Section 3 Saving in Access

BY THE END OF THIS SECTION YOU WILL BE ABLE TO

« Save your objects
» Save objects as different object types
» Save your database as earlier versions

o Set file and object properties

Saving in Access

Much of the file management functionality of Access takes place in the background and automatically saves most changes
you make to a database. When Access does not save something for you automatically, you will be prompted asking if you

want to save the changes to a particular object.

However, Access does give you a bit of flexibility when it comes to saving different objects. We will explore this saving

functionality in this lesson.

Using The Save As Options

Access gives you two commands to choose from: Save Object as and Save database as (to save database in another format.)
Let’s look at each of the options.

Save Object As

Most things in Access are saved automatically, but you can perform a manual save of a particular database object. For

example, consider the Employees table of the Northwind sample database:

‘a Hmel j Empﬁnﬁ- N
D - Company ~ First Name - | Last Name -

£ MNorthwind Traders Mancy Freehafer

&l 2 Morthwind Traders Andrew Cencini

£ 3 Northwind Traders Jan Kotas

# 4 Northwind Traders Marya Sergienko

& 5 Morthwind Traders | Steven Tharpe

2 & MNorthwind Traders Michael MNeipper

& 7 Morthwind Traders Robert Zare

E 8 Morthwind Traders Laura Giussani

& 9 Northwind Traders Anne Hellung-Larse
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» To save an object
MOUSE

!HH Home Create
I H Save |

[ save Object 4s

(2] save Database As
|5 Open

[ Close Database

1. Click FILE Tab (Backstage) - SAVE OBJECT AS:

Save Az @

Save Employees' to:

Copy of Employees
As

Table |E|

K ] | Cancel |

2. The following SAVE AS dialogue box will appear:
In this example, you have the ability to save the Employees table as another table (which will make a copy), query, form,
or report. Give the new object a name and then click the pull-down arrow beside the AS combo box to see the choices.

Remember, you can always save a copy of the object as the same type of object (table as table, form as form, etc.).

Object What Objects you can Save As

Tables Table, Query, Form, Report
Queries Query, Form, Report
Forms Form, Report

Reports Report only

3. Once you have saved the new object you can access it in the NAVIGATION PANE: (Seefollowing picture)
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All Access Objects s

Save Database As

Tables b

Copy of Employees ‘."" .:-1-;'

B EHHODODHDIBH

Customers

Emplaoyee Privileges
Crployees

Inventory Restocking
Inventory Restocking Deta...
Inventory Transactions

Invaices

This allows the saving of the database As a copy

» To save a copy
MOUSE

1. Click FILE Tab (Backstage) - SAVE DATABSE AS:

.HH Home Create

i“"n |

=

ID-;_

Northwind Traders
2 Morthwind Traders
3 Northwind Traders
4 Morthwind Traders
5 Mortbwvind Traders
& Morthwind Traders
7 Northwind Traders
8 Northwind Traders
9 Morthwind Traders

¥

I =l save

[ Save Object As

IE_I] Save Database As

|5 Open

[ Close Database

j Copy of Employees ‘@T\M
Company -

First Name ~
MNancy
Andrew

Jan

Mariya
Sleven
Michael
Robert

Laura

Anne

Saving in Access

2. Access will close all currently open database objects and then open the SAVE AS dialogue box.
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Saving in Access

[I[ Save As

{ iu = | o« My Officefiles » access »

EEE Views ~ W New Folder

By Organize ~

e G L Name Date modified
| STEVE Access
@-j Books good.accdb
@j Contacts.accdb
@-j Databasel .acedb
@j Databasel.accdb
[ Database3.accdb
@j Databased.accdb
@ﬁ movieaccdb
@ﬁ movie_Backup.accdb
] Northwind.accdb
] Northwindl.accdb
- @jwork.accdb

E; Documents

B Music

E. Pictures

Public

Recently Changed
Searches

Recent Places
Desktop

| Computer

HEBE

Folders

File name: Morthwindl.accdb

~ | ¢ | seorch 2]

Type Size 3

m

Save as type: I Microsoft Access Database (*.accdb)

“ Hide Folders

Tools - [ Save

3. Choose a save location and new file name.
4. Click SAVE.
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Access 2010: Part | Saving in Access

Saving In A Different Format

You may wish to save your database as an earlier format to allow users from earlier versions of access to utilise it. This

could prove difficult as many new features within your database are not compatible with earlier versions.

