-/840
i@ Employee Phone Book &
#l Inventory Restocking Report F
@ voice Nancy Freehater ,1123)456-7880 (123)456-7830
i Monthiy Sales Report
i@ Product category sales by Mo... G
B proscct Sates b cateaon Laurs Glussani ,(123)a56-7850 (123)455-7890

6. Some objects, such as the report, include a time and date stamp right on the object:
7. Access lets you rename or delete objects in your database. However in order to do so, the object must first be

closed.

» To delete or rename an object,
MOUSE

|| HIL T LT

Inventory Restocking Report | L Qpen
Invoice Layout View

Monthly Sales Report g Besignidiew

Product Category Sales by Ma Expart 4

Product Sales by Categor/ Rename EH

Hide in this Group

i

a

a

i

a

- >
8 Product Sales by Total Reveny

I Product Sales Quantity by EmT P> Delete
a %

L e

a
i
@

cut B

Quarterly Sales Report S

Supplier Address Book Lopy

Supplier Phone Book i FPaste

Tap Ten Biggest Orders & Print

A : ;

Yearly Sales Repaort L Pt Freyiew:
Mot 7 View Properties Ne
Modules ¥ ” S

1. You can do so by making use of right-clicking. To do this, Point to an object and click the right mouse
button. A drop down menu will appear giving you quick access to certain commands:

2. Ifyou click RENAME, simply type a new name for the object, and then press ENTER:
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Understanding Access

3. If you need to delete an object, Access warns you that the delete operation cannot be undone:

4. Click ‘Yes’ to delete the selected object.

Microsoft Office Access

TN

IF wou click Yes, wou won't be able to undo the deletion.

Do you want ko permanently delete the report ‘"Monthly Sales Report'?

Setting Navigation Options

Access 2010 also gives you full ability to customize the Navigation Pane.

» To set the navigation options,

MOUSE

Lol e
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The Navigation Options dialogue box will appear.

45

The following dialogue box is taken from the Northwind Sample database:

Right click on the title bar of the Navigation Pane and click NAVIGATION OPTIONS:

This dialogue box contains three main parts: a category list, a group list, and a few other options.
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Mavigation Options @I
Grouping Options
Click on a Category to change the Categary display order or to add groups
Categories Groups for "Tables and Related Views"
Tables and Related Views Employees it

Object Type Shippers

m

Morthwind Traders Customers
Orders
Products
Orders Status

Order Details

FEEEEEEE

Order Details Status

Delete Item Rename Item Add Group Delete Group Rename Group

Display Options Open Objects with
[7] show Hidden Objects [ | Show System Objects ) Singledick @ Double-dick
Show Search Bar

Ok ] [ Cancel

5. The first two options in the Categories list are fixed (Tables and Related Views and Object Type). However,

you can create as many custom categories as you like. For example, the Northwind Traders category was

added specifically for this database.

“I studied
English for 16 -
years but... -
...1 finally
learned to
speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download

.
(]

q ;
— — ‘l'Js J‘i
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Calegories

| Tables and Related Views
| Object Type

| Custom Category 1

Morthwind Traders

| Custom Category 2

l Add Item H Delete Item ][ Rename Item

6. If you highlight the custom category, you have the ability to move it up and down through any custom
categories you may have created:
7. Use the DELETE ITEM and RENAME ITEM buttons at the bottom of the categories list to perform the

associated action on the selected category. If you ever need to delete a category, the objects that were in the

category will not be deleted.
8. On the right-hand side of the Navigation Options dialogue box is a list of groups that are included in a

category. For example, the groups contained in the Object Type category we have already used previously in
this manual:
9. Highlighting the Northwind Traders category will display all of the custom groups used in the category:

» Note that there is one group that is always present in a custom category: Unassigned Objects.

The options at the bottom of the dialogue box give you a bit more flexibility when it comes to the displaying of objects:

16

roups for “Object Type”

Tables
Queries
[+] Foms
Reports
Macros
Modules
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Customers & Orders

Inventory & Purchasing

Suppliers

Shippers

Reparts &+ & :
Employees .

Supporting Objects

HEEEEEEEE

Linazsigned Objects

Show Hidden Objects

If you find your database growing to a level that can be a bit hard to manage, you have the ability to hide certain objects.
This means that they simply won’t be shown in the Navigation Pane and can make it easier to find the object you need.

Checking this check box will override any Hide command that you give to an object.

Show System Objects

There are some background objects and tables that Access uses when you are using a database. Check this box to display
them.
Show Search Bar

Morthwind Traders i |
\Search.. 2|

If you end up with a very large and complex database, and would rather not hide any objects, you can use the small,

simple search bar which will then appear at the top of the Navigation Pane:
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Morthwind Traders

A2

|ord

Customers & Orders
ug Crder Details

@2 Order List

DI

Inventory & Purchasing
E;E Purchase Order Details

E;E Purchasze Order List

»

Suppliers

Shippers

Reports
Eﬁ Top Ten Biggest Orders

o B B 2

Employees

Supporting Objects
Crder Details

Order Details Status
Orders

Orders Status

TR

Fiirerbmen Cedae Fadaile

b 3

Understanding Access

Enter the name of the object you are searching for. As you type, Access will automatically filter the different objects based

on the keyword you are inputting.

The search bar does not, however, give you a direct list of results. Instead it filters the relevant names for each group as

you type. For example, if you know the object you are looking for includes the word ‘order’, begin typing it into the search

bar. Access will show you all of the relevant results:

Lastly, you have the option to open an object from the Navigation Pane using either a single click (like a Web page

hyperlink) or double-click (default).
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The File Ribbon

o= R R
Home  Create  EdtemalData  Database Tools

E Save

Save Object As

Information abouf

EA\DocumentsiMy Office files\q
Eﬁ Save Database As

E Open c
ompq
B

D" Close Database [;rﬁi Help p
Repair.
Databasel.accdb Compact &
Repair Database
f{‘:ﬂ Contacts.accdb —_———

®] Northwind.accdb

@] Northwind.accdb = Encryq

Use a p|

m ' 2007 M
B Encrypt with

Password
Recent
New
Print
Save & Publish

Help
Add-ns
] Options
Exit

t

Voo Tovces | Remns Tosers: | Macs Tmess | Voo Buses | Voo Comstevcion Eawewssm | Vowo Pesw | Vown Aevo | Voora IT

Vowo FeskculSepnces | Voo 3F | Voom Powemasm | Voo Paers | Wooro Tecwsmooy | Voo boasmes | Busimess Ans Asa
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The File Tab (Backstage) should be pretty familiar to you now. We have learned that you can open and close files, modify
the Access program options, and close Access; all by using the File Tab (Backstage). If you have used Access in the past, the

File Tab (Backstage) is very similar in functionality to the File menu in previous versions. Or Office menu in office 2007

Let’s take a look at the commands in the File Tab (Backstage).

Open

Opens a dialogue box allowing you to search your computer or network for a file.

Save

Saves any modifications you have made to the current database object.

Save Object As

Allows you to save the currently open object under a different object name within the current database.

Save As @

Save Tablel' to:

Copy of Table1

As

Table lz‘
OK ] | Cancel |

Save Database As

Allows you to save the currently open database object under another name. This is useful if you want to perform a major

revision or update to a particular object.

Print

Clicking on the print option in backstage offers three options
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QUICK PRINT sends any open object and its data directly to the printer. This can be a dangerous option to choose if

you have not previously seen how the data will appear in printed form as this choice will give no options for allowing

@]l
Create

Edernal Data

el Save

[ save Object As
(& save Database As
= Open

—f Close Database
(] patabaset.accdb

(] contacts.accdb

(1) Nerthwindl.accdb

(] Northwind.accdb

Info
Recent
| New
Print
Save & Publish

Help

Database Taals

Add-Ins Fields

to the default printe

Table

changes to layout or to where it will be printed it sends to the default printer

PRINT opens the print dialogue to allow the choosing of a printer and various other options such as the range of data

to be printed.

PRINT PREVIEW allows the viewing of the data in its future printed form to allow changes to be made prior to it being
printed the data will appear a little like page layout in word

We will look deeper into printing at various stages within the manual.

