AN OVERVIEW

OF ACCESS

In Chapter 1, you learned basic database con-
cepts. This chapter, on the other hand, is
specific to Access (now called Microsoft Office
Access).

Some caveats are in order. Unless you've previ-
ously used another high-end table-based
database, you'll find Access to be a difficult
program to learn and use. Unlike the other
main applications in Microsoft Office (Word,
Excel, PowerPoint, and Outlook), Access is not
a program that is immediately obvious and
understandable.

Before starting this book, I leafed through half
a dozen elementary books on Access and dis-
covered a commonality among them. Not one
provided a comprehensive overview of the
program or its terminology. Thus, my intent in
this chapter is to start you off right by showing
you The Big Picture—how Access works, how
its many components fit together, and how
you will eventually use them to create, modify,
and enter data in databases. Once you see how
the pieces of this software puzzle fit together,
it is my hope that the more specific material
presented in later chapters won't confuse you.

Excerpted from Microsoft Office Access 2003 for Windows: Visual QuickStart Guide. Copyright © 2004 by
Steven Schwartz (Peachpit Press). All rights reserved.
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Chapter 2

Key Concepts and Features

The following sections will help familiarize
you with Access’ basic concepts and features.

Tables and datasheets

Regardless of the method used to create an
Access database, the immediate result is at
least one table. A table is a repository for data.
The expression of a table is called a datasheet,
a worksheet-like arrangement of rows and
columns (Figure 2.1). Each row is a single
record and each column is a single field.

If you don’t mind their simple format, you can
use datasheets to perform all common database
activities, such as adding, deleting, and editing
records; sorting; and filtering the data to dis-
play only records that meet your criteria. Adding
and deleting fields, as well as changing a field’s
data type, are also done in the datasheet.

Related tables

Because Access is a relational database, each
table generally stores data on only one topic,
such as address information, delivery services,
or catalog items. To enable you to relate tables
to one another, you create a primary key field
for each table.

A primary key field is one that contains a unique
number for every record. The number can be
assigned by Access whenever a new record is
created. Or if you have an existing unique
numbering system, such as part numbers or
Social Security numbers, you can make that
field the primary key.

Relationships are graphically created and
managed in the Relationships window (Fig-
ure 2.2). A relationship is defined by a pair of
matching fields in two tables. In the main
table, the field is the primary key. In the other
table, it's an ordinary field referred to as a
foreign key. The names of the matching fields
are unimportant. However, both fields must
contain the same type of data.

B Customers : Table [=]=1ES)
CustlD | First Last Address City |State| Zip | Phone | Dog | Walker|
3 I Susan | Smith 1845 Joniah Rd. W MA 01354 453:0029 Heather 3

2 Marcia Johnson 670 Mariah Place  Wendover MA 357 4537741 Suze
3 Robert  Anderson 4302 Sontag St Wendover MA 01355 4539989 Zippy
4 James  Anders 6 Aspen R Ohersham MA 01330 9259923 Abbie
&James  Marchan 646 Oak Street Obersham MA 01390 7649264 Charlie
G Reed  VWithers 45 Hannah Rd Waltham  MA 01293 4676868 Frisky
7 Thomas | Crown 3465 Uriah Way  Waltham MA 01288 4534423 Tasha

Record: [I0) < [ 1 (> JB]pH of 7

Navigation controls

Figure 2.1 This is a typical datasheet. Note the con-
trols for navigating among records.

& £ Relationships

v

< >

Figure 2.2 In this two-table dog walker database, the
relationship is the match between the Walker and
WalkerlID fields. Every customer has one dog walker,
and every walker can have multiple customers.

Databases and Projects

In addition to the databases discussed in
this book, you can also create Access
projects. A project provides a means of
interacting with data tables stored on a
Microsoft SQL (Structured Query Language)
server. Projects are not discussed in this
book.
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Open the Customers form

E= Walkers
¥ walkerin
Customers Form
First Steve
Last
Rdidrass
Pliars,

In-home Sitting? Customer Sitting? =3

Record: E 1 [I]@ of 3

Figure 2.3 This simple form is designed to gather
basic employee data. Note that unlike datasheets,
forms can contain special items, such as buttons and
graphics.

Category Subform data

B2 Categories

Product MName: |Chai

Quantity Per Unit: |10 boxes # 20 bags Unit Price: | $18.00

Praduct Name: [Chang i

Quantity Per Unit: [24-12 0z bolties Unit Price: | $13.00

A s o
G004 [ T o s

Figure 2.4 This subform displays all products for the
selected category.

