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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is also for
readers who want to expand their knowledge.

The Conventions in This Book
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O Steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you must



do; bulleted steps clarify a point, step, or optional feature;
and indented steps give you the result of the action.

©® Notes

Notes give additional information — special conditions
that may occur during an operation, a situation that you
want to avoid, or a cross-reference to a related area of
the book.

© Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

O Tips

Tips offer additional information, including warnings and
shortcuts.

© Bold

Bold type shows command names, options, or text or
numbers you must type.

0 Italics

Italic type introduces and defines a new term.



Chapter 1: Getting Started
with Access 2010

Are you new to Access or upgrading to the latest version?
This chapter explains how to create a database as well as
how to navigate through the new-and-improved Microsoft
Office Access 2010 interface.

Phone Numbers

Phonelist
Scott Avery  555-462-3357 Scott Avery 5554623357 |
Alex Lee 555-463-3455 Alex Lee 5554633455 ||
Paige Grant 555-462-0000 aige Grant 555-462-0000 f ||'
Jim O’Malley 555-462-9090 im OMalley 555-462-9090 |
Kelly Benson 555-463'902‘8’ Eelly lz‘t;nson 555-63-9080
Anne Waters 55-462-78 C““_e aters 555-162-7878 1
: 555-463-1243 hris Tyler 5554631243 ||
Chris Tyler 555-462-3528 David Smith 555-4623528 |'|
David Smith 555-462-5718 AllenKirkley  555.462.57;5 ||
Allen Kirkley 55-463-0382 :‘[ﬂhe Tt 555-463-038) ||
Billie EAMES 00 462-4183 barkAllan 55040, 400 ||
Mark Allan ‘We Teach}ﬁﬁ;‘ﬁaf——:::-_.___f J

An Introduction to Access 2010

Start and Exit Access 2010




Create a Blank Database
Close a Database

Create a Database by Using_a Template

Open a Database File

Understanding_the Access 2010 Interface

Change the Navigation Pane View

Open and Close an Object

View an Object

An Introduction to Access 2010

Microsoft Access 2010 is a program for creating databases to store business or
personal data. You can use Access to create, retrieve, and manage large or
small collections of information.




Relational Databases

Microsoft Access creates relational databases — that is, databases that can
contain multiple tables with links between them. For example, a business
may have a Customers table for storing customer contact information and
an Orders table for storing information about orders placed. Each customer
in the Customers table has a unique ID, and each order in the Orders table
references a specific customer ID.
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Tables, Records, and Fields

In Access, data is stored in tables, and each individual entry in the table is
called a record. For example, in a Customers table, the information about
each customer is a separate record. Each record is composed of one or
more fields that contain individual pieces of data. For example, customer
fields may include Name, Address, City, State, and Zip Code.
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Datasheets and Forms

By default, each table appears as a spreadsheet grid called a datasheet.
You can type directly into a datasheet. To make data entry more convenient,
some people choose to create on-screen forms, which are like dialog boxes
that prompt for field entries. An attractively formatted form is easier and
more pleasant to use to enter new records than a plain datasheet.
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Filters and Queries

It is often useful to display a filtered view of a table. You can filter a table to
show only certain records, only certain fields, or both. You can run a one-
time filter or you can create a query, which is like a saved filter. Queries
also enable you to combine data from multiple related tables into a single
datasheet of results.




/ AAllentown
'Dayton
- %ayton'
80 Vallgy s Clayton
%GBensony g%%%gme T
NS A magiony
Dovcy  Leylorville
—Clayton
o Allentoyy T
| Aﬂentown =

N

Reports

Tables and query results appear in plain datasheets, which are not very
attractive when printed. Reports present data from tables and queries in an
attractive, customizable format — complete with titles, headers and footers,
and even logos and graphics.
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Start and Exit Access

Before you can create or open a database file, you must first start Access.
Access starts with the File menu open and the New command selected. From
here, you can create a new database or open an existing one. When you are
finished working with Access, you should exit the program.



Start and Exit Access
Start Access



I WE Microsoft Word 2010

% Yahoo! Messenger

F"! Microsoft Outlook 2010
—_——

E Microsoft PowerPoint 2010

» Al Programs

| Search programs and files

© Click Start.

© Click All Programs.