New

This will open the Getting Started page. Click Blank Database to create a new empty database file. and to close any

currently open database files
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Exploring The Access 2010 Getting Started Interface:

@ el | Microsoft Access = E

Home Create External Data Database Tools Add-Ins & @

= Available Templates Blank database

-:JI @ Home

(.5 Open

= | t J 1 | A i g »;
@] Databased.accdb : © - = .

2 Beiabasefac Blank Blank web Recent Sample My templates
(R o scai | detabase | datshase  templates  templates

(& Database3.accdb Office.com Templates

ﬂ] 8= I

Recent Assets Contacts Issues & Mon-profit Projects

_ h

L] SWIFT Developmen...

File Name

Databased.accdb

@

Help E:\Documents\My Office fileslaccess\

2} Addans -

- Optians j

Exit Create

Microsoft Office Online (Office.Com)

The centre of the Access window is a special page that extracts content from Microsoft Office Online (a service provided over
the Internet). Microsoft Office Online provides quick links to different templates, training material, and other downloads.

It also provides links directly to Office Online where you can read about updates to Office 2010 as they become available.

] - ) = Search Offi for templat +
o ‘ W = e T search Uifice.com tor templates

J—z— 35 . - ol l

Assets Contacts Issues & Mon-profit Projects

Tasks

New Blank Database

In the centre of the window is a link to create a new Blank Database. Use this link to make your own database from scratch.

Available Templates

In the main part of the Access window are the accessible Template pane: Access has a number of templates built right into
the program. To access those click on the sample templates. The different categories of templates are from office online and

will show those templates you can download from the internet, simply click a category to see the available template files.

Download free eBooks at bookboon.com

53


http://bookboon.com/

Access 2010: Part | Understanding Access

Available Templates Assets Web Database

* fd Home » Sample templates \
N

gl L4 3

i |.’ i

Assets Web Database Charitable Contributions  Contacts Web Database

Web Database | :

File Name
EAssets Web Database.accdb =

EM\Docurnents\My Office files\access\,

F

= Create
“ [FFITRERERRL
o | ! {__
/ !
¥ .__'_
Marketing Projects MNorthwind Projects Web Database
|-

EXPERIENCE THE POW
FULL ENGAGEMENT...

000000000000 00000000000000000000 000

RUN FASTER.
RUN LONGER.. 2
RUN EASIER... >
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Recent Files

The left-hand side of the window lists any recently opened database files, just like the Old File menu (2003) or office menu
(2007: Click one of the database files to open the file.or click on the recent link on the left to show even more of your
recently used files. If you want to open a database file stored somewhere else on your computer or on another network,

click the More link and browse to the file you want to open, and then click the Open button.

Closing Microsoft Access

When you have finished using Access, click either FILE Tab, EXIT ACCESS or click the program’s close button ( *)in
the upper-right hand side of the Access window. If you have any unsaved work still open, Access will allow you to save

any changes you have made before the program shuts down.

Save And Publish

II“ i - %z Maovie Database = E =R
Home Create External Data Database Tools Add-Ins @
File Types Save Database As
5] save Object As
j Database File Types
(@] save Database As @ SoE Dalatine- e — — )P. —
| (8] Access Database (*.accdb) |2} Access 2002-2003 Database (*.mdb)
[ Open - Default database format. 5 be compatible with
= -Il Save Object As Ac
[f Close Database (] Template (*.accdt)
- vith Savethe © it database as a database
(&) movie.acedh Publish 4 2 atgs el
[Z) Databasel.accdb ]
e "‘_ip}lj Publish to Access Services Futipasd )
@] Contacts.accdb (] Pac nd Sign & Make ACCDE
Pac he database and apply a digital File will be cempiled into an executable

only file

[&] Horthwindl.accdb Package and Distribute

Info

i = Package Solution
P

Recent

Help

[ Adddns -

Back Up Database

makes a copy of your entire database file for safe keeping.

Sharepoint

Save the database to a sharepoint service location

Save options

There are several options here to save your file in various formats select the option on the right and click the save as button

to open the save as dialogue with the various option selected.
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Publish to access services

Allows the publishing to websites using access databases

Info

This menu option gives you Three choices:

Understanding Access

m v S B Tatabasel ; Database |ACCess 2007) - WICTOsoTE MCCEss

Home Create

External Data Database Tools Add-Ins

Information about Databasel

EA\DocumentsiMy Office files\access\Databasel .accdb
@ Save Database As

|7 Open

J Close Database

E] patabasel.accdb

R
Compact 8
Repair Database

Compact & Repair
Help prevent and correct database file problems by using Compact and
Repair.

View and edit database properties

IE_] movie.accdb

|I_|] Contacts.accdb
Encrypt with Password

4] morthwindl.acedb —
&l ;;-‘* Use a password to restrict access to your database. Files that use the
nfa = . 2007 Microsoft Access file format or later are encrypted.
- Encrypt with
| Password

Recent

Compact and Repair Database

is useful if you are planning to send the database to another person so they can work on it. This command checks the
file for errors and compresses the file size a bit by eliminating wasted space. (If you have ever defragmented a hard drive

before, the principle is the same.)

Encrypt With Password

Put a password on your database to protect your data from unauthorised access. (record any passwords created somewhere

as this secures your database and losing passwords means losing data.

Database Properties

Following the link on the top right allows you to modify and view characteristics specific to your database:
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Help
In File Tab

Understanding Access

Home Create

External Data

Microsoft Access

Database Tools Add-Ins

Ig:] movie.accdb

@J Databasel.accdb
@J Contacts.accdb
@] Morthwindl.accdb

Recent

New

B2 Adedine -

Support

W
P
&

[,

Microsoft Office Help
Get help using Microseft Office.

Getting Started
See what's new and find resources to help
you learn the basics quickly.

Contact Us
Let us know if you need help or how we can
make Office better,

Tools for Working With Office
Options

Customize language, display, and other
program settings.

- Check for Updates
I Get the latest updates available for Microsoft
Office.

=a.Office

Product Activated

Microsoft Office Professional Plus 2010

This product contains Microsoft Access, Microsoft Exc
Microsoft OneMote, Microsoft Outlock, Microsoft Po
Word, Microsoft InfoPath.

Change Product Key

About Microsoft Access

Version: 14.0.4734 1000 (32-hit}

Additional Version and Copyright Information
Part of Microsoft Office Professional Plus 2010

@ 2010 Microsoft Corporation. All rights reserved,
Microsoft Customer Services and Support
Product ID: 02260-018-0000106-48527

Microsoft Software License Terms

The Help here allows you to check on the status of the access product and check for updates it also gives you another

point to connect with the help window as well as using the Help button.

Getting started with Access 2010

* Getting started with Access 2010

® Introduction to lates

® Create a desktop database

Browse Access 2010 support

" Access basics = Macros

* Designing applications " Queries

" Expressions * Tables

" Forms * Videas
see

et the hehind-the-scenes storv about

&) Lccess Help = B O
oM M e <
~ B Search =
] -~
oo Office [
products support images templates

(="
‘4‘ * Build a database to share on the Web

.

All Access |

| @ Connected to Office.com -

Download free eBooks at bookboon.com

57



http://bookboon.com/

Help Button

The HELP button, located directly under the title bar, launches the Access help screen:
Click a topic to view help about that particular subject.
Enter a piece of text in the search bar and search for help on that topic.

As we explore more of the features and functionality of Access, we will discover how to use the rest of the interface.

The Home Ribbon

In the following lessons we will explore what commands are included in each command tab and their function. We will
start with the HOME command tab and ribbon, which contains most of the commonly used commands for databases and
working with data using Access. Remember, this is just an overview; don’t worry if you don’t understand what particular

commands do. This is just so you know where to find a command when we begin discussing it.

Home Create External Data Database Tools Add-Ins Fields Table & G’)
¥ 4| Ascending 7 Selection ~ ﬂ =i New = }3 b1y j Calibri (Detail] A 55 ~a=ia

Ey Copy _J % | Descending ] Advanced * & =B save i : = g B [ U | iE .| EH - !