Sorted, filtered datasheet

01355 4539969 Tippy.
01357 4537741 | Suze
01354 453.0023 _ Heather

eld: st irst i i i
son:
Rerts (1) [ 1 @% o 3 (Fhered) < >

Sorting and filtering criteria

Figure 2.5 You can create an Advanced Filter/Sort
that includes filtering criteria and sort instructions.
In this example, only records with Wendover as the
City are displayed, sorted by the Last and First fields.

Custom forms

While you can certainly perform data entry
chores using datasheets, things can occasion-
ally get messy—particularly when a database
involves many tables. To enter an order for a
new customer, for example, you might have to
enter data in several datasheets.

To make data entry easier, Access lets you
create forms (Figure 2.3): layouts that show
only the fields for which you want to gather
data, arranged in an attractive manner. Forms
can also display data from related tables. While
the form backgrounds that Access provides
vary from boring to ugly, you can use your own
patterns or pictures, if you prefer.

Forms can also include subforms. A subform
shows related data from another table or query.
For example, the Northwind sample database
has a Categories form that uses a subform to
show all products for a given category (Figure
2.4). The subform data is taken from the
Products table.

Sorting, filters, and queries

By default, datasheets and forms display all
records in their normal sort order; that is,
arranged in order of the primary key field.
Because this isn't always the way youd like to
view the data, you can use Access features to
change the sort order or display only a subset
of records (Figure 2.5).

You can sort by one or several fields in ascend-
ing or descending order. When sorting by
multiple fields, you specify the most important
field first. For example, you might sort an
address table on City, Last Name, and First
Name fields.

To specify a data subset to view, you can apply
a filter (showing only records that contain CA
in the State field, for example) or construct a
complex query containing many criteria. Sort
and filtering instruction are specific to the
database object for which they were created.
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Reports

Access reports present and summarize data.
Rather than viewing records one at a time or
in a scrolling list as youd do with forms or
datasheets, you can display all of your data (or
a selected subset) in an easy to comprehend
fashion (Figure 2.6). You can also specify one
or multiple sort fields, as well as grouping
fields. The latter enable you to automatically
split the data into convenient groups, such as
months (examining purchases over the cur-
rent year, for example) or sales regions.

PivotTables and PivotCharts

Access has some data analysis features not
commonly found in database software. First,
using Microsoft Graph (an integrated compo-
nent of Office), you can create colorful graphs
and charts from selected data. Second, you can
also generate interactive tables (PivotTables)
and charts (PivotCharts). Based on a statisti-
cal function known as a crosstab, PivotTables
(Figure 2.7) and PivotCharts allow you to
view one field broken down by another. For
example, you could create a PivotTable or
PivotChart to show the breakdown of employee
rank by sex. You can also add grouping levels
for more detailed breakdowns.

Data access pages

Any database can be opened for use by one
person (exclusive mode) or multiple users on a
network (shared mode). You can also post a
database on the Internet or a company intra-
net to allow others to access it.

If you want people to be able to view but not
interact with your database, you can export all
or part of a table as a static HTML (Hypertext
Markup Language) page (Figure 2.8) that'’s
viewable by anyone with a Web browser. If you
prefer that the data be live and interactive, you
can publish it as a data access page that’s
accessible via a Web browser.

Walkers

WalkerlD 1
Walkers_First  Steve

Walkers_Phone 4531198

Walkers_Last  Sirms

Walkers_Addres 427 Jones Dr.
Customers_ CustlD Customers_ Customers_ Customers_ Dog
Crown 7 Thomas 3485 Uriah 4534423  Tasha

Marchan 5 James 546 Oak St 4539264 Charlie
Walkers_Phone 4532201

WalkerlD H
Walkers_First  Marsha
Walkers_Last  Jameson
Walkers_Addres 517 Janes Dr.
Customers_ CustiD Customers_ Customers_ Customers_ Dog
Anders Tlames 55 AspenRo 4539923 Abbie
Witers 6 Reed 7 Hannah 4536696 Frisky

WalkerlD 3 Walkers_Phone 453-0016
Walkers_First  Saly
Walkers_Last  Abrams

Walkers_Addres 1345 Apple Rd

Customers_ CustlD Customers_ Customers_ Customers_ Dog
Anderson 3 Robert 4302 Sortag 4539989 Zippy
Tanson 7 Warca  670Manah 4637741 Suze

Srith T Susan 1845 Joniah 4530029 Heather

Thurssay, August 21, 2003 Page 1 of |

Figure 2.6 Reports present data in ways that make it
simple to understand and draw conclusions.