File Types Save Database As
| ] | Database File Types
@_] Yave Database As @ 7 Save Database As 4 | P
: |&EH] Access Database (*.accdb) 1) Access 2002-2003 Database (*.mdb)
.__ﬁ Open Default database format Save th be compatible with
- 3 Ac
[l 3:tuscBatobast E_l] Access 2000 Databaze (*.mdhb) IEGJ Template (*.accdt)
= S hat will be c patible with Save the it databasze as a databas
@] Books good.accdb Publish g empatible with aucth gt database
] northwind.accdb T
3 ﬂ}i Publish to Access Services Afltdnced
@] contacts.accdb - (E] Package and Sign 1@ Make ACCDE
Pac he datzbaze and apply a digital File will be compiled into an executable
1] patabasel.accdb Package and Distribute ‘ ) only file.
il SharePoint
o @ Package Solution databases regularly to aving itto a
Recent
New
Print

» To save as an earlier version
MOUSE

1. Click the FILE tab and SAVE & PUBLISH

2. From the main window make a selection of which format of database you wish to save it as:

Access 2002-2003 File Format

Access 2000 Database

Access 2010 uses a new file structure to save files. The 2010 file format is not directly backwards compatible with previous

versions of Access. However, it can be made to save files in any other version of Access if necessary.

3. Click the SAVE AS button to open the SAVE ASdialogue
4. Enter a file name and browse to a location
5. Click SAVE

Using File Properties

You can view and edit the properties of a file at any time by using the FILE Tab (Backstage).
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» To access and set Database Properties

View and edit database properties

Open a database file

ClickFILE Tab - INFO-

Click the VIEW AND EDIT DATABASE PROPERTIES. Link on the right of the main window
From the dialogue that appears Click the SUMMARY tab to show the current database properties:

Click in any of the fields and enter the information.

AU o

Click OK when you have edited or entered the properties you wish.

Books good.accdb Properties 7|zl
General | Summary | Statistics | Contents | Custom
Title: Library Database
Subject:
Author: John Thomas
Manager:

Company: | State Library Complex

Category: | Inventory|
Keywords:

Comments:

Hyperlink
base:

oK ] | Cancel

Using Object Properties

Each object that you create within your database has its own properties you may wish to enter or edit
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» To set a database objects properties
MOUSE

L A
Home Create External Data Database Tools Add-Ins Fields Table

= — |; ; _-\_:‘ = = _—= xf
“ e snep X T osg I8

L s

el
Table Before Befare After  After  After Mamed Relationships Object
Properties = Change Delete Insert Update Delete Macro = Dependencies

_Prc.perties Before Events After Events Mamed Macros Relationships

1. Select and open an object in the Navigation pane
2. Click the TABLE TOOLS, TABLEContextual tab. (Table object open)

Enter Table Properties @

Order By “ustomers, State
Filter By

Orientation Left-to-Right [ |
Read Only When Disconnected | Yes Iz‘

[ OK. ] | Cancel

3. Click the TABLE PROPERTIES button in the PROPERTIES group

4. Enter or edit any properties you wish to set

Customers Properties @

General

Customers

Type: Table
Description: |

Created:  24/05/2005 08:55:40
Modified: 24/01/2008 10:52:44
Owner:  Admin

Attributes: Hidden

ok || cancel

1. Right click a Table in the NAVIGATION Pane
2. Choose TABLE PROPERTIES
3. In the dialogue that appears, Enter a description of the object.
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4. Click OK to close

Property | Indexes
sheet

Show/Hide

Open a table (any object) in design view.
On the Contextual design ribbon in the show hide group
Click on the property sheet button to see the property sheet for the open object on the right hand side

Set or edit any of the options you wish to.

Ll e

Property Sheet X
Selection type: Table Properties

General

subdatashest Expanded Mo [=]
Subdatasheet Height Ocm

QOrientation Left-to-Right

Description

Default View Datasheet

Validation Rule
Validation Text

Filtar
Order By Customers.State
Subdatasheet NMame [Auta)

Link Child Fields
Link Master Fields

Filter On Load Na
Order By On Load Yes
Order By On -1

5. Click the save button on the quick access toolbar to save the property changes.

Using AutoRecover

Access that makes a backup copy of the database you are currently working on. Access, by default, saves the current

working file every ten minutes. If your computer encounters a problem and Access has to close, your database will be

restored the next time it is opened.
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