] 2 Filter 5 , Heﬂilr‘evsh X ettt « - Find Koo | 8 '.“.'isnmg;[whs' AY B === @ |
Cli_pbr__'al\:l | Sort & Filler_ | Recards | Find | Window | Te_x_t Formatting |

Views

» To Change views
MOUSE

View

[— =]
.-“-a Layout View
[~ =]

o
@4_{ Design View
it
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1. Click the VIEWS command to cycle through the different views available for each object. (The type of views
available will differ depending on the object that is currently open.)

2. You can also click the small down arrow underneath the word VIEW to see all of the available views:

Clipboard

The Clipboard is a special part of the memory of your computer. It is designed to hold an object in temporary memory
until it is either placed somewhere else or copied over when a new item enters memory. Before the newer versions of
the Windows operating system, a computer could only hold one item at a time in memory. The Office packages have
expanded this to a full twenty-four objects whether it is text, spreadsheet data, pictures, or some other piece of data. Items
are placed on the clipboard either by selecting some text or object and pressing Ctrl + C on your keyboard. Ctrl + V will

paste the object to a new location.

Access 2010 gives you full control of the clipboard on your computer. Select an item and use either the Cut or Copy
command, followed by the Paste command. The other command in the Clipboard section of the ribbon (marked Format

Painter) is only applicable when designing forms or reports and will be covered later.

Paszte
Cliphoard [F]
» To Access the clipboard
MOUSE
3 of 24 - Clipboard v x|

Click an‘item to paste:

@

i;] The Clipboard is a special
part of the mamoty of
wour computer, It is desi...

EJ:] Alexander

1. Click the CLIPBOARDDialogue box button (circled in red above) to expand the clipboard and its contents:
2. You can empty the clipboard at any time by clicking the CLEAR ALL button.
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OR,

1. Delete individual items by right-clicking on an item and selecting DELETE.

Text Formatting

The Font section of the Home ribbon contains all the commands you need to modify how a font looks:

Any of the options that have a small pull-down arrow contain more options than a simple toggle on and off; click the

pull-down arrow to see all available options. You can also use the Dialogue box Launcher button in the lower right-hand

corner to expand different formatting options for a particular database object.

Text formatting dialogue

Calibri [Detail) pll B3
B r U | == |
A-% 0| EE

Text Formatting

This dialogue is for a table (datasheet view object) options may vary dependant on the object and view.

Records

Datasheet Formatting =
Cell Effect Gridlines Shown
@ Flat | Horizontal
Raised o | vertical —
| Cancel |
Sunken —_—
Background Color: Alternate Background Color:  Gridline Color:
- - -
Sample:

Border and Line Styles

Datasheet Border lz‘ Salid Iz‘
Direction
@ Left-toright Right-todeft

The RECORDS section of the HOME ribbon deals with basic data management:
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ﬂ = Mew = Totals-
L =8 Save o spelling

Refresh
P 'X Delete = EMME o

Records

The REFRESH ALL command is designed to re-retrieve all the information from the database file. This option becomes
particularly useful if your database includes any external data sources (explained later in this manual). If you only want to

refresh the data for the current object, click the small pull-down arrow beside the Refresh All command and select Refresh.

E Maore ™

Add From Qutlook

Save As Outlook Contact
[ RowHeight...

Subdatasheet b

Hide Columns

Unhide Columns...

é} Freeze
Unfreeze

= Column Width...

His @00k 1s Propucep with iText®
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The other commands will generate a new record in the object, save any record changes, delete a record, apply a calculation

field like sum or average, and check the spelling of the current object.

Clicking the pull-down arrow beside the MORE command will show a small menu of more commands that can be

performed on the current object:

We will explore some of these commands later in this manual.

Sort And Filter

The SORT & FILTER section of the Home ribbon will apply some sort of organizational method to a database object:

4 El,ﬂ.scending 7 Selection ~
1
Filter

% | Descending ¥ Advanced ~

Sort & Filter

For example, if you wanted to sort a list of names alphabetically, simply click the column header to select the entire
column of names and then click the Sort ASCENDING command. (We will cover how to perform operations on a table

of data later in this manual.)

Find

If your database should grow substantially in size some day, finding a particular value by hand quickly becomes impractical.

Access features a Find command to track down the value you are looking for:

}3 & Replace
WEWE

Go T
Find
b Select ™

Fined

Simply enter the search criteria you are looking for and Access will search the current database object to retrieve the

information you are looking for.
As an addition to the FIND command, Access can also replace certain values based on search criteria. For example, if

you misspelled a place name or if someone’s last name has changed, you can use the REPLACE command to find all

instances of a value and replace it with something else.
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Use the GO TO command to browse the various records that meet your search criteria. You also have the ability to select

an entire row of data containing a found’ value or select the entire object containing the found value(s).

Create Ribbon

We continue in this section with our exploration of the next main ribbon, the Create Ribbon. The Create ribbon is used

to make new database objects:

Home Create External Data Database Tools Add-Ins Fields Table
; IE‘ -- i__;."ﬂ &ja = j F ERlFormWizard | i==) IE| ¢ [ Report Wizard 4% Module
EE = B L | B B B= i I I ¥
Py & = e =] Navigation = e =l Labels — Yl Class Module
Application | Table Table SharePoint | Query Query Form Form Blank Report Report Blank Macro - §
Parts = Design  Lists~ Wizard Design Design Form _%I More Forms ~ Design Report 2] visual Basic
| Templates | Tables | Queries | Forms | Reports | Macros & Code

Tables

Tables are the main objects used in databases. (Without tables, and thus without data, you don’t have much of a database!)
We learned in Section 1 of this manual that a table contains one or more records (or rows of data) and a record contains
one or more fields. So, use this section of the ribbon to create the tables you need in order to store the data for your

database. Let’s look at the different options in this section.

B &2 [

Table - —

N B
SharePoint| Query Query | Forn]
Lists = | Wizard Design

& | contacts
o | Tasks
S tssues
7] Events

| Cystom

i
¥ Existing SharePoint List

Table

This will open a new empty table in Datasheet view. You can directly enter data into the field this way or enter Design
view to modify the structure of the table by hand.

Sharepoint Lists

SharePoint Lists are a bit beyond the scope of this manual. Essentially they are tables of data that can be linked to another

table stored on a SharePoint server across the room or across the world.
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» To create a sharepoint list
MOUSE

1. Use the small pull-down arrow to select a table template from the list of options:
2. You must enter a sharepoint location before using this feature when entered. A new table template opens in

Datasheet view with a number of pre-defined columns. You can start entering data into the table right away.
Create New List el

Contacts

Create a contacts list when you want to manage information about people that your team works with such as customers or partners, You can
share information between your contacts list and Microsoft SharePoint Foundation-compatible contacts programs.

Specify a SharePoint site:
<enter sharepoint site herex

Spedify a name for the new list.
<Specify a name for the objett you wish to create here >

Description:

[¥] Open the list when finished
Mote: Exporting & table to the SharePoint site will move all related tables as well.

[ oK ] | Cancel

We do not reinvent
the wheel we reinvent
light.

Fascinating lighting offers an infinite spectrum of
possibilities: Innovative technologies and new

markets provide both opportunities and challenges.
An environment in which your expertise is in high
demand. Enjoy the supportive working atmosphere
within our global group and benefit from international
career paths. Implement sustainable ideas in close
cooperation with other specialists and contribute to
influencing our future. Come and join us in reinventing
light every day.

OSRAM
Light is OSRAM SYLVANIA
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Table Design

3. Clicking the TABLE DESIGN command opens a new empty table in Design View:

j j«-i Insert Rows | L _ﬁ = &
n = Delete Rows - e = = :
9 ) Property Indexes Create Data Rename/Delete  Relationships o
st Modify Lookups | ghest Macros~ Macra Depe
5 Tools Show/Hide Field, Recard & Table Events Relationship
hccess Objects v | 4
. [F=21 B
les 2 |l = Tabiet
ThiGenre [ Field Name Data Type
Thitaovie | |
ThiMavies
Thistar
rries =
OriBvYesr

Here you can begin the custom construction of the table as you need it. We will explore more of the functionality of table

Design view later in this manual.