E Bxpenses [=0E3)
Category ~
(Car and truck sxpenses.

PaidTo ~

‘Anderson Chiysler |Cash Diamond Car Wash Motor Vehicle Division Tire & Auto Certer| Grand Total
Months - Expense Amt | Expense Amt_ Expenise Amt | Expense Art Expense Amt__ Expense Amt
Bian $45.50
mFeb  * 4368 4360
EMar §3250 §3250
Bt 53153 5330 $12483
EMay 55038 5995 §60.33
Ban 52569 52560
CRTI $50.36 53153 5169
BAg 54030 §4030
BSep 544,85 54485
moct  : 57769 17432 §25200
BNy * 54255 4258
B0t 54550 §45.50
(Grand Total £ 5036 951191 5995 59330 17432 63984

Figure 2.7 This PivotTable shows the breakdown of
car expenses by month.

jerosftntesnet Explorr EEE
vortes Tos  Help 3
5 B[R Q] Psewtr Sorets @ @ 2- % A BH 2

e (@) VB
Links () Classfeds @) RA Portfolo ] MacinTouch @) Deaknec @) Hotmal @] Yohoo! sl @] Sprik L0 @] Sprink PCS_ ] Spocdtest @ Paveal E

A Customers - b
Flo et ven

Customers
[CusiD[Customers._FirsCustomers Lasi] Adiress _[Customers_ Phone] Doy [WalkerD[Walkers_Firs[Walkers Los]
e

Lickesan
fFober  Tandeson |
Jincers

(& iy conpier

Figure 2.8 You can create a static HTML table from
any data table.
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wihat layout would you ke for your Form?

O Columnar
1 (O Tabular
(C) Datashest
(Diaustified
() PivatTable
() PivatChart

o oo s [ o= )

Figure 2.9 Wizards help you create new objects by
presenting options to you in a series of dialog boxes.

General | Lookup

Field Size 50

Format

Input Mask i, D00Y-0000;;
Caption Phone number]
Diefault Yalue

Walidation Ruls

Walidation Text

Required Mo

Allow Zero Length Ves

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone

Smark Tags

Figure 2.10 Open a table in Design View to examine
or change field properties.

Wizards

Although you can manually design any table,
form, chart, or report, Access provides tools
called wizards that step you through the pro-
cess. For example, if youd rather not draw
fields on a blank layout to create a custom
form, the Form Wizard (Figure 2.9) allows
you to select fields from lists and then auto-
matically arranges them in one of several
predefined layouts.

Until you become adept at manually designing
Access objects, it's a good idea to take advan-
tage of the wizards. Even if the wizard result
isn't perfect, it’s often easier to edit it than to
create an object from scratch.

Objects, controls, and properties

Every major element in Access is an object—
whether it be a table, form, report, query, data
access page, or macro. The types of objects
that you can create are listed in the Database
window.

Controls are placed within objects. Examples
include fields, list boxes, and option groups for
collecting data. Controls such as these that
have a specific data source are called bound
controls. Static text, lines, and other elements
that are not tied to a data source are called
unbound controls.

Objects and controls all have properties that
you can set or modify. Examples of properties
include Format, Decimal Places, and Width
(for a field on a form); and On Click and Dis-
play When (for a button on a switchboard). To
view or alter the properties of any object and
its controls, open the object in Design View.

v Tip

B To modify critical properties of a field
(such as its length or data type), open its
table in Design View (Figure 2.10). This is
also where you create and delete fields.
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The Access Interface

The following sections explain the parts of the
Access interface and how to use them.

The Startup Task Pane

When you launch Access from the Start menu,
the Startup Task Pane (Figure 2.11) is the
first thing you see. (Note that if you launch
Access by opening a database, the Startup Task
Pane doesn't appear.) You can initiate the fol-
lowing tasks by clicking text links in the pane:

¢ View training materials from Office Online

& Search for help on a topic by entering a
keyword, phrase, or question

¢ Open a recently used database by clicking
its file name

¢ Open any other database by clicking More
¢ Create a new database

After opening a database, the Startup Task
Pane automatically closes. You can also close
the pane manually by clicking its close box.

v Tip

W Ifyoud rather not see the Startup Task
Pane when you launch Access, choose
Tools > Options, click the View tab, and
remove the checkmark from Startup Task
Pane (Figure 2.12).

: Getting Started v x
®|®| A

3 Sffice Online

Managing Customer Orders in Access 2002
Take a training on introduction to databases
Understanding an Access project

Mare. ..