Forms

Forms are a way of entering data into a table one record at a time. Forms in Access are comparable to paper forms you
would fill out in an office. With a paper form, there is a space for each piece of data required, and once the form is filled
out, it will get filed somewhere. The same is true in Access, as you need to have at least one table of data, query, or report
in order to make proper use of a form. Use the commands in the Forms section of the Home ribbon to perform different

form actions:

e > == =] Form Wizard
e | Navigation *
Form Form Blank
Design Form E_a'l More Forms =
Forms

Form

Use this command to create a new form based on the last highlighted object in the Navigation Pane. Each field in the

object will be made into a new field in the new form. (We will explore the use of forms later in this manual.)

Navigation

This command creates a special kind of form that lets you view more than one record at a time. Multiple item forms are

very useful in certain situations.
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Blank Form

Use this command to create a new empty form.

More Forms

This command features more advanced commands relevant to the use of forms, including the Form Wizard, used to help

you create a form without having to build it manually:

Form Design

Clicking the Form Design command opens a new empty form in Design view. You can begin constructing a new form

right away.

Form Wizard

This is a step by step tool allowing you to create a form quickly using existing table fields and inbulit formatting options

Reports

Reports are primarily used to summarize the data returned by a query. Reports can also be used to create a complete table

contents listing suitable for printing.

: E&L Report Wizard
- =l Labels

i _ :
Report Report EBlank
Design BReport

Reports

Report

Clicking the Report button creates a very simple report based on the last highlighted object in the Navigation Pane. We

will explore the use of reports later in this manual.

Labels

There is a good chance most of the databases you will use will have some sort of contact table containing names and

addresses. Access features the ability to create a mailing list based on the data in a table.

Blank Report

This command opens an empty report.
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Report Wizard

This command will walk you through the steps of creating a report based on another database object. The wizard will

walk you through the placement of fields as well as a style and layout that works for you.

Report Design

This command will open a new blank report in Design View where you can start to manually build a form right away.

Query Query
Wizard Design

Queries

Queries

The Queries section of the Create ribbon is devoted to the construction of queries

Query Wizard

The Query Wizard will walk you through the steps of making a query without requiring any knowledge of database code
like SQL (Structured Query Language). Simply pick the fields you want to display in your query and let Access do the rest.

Query Design

This command will open a new empty query in Design view where you can stipulate with more precision how you want

to construct your query.

Macros & Code

Macros are a set of instructions that you can tell Access to perform. For example, if you are performing a fairly large task
with many steps frequently in Access, you can design a macro. It works like a script given to a performer; they read the

script and deliver the performance the same way each time.

w35 Module

ol — = P 3
Ei] oL ué@ | Text File
P (AF @
e Pacel Access: ODBC =
Database % :l Mare =

Import & Link

¥ XML File
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The modules and visual Basic buttons in this section are designed for database programmers to have Access perform

more advanced program functionality.

External Data Ribbon

If you are just starting out with Access, chances are the majority of the databases you will use will be contained on a
single machine. You will also likely enter most of the data by hand. This is fine for small databases, but Access gives you
the ability to import data from nearly any source and from a wide variety of programs. In this lesson we will learn a little

bit more about the External Data ribbon.

Home Create External Data Database Tools Add-Ins
ﬁ i ﬁ' I,Jj o | Text File __ti == o e s (AP Access - |
I 1 Fer " ’ B L] LT el e e = H-
= =" 97 wrie | P & s s wd ) word Merge Sl
Saved nked Ta Excel Access OGDBC 1 Saved Excel Text XML PDF  E-mail = Create Manage
Imports AMage Database ’_E'J Mare ™ | Eyparts File File  or XPS 5r More » E-mail Replies
Import & Link Export Callect Data
Import& Link

The Import& Link section allows you to bring in data from many different sources, including other Microsoft Office
programs Or to be able to access the linked table manager to access and manage any tables that may be linked to other

databases or Excel files.

Saved Imports

Allows you to retrieve information for a specific source many times. For example, if you extract information from a
Microsoft Excel spreadsheet on a regular basis, you can choose to save the import operation so you don’t need to set up

the same import over and over again.

Linked Table Manager

This command is used to perform certain operations pertaining to any linked tables in your database.

Excel

The Excel command lets you import data from an Excel file or link to the data contained in a file.

Access

This command lets you import data from another Access file or link to the data contained in a file.
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Text File

%3 More - | Exports

- SharePoint List

I[7 mportortinktoa
SharePoint List

@5 Data Services

(- &

o Link to a Data
Service

T | HTML Document
Ie Import or link to an

HTML Document

o '}] Outlook Folder
% Import orlink to an

Qutlook folder

| dBASE File
|dB Import orlinkto a
dBASE file

If you have a large amount of data that is in an organized structure, you can import that data directly into your database

file and have Access format it for you.

XML File

Import the data from an XML (Extensible Mark-Up Language) file directly into a table in your database.

Deloitte.

Discover the truth at www.deloitte.ca/careers © Deloitte & Touche LLP and affiliated entities.
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More

Access 2010 features the ability to import data from other database programs. Click the appropriate file type command
to start importing that particular type of file:

SharePoint List

Use this command to import data from a SharePoint list or link to the data contained in the list.

Export

'_'.IIJ L:ﬂ '_l:l:| _T_'I:| :'.'!:!:' LI_J Ef -':".I:CESS
L% Ll e I |y o) MY "I J ’l

7 X st @ $2@ =1 @ ..
Saved Excel Text XML POF  E-mail =

Exports File  File orXps ik Mare =

Export

In addition to being able to import data from a number of sources, Access can also export data to several different sources.

Saved Exports

If you frequently export data to a particular location or program, you can save the export operation for later use, thereby
eliminating having to set up the export each time.

Excel

Export the data contained in an object to an Excel spreadsheet.

Text File

You can export the data contents from a database object to a plain text file that is usable on virtually any computing platform.

XML File

Xml Files use tagged data and can easily be used on the web or any application that allows the use of XML. XML is supported
by a wide range of applications and is the standard data format for transporting or handling data outside of a database.
PDF or XPS

This option enables the contents of a database object to be distributed to others as a PDF or XPS files. This means you
can see database objects without having the need for Access to be installed in every location. (This option may not be

available if you have not downloaded and installed the PDF add-in from the Microsoft Web site.)
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Email

This allows the sending of the data in a format of your choosing (spreadsheet xml etc) and is a one click solution to

exporting your data outside of your organisation.

Access

Export your data or objects to another access database.

Word Merge

‘f},a More ~

Word

1
\@\E Export the selected object to Rich
Text

:::Ei:ll SharePoint List

% |ll] Exportthe selected objectto
SharePoint as a list

Lml ODBC Database

$ @] Exportselected object to an ODBC
Database, such as SQL Server

HTML Document

Export selected object to an HTML
document

il

<
e

i

dBASE File

$dB| Export selected object to a dBASE
— file

Use the merge facility to create mail merge documents utilising the fields and data within the selected table or query.

More

Access 2010 allows you to export to many other file types and locations through the use of the More command:

Word
Access allows you to export the contents of a database object to Rich Text Format (RTF) for use in Microsoft Word and

other word processing applications.

SharePoint List

Export the data in a database object to a central SharePoint location.
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Collect Data

Py

r
ﬁ

Create Manage | |
E-mail Replies

Colfect Data

One of the more powerful and convenient data collection services is the Collect Data portion of the External Data ribbon.

Though the use of these commands is beyond the scope of this manual, their function is certainly worthwhile mentioning.

Create E-Mail

Use this command to send a self-contained form as an attachment in an e-mail. The recipient can enter some data into

the form and then e-mail it back to you.

Manage Replies

This command is used to sort and store the incoming e-mail that you had distributed.

SIMPLY CLEVER

We will turn your CV into
an opportunity of a lifetime

.;\,

.|] j"li i

Do you like cars? Would you like to be a part of a successful brand?
We will appreciate and reward both your enthusiasm and talent.
Send us your CV. You will be surprised where it can take you.
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Viewing Data

We have used Access so far in a simple way, usually opening only one or two objects at a time. In this lesson we will learn

a bit more about the different views available in Access as well as some other viewing management options.

Using The View Menus

Datasheet View

1]
j il' PivoiTable View
ﬂ PivotChart View

M Design View
LT

We have and will make use of the View menu throughout this manual. The View menu is located in The HOME ribbon

throughout Access and is different for each object you open.

Table

DATASHEET view displays all data in a table in a columnar view.

PIVOTTABLE AND PIVOTCHART views they allow you to quickly and graphically compare the values in one field
with another.

DESIGN view lets you modify the properties of a table to make it contain and display the data you need.

Form

orm View

|
|

Datasheet View

Layout View

LE}Z Design View

[
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FORM view lets you view the form in such a way that you can enter data one record at a time into a table.
DATASHEET view is a way of showing you the table that the form references.

LAYOUT view is an intermediate step between Form view and Design view. It lets you adjust the location of objects in

a form while still being able to see the data it contains.
DESIGN view lets you modify the look and feel of a form as well as add different controls to perform actions.
Report

| Report View

Layouwt View

R |

Design YView

T

REPORT view displays the contents of the report in a manner suitable for printing or presenting.

LAYOUT view is an intermediate step between Report view and Design view. It lets you adjust the location of objects in

a report while still being able to see the data it contains.

DESIGN view lets you modify the look and feel of a report as well as add different controls to display data or perform

actions.

Query

Datasheet View

" |
j " PivotTable View

ni PivotChart View
ﬂ][. SQL View

i .
{52  Design View
B,
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DATASHEET view displays the results of a query in a view similar to a table.

PIVOTTABLE AND PIVOTCHART allow you to quickly and graphically compare the values in one field with another.

SQL (STRUCTURED QUERY LANGUAGE) view is a way of viewing and modifying the background ‘code” used to
make a query. SQL editing is beyond the scope of this manual.

DESIGN view lets you add and remove fields from the search as well as add criteria to retrieve more specific results.

Many other options we will look into later are available in this view.

Using The View Icons

The VIEW menu has a cousin present in the very bottom right-hand corner of the Access window. For example, viewing

a table in Datasheet view will show the following buttons:

0 _ - The Graduate Programme
I ]OlI].Ed MITAS because_ . for Engineers al;:d Geoscientists
I wanted real responsibility www.discovermitas.com

1 I > 1}

I was a construction
SUpEervisor in

the North Sea
advising and

= nelping foremen

i solve problems

MAERSK
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These icons are exactly the same as the corresponding items in the View command. The view currently in use is highlighted

in orange. If you hover your mouse over an icon to see its description:

PivotTable View

TEEEE

» To use the view icons
MOUSE

1. Click any of the icons to switch to that view.

Database Tools Ribbon

The Database Tools ribbon is the last of the four main command ribbons. It contains most of the advanced and background

commands used on an established database. We will explore the basics of this ribbon’s functionality in this lesson.

Haome Create External Data Database Toals Add-Ins
s | e 24 Database Documenter == [ 14 ] =
| (8| BF = 5 il g O e
e 1 Analyze Performance s A ko i
Compact and Visual Run Belationships Ohject - SQL Access SharePoint | Add-ins
Repair Database | Basic Macro Dependencies (1 Analyze Table server Database -

Tools Macro Relationships Analyze Move Data Add-Ins

Macro

We defined a macro earlier as a set of instructions you can save to use again and again on a database. A macro can be

used to encompass nearly every command in Access, as well as extra functionality defined by a programmer.

Visual Basic

A
=l O
Visual Run

Basic Macro
Macro

This command launches the Visual Basic editor. This program is used to develop VBA code (Visual Basic for Applications)

designed to do background operations in a database.

Run Macro

This command will launch the RUN MACROdialogue box. Choose a macro from the combo box and click OK.
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Relationships

The RELATIONSHIPS section of the ribbon is used to display some of the different characteristics that a database has:

== ,'.'3 ma T
= = ] '_'_—':;I'

Relationships Object
Dependencies

Relationships

Relationships

Nearly every database that contains multiple tables also includes a relationship between the information contained in the
database file. For example, if you work at a department store, each item likely has some department identification number
associated with it (1, 2, 3, etc.). In the store database there is another table that lists the corresponding department name
with a number (1 = ladies wear, 2 = furniture, 3 = kitchen & bath, etc.). The table of items and the table of departments
share a relationship in that the values of one are related to the values of another. We will explore relationships later in

this manual.

Object Dependencies

As you develop more relationships in your database and build more forms, reports, and queries, you will develop a large
number of dependencies. That is, one object, such as a query, depends on many others in order to fulfil its job. Click this

button to view these dependencies.

Analyze

=4 Database Documenter
%Analyze Performance
j.‘ﬁ Analyze Table

Anclyze

The Analyze section of the ribbon is used to examine how your database is built and how will it will perform. Database
performance, as well as the terminology and methodology behind it, is used mainly by database engineers. However,

Access makes it easy to perform some optimizations to your data without you needing a PhD in computer science!

Database Documenter

The Database Documenter tool is used to thoroughly list every feature and property of a database object or group of objects.
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Analyze Performance

This command is a special part of Access that can tell you where you may be able to make improvements to the design of
your database. For example, if you end up with duplicate tables or a table, the analyzer can find these and suggest some

optimizations to increase the performance of your database.

Analyze Table

This command launches the Table Analyzer Wizard. This tool works like the Analyze Performance command, but on a

finer scale and one table at a time.

Move Data

=B | ] |3 L]
) g O
SO Access  SharePoint
Server Database

Move Data

The Move Data section of the ribbon is used to perform large scale move and split operations to a database. These

commands are beyond the scope of this manual and should only be performed by IT professionals.

)
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SQL Server

This will move certain objects or an entire database to an external Microsoft SQL Server.

Access Database

In certain corporate situations, it may be useful to split up your database across two or more locations such that the tables
are situated in one location and other database objects are in other locations. This command will open a wizard that will

help you do just that.

Sharepoint

Move your data to a sharpoint list and creates links to that data.

Add-Ins

@

- o

| = ml
Add-ins

-

Add-Ins

An add-in is a special type of third-party program or VBA code that is used to provide extra or specific functionality to

the Access interface. If you are familiar with plug-ins used in an Internet browser, the principle is essentially the same.

Tools

Compact and
I Repair Database
Tools

The last section of the Database Tools ribbon dealsCompacting and repairing your database to allow the file size to be
reduced and the repair of the connectivity within it to allow it to run trouble free.(programming errors cannot be repaired

and must be repaired manually.)

Using The “database”Tabs

In previous versions of Access, opening a new database object meant opening a new window. After only a few objects, your
screen would be pretty full and finding objects ‘hidden’ under different windows was frustrating. Access 2010 eliminates

that clutter. Each database object you open opens a new tab:

[Eﬁmmzlj Products 31 Top Ten Orders by Sales smount E_'] Supplier Phone Boak -
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Simply click a tab to view that object.

=

If you happen to have many objects open at once, arrows will appear on either side of the list of tabs allowing you to scroll

back and forth through the opened objects:

Closing Individual Tabs

ey

To close a database object, highlight its name in the list of tabs and then click the close button underneath the ribbon:

The Trust Center

The terms computer security, identity theft, and privacy are being used more and more all the time. There are a few bad
apples out there that like to create viruses and spyware for the purpose of disrupting day-to-day business. The Microsoft
Windows family of operating systems, as well as a number of third-party developers, work hard every day to keep your

private and sensitive data safe. So to does the Office 2010 suite.

In this lesson we will explore some of the measures taken by Access 2010 to keep your computer and yourself from being

a victim of an attack or being disrupted while you work.

Warnings You May See when Opening a Database
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In opening a database from a non secure location, we would encounter a warning stating that Access has prevented a file

from being opened because of the security settings that have been enabled on your computer:

@ Security Alert Due to your security settings, certain content in the dztabase has been disabled l Enable Content.., I Trust Center.., |

You might also run into other warnings that state Access cannot perform a certain action because a non-standard operation
was encountered or some part of the database file seems to be missing. It is possible that the following warning might

appear not because a problem was detected, but because a certain section of the database might not be fully constructed:

Microsoft Office Access

The expression On Mouse Move you entered as the event property setting produced the following
error: The expression you entered has a function name that Microsoft Office Access can't find.