Search For:

Example: "create an inventory database™

Open .
‘Walkers.mdb
bonks, mdb
Northwind.mdb
buses.mdb

[ Mare...

] cCreate anew file...

Figure 2.11 You can open a database, create a new
database, or request help in the Startup Task Pane.

Advanced Inkernational Error Checking Spelling TablesiQueries
Wiew General | Editjfind | Keyboard | Datasheet | FormsiReports | Pages

Show

[¥] Status bar [[] Hidden objects

[“] stattyp Task Pane [ system abjects
[Fnew ﬁect shortcuts Windows in Taskbar
Shaw in Macro Design
[CInames column [ Canditions colurmn
Click options in database window

O Single-click open

@ Double-clck open

Figure 2.12 You can turn off the automatic display of
the Startup Task Pane.
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Object categories  Objects and commands

= book;; ; Database {Access 2000) file format)

one] Momson e | X | o - [
T T
Objects L Create form in Design view
1 Tables B create form by using wizard
B Queres ==l Books Data Entry
= Tsble
‘ = Foms = Income PivokChark
i Reports 53 Income PivotTable
Y5 Pages
2 Macros
w4 Modules
Groups
(4] Favorites

Figure 2.13 Select an object category from the list on
the left and then double-click an object or command
in the list on the right.

The Database window

After you open a database, the most important
component of the Access interface appears:
the Database window (Figure 2.13). Think of
it as Access Command Central. From the Data-
base window, you can open datasheets, forms,
reports, and queries for data entry, viewing, or
design changes.

Down the left side of the window is the Objects
list. Click an object category to list all defined
objects of that type in the right side of the
window. To open a listed item, double-click it.
Other things that you can do in the Database
window include the following:

¢ Create a new object of the selected type
(Forms or Reports, for example) by clicking
the New toolbar icon or by double-clicking
any of the Create entries in the right-hand
side of the window.

¢ Delete any database object that’s no longer
needed. Select the object, and either click
the Delete toolbar icon or press (Del .

¢ Change the design of any object (adding
fields to a table, changing field data types,
or modifying a form, for example). Select
an object and click the Design toolbar icon.

¢ Change the name of an object by right-
clicking it and choosing Rename.

v Tips

B Closing the Database window is the same
as closing the current database. Leave it
open or minimized until you're ready to
close the current database.

B Only one database can be open at a time.
Normally, you will close the current data-
base before opening another. If you need to
view multiple databases, you can run mul-
tiple Access sessions by opening additional
databases from the Desktop.

17
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Menus and toolbars

Menus and toolbars in Access work as they do
in other Windows applications. For instance,
as you switch from one task to another, Access
automatically displays appropriate menus and
toolbars. There are, however, two differences.

The first difference is that—in order to prevent
new users from being overwhelmed by the
number of commands in each menu—Access
can present abbreviated menus that show only
the commands you've recently used (Figure
2.14). The behavior of the Expand indicator at
the bottom of each menu is governed by a
setting on the Options tab of the Customize
dialog box (Figure 2.15).

The second difference is that Access actively
tracks the commands and toolbar elements
that you use. This data is used to continually
modify the menus and toolbars to match your
usage patterns.

v Tips

B To change the toolbars that are displayed,
choose Tools > Customize, click the Tool-
bars tab of the Customize dialog box, and
check the toolbars that you want to show.

W In Access, you can customize the standard
toolbars and menus, as well as create new
ones. For instructions, refer to Chapter 20.

Records

Filker 3

Sork k
Apply FilkerSort

Remove Filker/Sork

Save Record  shift+Enter

F 1 |
M
Expand {Ctrl-Du:-wn]l|

Figure 2.14 To expand an abbreviated menu,
click this Expand indicator or rest the cursor
on it (depending on the settings in the Cus-
tomize dialog box shown in Figure 2.15).

Menu display options

Toolbars | Commands | Opkions

Personalized Menus and Toolbars

[ Always show full menus
[ shows Full menus after a shork delay

[ Reset menu and toolbar usage data

Other

[ Lisk font names in their font
Show ScreenTips on toolbars
Show shorbeut keys in ScreenTips

Menu animations: |{System default)

Close

Figure 2.15 You can choose between showing full and
abbreviated menus. With abbreviated menus, you
can also set how they will expand: automatically or
only when clicked.
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Type a question for help =

Figure 2.16 This text box is always
available for help questions.

- R
what would you like to do?