\l,) * The expression may not resulk in the name of a macro, the name of a user-defined function, or [Event

Procedure].
* There may have been an error evaluating the Function, event, or macro.

Show Help ==

These warnings are designed to protect you, not scare you. Should you encounter messages like the ones above, think
why it may have occurred. If you received the file from someone else, tell them you have encountered a problem before
opening the file. If you are unsure about the file, contact your organizations IT department for help; they may be able
to diagnose your problem and provide a solution. It may even be that your security settings are a bit too high for this

application (which is not always a bad thing). We will discuss what to do in situations like this in this lesson.

Enabling Content

If you are sure the file you are opening is safe, or you trust the person it came from, simply click the ENABLE CONTENT
button in the bar that appears under the ribbon:

@ Security Alert Due to your security settings, certain content in the dztabase has been disabled I Enable Content.., I Trust Center... !
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Trust In Office

Security Alerts

File Path:  C:\...ess2007f Exercize Files\Section 1\0ffice Online Lesson 1.2 Template.accdb
Access has disabled potentially harmful content in this database.,

If you trust the contents of this database and would like to enable it for this session only,
dick Enable this content.

Warning: This content does not have a digital signature. The origin of this
content cannot be verified.

More information

) Leave this content disabled {recommended)

@

T

Open the Trust Center

L Ok ] [ Cancel

Doing so will show the Trust In Office dialogue box:

In the picture above, Access gave you a warning because it could not identify who made the file. This does not necessarily
mean that it came from an untrustworthy source; perhaps whoever made the file did not bother to apply a digital signature

(described in the next section) or security certificate. If you are sure the content is safe, simply click the Enable this content

radio button and then click OK. The file will then open normally.
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About Digital Signatures

Digital signatures serve the same purpose as a written signature or an embossed certificate: they identify who someone or
what something is, and no two individual signatures are exactly the same. The same is true with digital signatures. Though

the topic of signature application is a bit beyond the scope of this manual, the concept is fairly simple.

If you are part of a corporate network that sends sensitive trade secrets via electronic means, you can apply digital signatures
to the files that are created. If you use Access 2010 to organize supplier information, you can safely send information to
another individual in your organization. Their computer will hold what is called a digital certificate which is designed to
‘decode’ your signature. If your signature decodes properly, no problem - the other user will then make use of the supplier
information. However if your signature does not decode properly, the other user can choose to block content from you

(or perhaps someone masquerading as you!).

You can view and modify different aspects of Access’ security via the Microsoft Office Access Trust Centre (described

later in this lesson).

About Trusted Locations

Imagine you are an employee of a large company and you send and receive files every day. Access has been warning you
that some files may contain a possible security threat because the sender could not be verified. However, you know the
sender and know that they can be trusted. Therefore, instead of being warned every time you try to open a file from

them (which can quickly become annoying), you can tell Access that files from a certain location can always be trusted.

Trusted locations can include any location on your computer including shared folders, any other computer on your

network, a server on your network, or some external data source across town or across the world!

Opening The Trust Center

All of the security features we have mentioned thus far are accessible through the Trust Centre. Let’s quickly explore the

different sections and options available in each. To open the Trust Centre.

» TJo access trust centre settings
MOUSE

1. ClickFILE Tab (Backstage) Access OPTIONS (located above the Exit button):
2. Down the left-hand side of the Access options window is the link to TRUST CENTRE. Click the link, and
then click the TRUST CENTRE SETTINGS button:

3. The Trust Centre window will then appear, giving you different categories of settings:
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Trust Center [

f i |
Trusted Publishers Trusted Publishers

Trusted Locations

Issued To Issued By Expiration Date
VSO-SOFTWARE VeriSign Class 3 Code Signing 2004 C&  24,05/2009
Add-ins ESET, spol. s r.o. VeriSign Class 3 Code Signing 2004 CA  09/06,/2010

Trusted Documents

ActiveX Settings
Macro Settings
DEP Settings
Message Bar

Privacy Options

[ View ][ Remove ]

[ OK ][ Cancel ]

Trusted Publishers

This pane will show you the security certificates of different individuals or organizations you trust.

Trusted Locations

This pane allows you to add, edit, or modify different locations that contain content you can trust.

Trust Center |I|

Trusted Publishers

Trusted Locations

Trusted Locations . . ’ ’
:l Warning: All these locations are treated as trusted sources for opening files, If you change or add a
Trusted Documents location, make sure that the new location is secure,

Path Description Date Modified
Add-ins . -
User Locations
ActiveX Settings FBormeRksy 19,04/2010 22:34

Ch... Files\Office 2000\Officel VACCOWIZ,  Access default location: Wizard Databa...
Macro Settings

Policy Locations
DEP Settings
Message Bar

Privacy Options

Path: E:\Documents,
Description:

Date Modified: 19/04,/2010 22:34
Sub Folders: Allowed

Add new location... | | Remove | I Maodify...
|:I Allow Trusted Locations on my network [not recommended)
[] Disable all Trusted Locations

OK ] | Cancel
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Trusted Documents

This allows you to clear trusted documents, or modify settingsto trust or distrust certain documents.

Trust Center @

Trusted Publishers

Trusted Documents

Trusted Locations . . . .
‘Warning: Trusted Documents open without any security prompts for macros, ActiveX controls and other

Trsied [ E e types of active content in the document. For a Trusted Document, you will not be prompted the next time
you open the document, even if new active content was added to the document or changes were made to
Add-ins existing active content. Therefore, you should only trust documents if you trust the source.
| Allow documents on a network to be trusted
ActiveX Settings Disable Trusted Documents

Macro Settings

Clear all Trusted Documents so that they are no longer trusted Glear
DEP Settings =

Message Bar

Privacy Options

OK | Cancel

Add-ins

Add-ins are third party programs or code that are designed to perform a specific task to your database. Add-ins have the
potential to cause a lot of trouble and ruin the functionality of a database (such as deleting all of the data) if they contain

malicious code. This pane allows you to modify how Access will use any add-ins.

Add-ins

I

equire Application Add-ins to be signed by Trusted Publisher

isable all Application Add-ins [may impair functionality]

|

(If you are familiar with a third party plug-in for a web browsing program, such as Adobe Acrobat Reader, the principle

is essentially the same.)

ActiveX Settings

Allows you to set the default response in handling files with activeX content (activeX content may contain harmful scripts)
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ActiveX Settings for all Office Applications

") Disable all contrals without notification

() Prompt me before enabling Unsafe for Initialization (UFT) controls with additional restrictions and
Safe for Initialization (SFI} controls with minimal restrictions

[ Prompt me before enabling all controls with minimal restrictions

(@ Enable all controls without restrictions and without prompting [not recommended: potentially
dangerous controls can run)

Safe mode (helps limit the control's access to your computer)

Macro settings

Macros are a group of commands that can be executed all at once in order to perform some action on your database. But
because macros can be constructed with special database code, they too can cause undesirable effects if they are from a

bad source. Use this option to modify macro security settings.

Macro Settings

) Disable all macros without notification

@ Disable all macros with notification

) Disable all macros except digitally signed macros

") Enable all macros [not recommended; potentially dangerous code can run)
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Dep Settings

Data Execution Prevention

+| Enable Data Execution Prevention mode

Turn on or off Data Execution Protection which protects your computer from harmful scripts that may run

Message Bar

The Message Bar is set by default to prompt you before opening potentially unsafe content. You can turn the Message

Bar on or off using this pane.

Message Bar Settings for all Office Applications

Showing the Message Bar

@ Show the Message Barin all applications when active content, such as ActiveX controls and
macros, has been blocked

HMever show information about blocked content

Privacy Options

Access (and other programs in the Office suite) can automatically download new content for you, show featured links
on Office Online, and provides background access to help diagnose and fix problems. If you would prefer to not see this

content, you can modify settings in this pane to disable the content.

You also have the ability to translate certain files based on the languages installed with your operating system, and retrieve

reference and research material on the Internet via the Privacy Options pane.

Privacy Options

| Connect to Office.com for updated content when I'm connected to the Internet,
Download a file periodically that helps determine system problems G
Sign up for the Customer Experience Improvement Program (i

| Automatically detect installed Office applications to improve Office.com search results, Ui

<

Check Microsoft Office documents that are from or link to suspicious Web sites
| Allow the Besearch task pane to check for and install new services

Read our privacy statement

Assigning A Password To Your Database

If you would rather not bother with more advanced security features but still want to have some protection, you can assign

a password to encrypt the database. To set a password, a file must first be opened for exclusive use.
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» To set a Password
MOUSE

1. Close any open databases
2. ClickFILE Tab (Backstage) OPEN:

Open |¥| | Cancel
Open

Open Exclusive

Open Exclusive Read-Only

Browse to the database file you wish to open

Click the small pull-down arrow attached to the OPEN button and click OPEN EXCLUSIVE:
Then, open the database file you wish to protect.

Click FILE Tab (Backstage) INFO:

Click ENCRYPT WITH PASSWORD in the main section of the Window:

Home Create External Data Database Tools Add-Ins

N Tk W

Information about Books good

E\Documentsi My Office files\access\Books good.accdb
IEI_'] Save Database As

= Open
= - Compact & Repair
[f Close Database l‘XIJ Help_prevent and correct database file problems by using Compact and
Repair.
[&] Books good.accdb Compact &

Repair Database
IE_] Contacts.accdb i .

IE_] Databasel.accdb
Encrypt with Password

@ ie.
A pmckie 3ccto I'“]:‘_’g‘ Use a password to restrict access to your database. Files that use the 2007
N Microsoft Access file format or later are encrypted.
Encrypt with
Password
Recent

8. When the SET DATABASE PASSWORDdialogue box appears, type the password you want to use in the
PASSWORD field, then type it again in the VERIFY field:
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Set Database Password @

Password:

Merify

| |

9. Once a password is committed to a database file, you must enter the password before Access will open it:
10. Should you need to remove the password, FILE Tab (Backstage) INFOsection again and click REMOVE
DATABASE PASSWORD AND ENCRYPTION:

Password Required

Enter database password:

| st |
1

11. Then, enter the password a final time to confirm the removal of the password.

First Steps

Making a database might seem like a pretty big job, but taking the time to design one properly will save a lot of time
down the road. You are exposed to databases everyday use them all the time probably without knowing it. In fact, you

are likely in several, yourself!

The easiest method of identifying yourself in day to day life is a simple handshake and saying “Hello, my name is...”
But you can't really shake hands with a computer. Using your name, even your full name, isn’t a very good option either
because there may be hundreds of people out there with exactly the same name as you. Therefore, you must be assigned
some unique identifier, the most recognizable being your Social Security Number (SSN) or Social Insurance Number

(SIN). No one else in the country has the same SSN as you.

This practice holds true for databases, too. Earlier in this manual you may recall seeing the term ‘primary key’ Every row
in a table should have at least one field that is unique from every other record. That field is usually a number, and the
unique field is referred to as the primary key. It is not imperative to have a primary key, but it makes the design of the
database much easier and eliminates the possibility of duplicate data (which does nothing but confuse the issue!) It also
allows a database program to (in most cases) search faster and more efficiently. Therefore, it is good practice to have a

primary key for every table you make.
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Let’s quickly review what we know about databases: they are made up of tables, and in each table are several records (or
rows) of data. Every record is made up of one or more fields, and every record in a table is different from every other
record because of the unique primary key. Knowing this, and with the knowledge of the commands we learned so far, we

are ready to start making databases!

For the remainder of this manual, let’s pretend that you are Bugs Rabbit, CEO of an upstart animation company, Warner

Cousins. You want to use Access 2010 to monitor the expenses made by you and your employees.

Planning A Database

Before you start using Access to create a database, take the time to answer a few questions:

«  Why do you need a database? You want to keep track of the expenses made by you and your employees.
«  Who will be using the database? Any employee of Warner Cousins will have access to this database.
o What kind of data would be extracted from the database? Total expenses of the company, total expenses by

each employee, expenses by each category.

Once you have answered these questions, it is time to decide how to design the tables for your database. What fields of
data do you need? What data types will the fields need to be? What tables would be important? Which fields will go in

which table, and do the placements make sense?
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Next comes the planning of relationships between the data. A big list of numbers doesn’t mean much by itself, but when
constructed based on other data, it becomes meaningful. And finally, make sure that you talk to everyone who will be

using the database will be able to get the data they need. Let’s examine some of the details.

You will obviously need an expense table that contains at least the following: who made the purchase, what did they

purchase, how much was it, and when did they purchase it?
The payroll department already has a listing of the people who work for you:

+ SIN (or company ID #)
o Name

o Address

o Phone Number

» Company Position

The database now should have two tables: an expenses table and an employee table. Now, there needs to be some sort
of link between the two tables. You could use the name of each person, but that may become confusing, especially if
your company grows into the hundreds. There is another option, however. You can use the SIN (or company ID) of each

employee to tie their purchase to their personal information.

In database design, your most powerful tool is not the computer, but rather a piece of paper and a pencil (and a big eraser).

Not only can you easily change the information you might need, but you can also visualize the information.

Consider the following diagram, based on the paragraph above:

Expenses Employees

Employee [D] Date Expense Type |Amount Employee IDfMame |Address [Phone  [Title
2| 55772006 |Erasers 10 1|Bugs Rahbit |[4£ Carrot Dr 555-1212 CEQ
2| 5/£25/2006 | Lunch 50 2 Elmer Funn 123 Wabbit Way 555-3576 VP
1] B/1/2006|Flight 600

It might not look like much, but we have a database. It contains fields, records, a primary key for each record in each
table, and a relationship between the data. We can see that employee 2 has made two purchases, and employee 1 only one.
This might seem silly for an example of this size; why not just say Elmer Funn instead of an employee ID? As mentioned
above, this becomes impractical if your organization grows. Imagine that your company has grown to employ thousands
of people with hundreds of expenses a day - that becomes a pile of data in a big hurry! You might employ three or four

Elmer Funns by now, so using a unique number to identify each employee becomes much more practical.
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Basic Terminology

Let’s take a look at the terminology used in database-speak, starting with the basics. Consider the following diagram:

Datahase

Table1

Record [field field field
Record |[field field field
Record |[field field field
Record |[field fiald field
Record |[field field field
Table2

Record |[field field

Record [field field

Record |[field field

Record [ficld fiald

Record |[field field

Let’s Look At Each Piece Of The Database.

Field

A field is the smallest piece of a database; that is, one specific piece of information like a number, a word, a date, a picture,
or a reference for some other piece of data. Each column you see in the diagram would all be the same data type; that is,

one column of data would all be numbers.

Record

A record is a collection of one or more fields together in a row. (In a real database, you would not count the word ‘Record’

as depicted in the diagram - this is just to help visualize the concept.)

Table

A table is comprised of one or more records. Each table also has a unique name.

Database

A database is comprised of one or more tables. Each database is also given a unique name.

Form

A form is a tool that is used to easily and accurately enter data into a table. A form presents one record of a database at

a time to a user, or allows a user to enter data into the database one record at a time.
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Query

A query is just like a question you ask the database. There are two types of queries: select and action. A select query
will extract and display data based on criteria you provide. An action query will find all data relevant to your query and

perform some sort of operation on it. A query can be performed on one or more tables in a database.

Report

A report presents the data found by a query. A report can be formatted to show summaries, calculations, charts, and
more based on the data returned by a query. Access takes the report one step further by letting you organize and format

a report into a sleek, professional document suitable for printing, exporting, or e-mailing.

This might seem like a lot to remember, but don’t worry - this terminology will be used heavily throughout this manual

and soon it will be second nature!

What Is A Primary Key?

A Primary key consists of one or more fields that uniquely identify each record in a table. An ID number of code often

serves as the Primary key because this type of value is always different for each record. Access’s
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Primary keys are especially flexible, because you can specify any field, not just the first field in the table. ACCESS’
automatically creates an index for a table’s primary key. A Primary key is similar to a dbase unique index except that
‘ACCESS’ automatically keeps the index on the Primary key current and uses it to search and sort records. You can also

create indexes for other fields you search or sort on often.

What Is Unique Index?