Search
% A

N

Figure 2.17 This Office Assistant text box
can also be used to request help.

 search Results o

30 results from Office Oniine "2
T

AL LTS I S T e =
(@ 5pecify whether a user can set form properties
@ Customize a Form or report windaw

w_@" Creake a pop-up Form or repork

&l Farms follow Function

w_t},‘l Set the defaulk template For Forms and reports
@. Make a Form or data access page read-only

(@ Refresh the data in a PrvotTable Form

w_t:j,'l Termparatily open a form as a dialog box

w_Q:),'l Display & Web page an a form

(@) Set the size and position of a Form or report

Search

Microsaft Office Online v |

farms | B

(@ Can't find it?

Figure 2.18 Results of all help searches appear as
entries in this Search Results pane.

Requesting Help

Regardless of where you are in Access at the
moment, there are several ways for you to
request assistance. While you will usually
enter search questions and phrases for Micro-
soft Office Access Help (described below), you
can also do the following;

¢ In the top section of the Startup Task Pane
(see Figure 2.11), click a tutorial topic.

¢ To visit Microsoft’s Web site, choose Help >
Microsoft Office Online.

After you've begun using the program, you'll
find that most of the help information is in
Microsoft Office Access Help. Access offers
many ways for you to open and search for
information in Microsoft Office Access Help,
as described in the following lists.

To request assistance from Microsoft
Office Access Help:

1. Do one of the following:

A Open the Access Help pane by choosing
Help > Microsoft Office Access Help,
pressing (F1_), or clicking the Microsoft
Office Access Help toolbar icon. Then
type a question or search string in the
Search for text box.

A In the top section of the Startup Task
Pane (see Figure 2.11), enter a search
string in the text box.

A Type a question or search string in the
box at the top of the document window
(Figure 2.16).

A Click the Office Assistant, type a ques-
tion or search string in its text box
(Figure 2.17), and click Search. (If the
Office Assistant isn't visible, choose
Help > Show the Office Assistant.)

Results are displayed in the Search Results
pane (Figure 2.18).

continues on next page
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2. Do any of the following:

A To review a result, click the blue text

link. The help text appears in a new
pane (Figure 2.19).

Click any gray text link that’s preceded
by Help > to open the Table of Contents
to that help entry,

To go forward or backward through the
pane pages you've viewed, click the
arrow icons at the top of the pane.

To change the help source being
searched (switching from Microsoft
Office Online to Offline Help, for
example), click the down-arrow in the
Search section of the pane, choose the
help material to search, and click the
Start Searching button (Figure 2.20).

With the help text displayed (see Figure
2.19), you can do any of the following:

A

A

Click any blue text string to view the
word or phrases definition.

Click any blue topic that’s preceded by
a triangle to show/hide the topic text.
Click Show All/Hide All to show or
hide all topic text and definitions.
Click the Print icon at the top of the
pane to print the help text. (Expand
any desired topics or definitions prior
to clicking the Print icon.)

Print the topic Expand all text

@ Microsoft Of fice Access Help

O+ =+&

Create a pop-up form or report

b Show &l
Before vou do the Following procedure, create the Form o report you want.,
1. Open the form or repart in Design view,
2. Double-click the Form selsctor ar report selector o open the property shest,
3. Inthe Pop Up property box, dlick Yes.

4. Do ane of the folloving:
B For 5 modsless pop-up Form or report

P For a modal pop-up form o report

5. Attach the macro or an event pracedure to a Form or report by specifying the macro name
or event procedurs as the setting for the appropriste svent property, For example, bype
the name of the macro or svert procedure in the OnClick property bos of a command
butkon,

To postion & pop-up Form or report on the screen, open it in Design visw, meximize the
WMicrasoft Access window, position the window where you wark i, and then save the Form
v repart, The pop-up window wil appear in this location when the Form o report is pened
(assuming the AutoCenter property is set to No and you haven't specified its position in
the evert: procedure that opens the pop-up chiect).

Nae If yau wark to use 2 form as a nermal form as well as & dialog b, you can use the Diclag
setting of the OpenForm artion to open the Form tempararily as & dialog bex instead of using this
procedure.

Was this information helpful?

es Ho

Figure 2.19 A clicked Help result appears in this pane.

Select a help source

Search

Microsoft Office Online
forms

(@) |Car't Find it?

Search string Click to execute the search

Figure 2.20 In the Search section of the Search
Results pane, you can select a different source of
help information to search.

v Tip

B To avoid paper waste, you can restrict help
printouts to only selected text. Click and
drag within a help topic to select text, click
the Print icon, and then click the Selection
radio button in the Print Range section of
the Print dialog box.
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