For example, suppose you had the personnel records for a large company stored on a database. There are over 50,000
employees within the company and it is necessary for you to find different employees record so that they can be updated.
If the records were not indexed, every time you try to find the employee record for ‘Mr Smith’ you will need to read from

the beginning of the database until you find ‘Mr Smith’ This operation could take hours to complete.

However, if the records were stored or indexed in alphabetical order then finding the record for ‘Mr. Smith’ would be a
great deal easier. What if they are 3 ‘Mr. Smith’? Which record would be the correct one? This highlights the reason why
you should try and make your index (primary key) unique, so that every record is different and can be found easily. Staft

numbers would be the ideal field to create as an index, because it is unique, no two employees’ numbers are ever the same.

Therefore, if you need to find ‘Mr. Smith’s record and you know his staff number them the record could be located in a

matter of seconds rather than hours.

Field Properties & Validation

‘ACCESS’ automatically validates values based on a field data type; for example ACCEESS’ will not allow text in a numeric

field. You can set more specific rules for data validation rules.

When Should You Validate Data?

Data should be validated:

« When you want to cut down the amount of errors that can occur in data entry
+  When you want data to be entered in a specific format only

o With fixed length (only xxx amount of characters can be entered)

For example if you were asking someone a question about their date of birth, you could set up a validation rule that only
allowed them to enter their data in a specific format i.e. Day/Month/Year, and only allowed them to enter a date which

makes them over the age of 18. This will ensure validity of data and cut down the number of errors made.

Setting Field Properties

In the lower portion of the table window, you can set properties for the current field. For example, you can set the size
of text or numeric fields. This is also where you define validation rules and default values to assist in the data entry and

prevent mistakes in your data.
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The Concept Of Normalisation

Data values should not be stored twice. If they are, it is a waste of space and more importantly, leads to updates only being

applied to some of the copies of the value.

Each record is a collection of data items, which have some unique key. In any one record, the data items can only have

one value for each key.

If a formal system has a set of repeating entries on one form, then each repeating entry becomes a record in a table.

Some business applications can be implemented using only one table, for example a stock file of a mailing database.

Many other applications use several tables; stock monitoring with records of purchase orders being delivered and despatches

being sent out.

The correct system for an internal telephone directory giving departments, employees, rooms and extension numbers
needs six tables to cope with such concepts as one room having more than one telephone extensions or two employees

sharing the same extension.

End-users require an understanding of these concepts before they can design systems, which are capable of solving a
problem. The target of the developer should be that, other people could use system without hours of explanation, or

volumes of documentation

THIS IS SELDOM ACHIEVED - usually due to lack of system design.

The data that is to be stored in tables need to be thought about. One factor that needs to be taken into consideration when

deciding what tables will be needed is the reality of the system. How many repeating lines mean a new table is needed?

A simple example of this is a list of companies and their telephone numbers. There could be a field for the switch board
number, a fax number and an emergency number. This means that we can use one record per company, with three
telephone number fields. If one company has fifty external telephone lines then we should NOT allocate fifty field for the
numbers in one record; we should start a new table with one field for each telephone number, and another filed to link
the telephone number table to the company table. WE do not normally want to repeat the company name in the company
name in the telephone number table, as this would be a repetition. If each company has a unique identifier, then this can

be stored in the telephone number table.
We have already mentioned that each table normally has a unique key ‘ACCESS’ allows the key to be constructed from

two fields such that the combination of values from the two fields is unique. It is NOT compulsory to have a key for a

title; the existence of a key serves more that one purpose though.
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Normalisation Techniques

« The steps in Normalising data are:

o Convert the source data into a list of attributes;

 Put repeating groups of data into separate structures;

o Put data that is only dependent on part of the key into separate structures;

o Put data that is dependent on other non-key data into separate structures;

« Combine structures with identical keys.

The following source document will be used to illustrate the effect of each step.

Understanding Access

SALES ORDER RECORD

Order No. Order Date: Order Value Priority Sales Person
Customer No. Customer Name:

Invoice Address: Consignee Address:

Order Details

Product Code Description QTY Price Delivery Data

Delivery Instruction:

Special Instruction:

Convert the source data into a list of attributes

(UN-NORMALISED FORM (UNF))

UNF

Order No.

Order Date

Order Value
Priority

Sales Person
Customer No.
Customer Name
Customer Address
Consignee Address
Invoice Address
Product Code
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Description
Quantity

Price

Delivery Date
Delivery Instruction

Special Instruction

Put repeating groups data into specific structure

(First Normal Form (FNF))

Order No. Order No.
Product Code

Order Value

Order Value Description
Priority Quantity
Sales Person Price
Customer No. Delivery Data

Customer Name
Invoice Address
Consignee Address
Delivery Address
Delivery Date
Delivery Instruction

Special Instruction

THIS IS CALLED THE FIRST NORMAL FORM (ENF)

Put fields which are only dependent on part of the key into separate structures (Second Normal Form)

This step is also called ‘removing partial dependencies’.

The description attributes in the extracted group is only dependent on the product code part of the key, not the order No.
So that is extracted to a new group. Its primary key is product code. In simple terms this is saying that the description

of a product will always be the same, so why not hold it once under the product code, rather that repeat it every time it

is ordered.
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There are now three groups of data:

Order No. Order No. Product Code
Product Code

Order Date Description

Order Value Quantity Price

Priority

Sales Person

Customer No.

Customer Name

Invoice Address

Consignee Address

Delivery Address

Special Instruction
The above example assumes that the price is per unit. The analyst would have to check that, this was the correct meaning

and not, say price per unit x quantity ordered.

Put fields that are dependent on other non-key fields into separate structures.

/
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(THIRD NORMAL FORM (TNF)).

This step is known as ‘removing mutual dependencies.

The fields ‘Customer Address, and ‘Invoice Address” are only dependent on the customer number.

They are extracted to a separate group with Customer Number as the primary key.

Customer Number needs to remain in the original data group as a foreign key to provide a link to the extracted data.

Again, in simple terms, the reasoning is that if the ‘Customer Address’ and ‘Invoice Address’ will always be the same, hold

them only once with the master details of the customer. The foreign key is marked with an *’

Order No. Order No. Product Code ~ Customer No.
Product Code

Order Date Description Customer Name

Sales Person QuantityPrice  Invoice Address

*Customer No.  Delivery Date
Consignee Address

Delivery Instruction

Special Instruction

Priority

Key Values

‘ACCESS’ ensures that no two records in the same table can have the same key. If we use a ‘part number’ to identify a

line of stock, then this must be kept unique. If two different lines of stock had the same key, then chaos could be caused.

The key also creates a sequence for the records. However, the user should not try to use values for a key to sequence a

report. The data can be presented in different sequence in different printouts without using any keys.

The key also provides quick access to a record, which is important if there are hundreds of records in a file. This feature is

used frequently by ACCESS’ when the user is interacting with more than one table at once, via a form, a report or a key.

Choosing A Key

Sometimes the choice of a field for a key is self-evident, as with example such as Employee Details (Payroll number)
or stock file (Part Number). If the table is a list of companies, then the choice is not so obvious. If the companies were
customers, then a Sales Ledger system would specify an account number for each. If they are a mix of useful contacts

such as Bank, Inland Revenue, Software support, Consultant and so on, then there is no obvious key.
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In this situation, an artificial key needs to be created. The old fashioned way to do this was to sue some letters of the
company name, a letter to give their relationship to our organisation to our organisation and some geographical reference.
This style of solution is now largely discredited, and it is more common to use an artificial numbering system such as
A001, A002 and so on. The length of the code should be as short as possible, but providing enough possible values to

cope with any predictable number of records.

An alphabetical key provide many more possible values than numeric, but care should be taken to avoid problems such

as A 1 not being the same as Al or A 1.

Sometimes it is desirable to use two fields for a key. If we wish to keep records of daily usage of pool cars, then we could
use the combination of the car registration numbers and the date. This would not permit the storage of two records for
the same car for the same day though. A system to record quality wines in stock will need to have a list of the wines, and
then a second table indicating the number of wines in stock for each year. In this case, the key to the wine table could

be vineyard number, and the key to the second table would be the combination of the vineyard number and the year.

It is always possible to create a new field to act a key in one table, and store the other fields as non-key data items.
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