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How to Use This Book

Who This Book Is For © 1cons and Buttons

This book is for the reader who has never used this Icons and buttons show you exactly what you need to
particular technology or software application. It is also  click to perform a step.
for readers who want to expand their knowledge. 9

Tips

Tips offer additional information, including warnings
and shortcuts.

@ steps

This book uses a step-by-step format to guide you e Bold
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. e Malics

@ 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.

The Conventions in This Book

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

Italic type introduces and defines a new term.

Sort
Records |

One way to quickly find a particular record is to

reorder, or sort, the records by a particular field.
You can sort by any field in either ascending (A to
Z) or descending (Z to A) order. You can also do a

multifield sort that specifies what field to use in the
event of a tie in the primary sort field.

Sort Records by Multiple Fields
@ Click Advanced on the Home tab.
@ Cick Advanced Filter/Sort-<

Entering and Editing Data -

® A query grid appears.

© Drag the fields you want to sort
by into the grid — in the order by

|| Sort Records | which you want to apply them.

Sort Records by a Single Field O for each 1@1 in the grid, dlick 9
(the Ribbon Method) here (=heg
. . =(ld Descending.
Click anywhere in the field by i

|4 © Click Toggle Filter.

The datasheet i sorted by the
fields that you specified

which you want to sort.

@ Click the Ascending button on
the Home tab to sort in ascending
order.

® Alternatively, you can sort in
descending order by clicking the
Descending button.

The data is sorted.
Sort Records by a Single Field

(the Right-Click Method) 107172010 @‘
= oo

@ Right-cick anywhere in the -
column by which you want to sort. = L L T How do I sort How do
records in a 1 remove
@ Choose Sort A to Z from the form? asort?
shortcut menu to sort in All the same Press () +
ascending order. techniques for [ to undo the
. sorting a last action (the
@ Alternatively, you can sort in datasheet also sort). If you
descending order by choosing workin a form, have performed
Sort  to A from the shortcut even though most forms show only | other actions since the sort, close the datasheet without saving
menu, one record at a time. The sort affects | your changes:
the order in which records appear o
e! The data s sorted. B G R e © Rightelick on the datasheet tab.
Note: Depending o he feld type,the sort apfons using ;h:uﬁzﬁskiﬁzvfem ':rmnb\;sr @ Choose Close from the shortcut menu.

may o diffen. Fo oxampe, for o ote/Time
ild,th commands e ort Oiest fo Newest and
Sort Newest fo Oldest.

|| [

for each record stays the same. © At the prompt to save changes to the design of the table, click No.
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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.
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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.
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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.

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.

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 Phone Numbers

format — complete with titles, headers and footers, and Scoft Avery  555-462:3357 T

H L 555-463-3455 555-4633455 ||
even logos and graphics. MoxLee @ 5554620000 2 acasonnl|
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Allen Kirkley  5°%" 2 382 illic Eames 555-463-038) ||

Billie Eﬁ::,es 555-462-4183 5 |

Mark




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

@ Click Start.

@ Click All Programs.

@ Click Microsoft Office.

@ Click Microsoft Access 2010.

The Access program window
opens.
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Exit Access by Using the
Close Button

@ Click the Close button ([=)).

Access closes, returning you to
your desktop view.

Exit Access by Using
the File Menu

@ Click File.
@ Click Exit.

Access closes, returning you to
your desktop view.
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How is the File tab different from the tabs?

The File tab in Access 2010 opens a menu, with il
commands arranged vertically. Each command ;

.—ﬁ m..‘--—u-.u-- DenbaiaTeen  saub

displays different options. It is equivalent to the & o

Office button’s menu in Access 2007.
@ To open the File menu, click the File tab.

@ To close the File menu, click any other tab (Home,

for example).
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Create a Blank

ODEYELETS

A blank database contains only a single blank
table and no other database objects, such as
queries or forms. It provides the freedom to
create exactly the objects that you want for
your project.

\ Create a Blank Database

@ Ciick File. Cm

@
e Click New. “ Hnilabla Tomplates Blank dutshase
. Q Mo
© Click Blank Database. “"Q
. ‘:ltwmnvb ] l & > -!J 3
@ Type a file name for the database. Do A e e e e
@]ty sccit Office com Templates P R — o p——
@ Click Create. Woieos 3
™ 3 L &
Recert Mooty Contacts s 81 oyt Pacye
po "
e Wy Fusthel sptag Dty
2} opnon ] ¢ E’
I o
® A new database opens, with a = Jr— =

new blank table started.
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Close a

ODEYELETS

You can close a database without closing Access 2010
itself. Multiple databases can be open at once, each in its
own copy of the application, but closing a database when
you are finished with it frees up your computer’s memory.

[ close a Database |
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@ Click File.

The File menu opens.

@ Click Close Database.

The File menu stays open, and the
New command becomes selected.
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Create a Database by

Using a Template

You can create a new database based on a
template. Templates provide a jumpstart in
creating a database by supplying tables,
forms, and queries that you are likely to need.

\ Create a Database by Using a Template
o CIICk File ﬂ—)“ Home  Create  External Data  Database Tools I Fields  Tabl= I

e CIICk New s Available Templates
Save Object As
@ Click the template category that S ibmec * G Home
you want. (5 Open

O Close Database@! _[J _i‘%

(] vetoffice.accdn

® Sample templates are Microsoft-

supplied templates stored on your @) Notwindaces Frewiiil ool
hard disk. ] MyBusiness.accdb Office.com Templates Search Office.com for templates ||+
§ ) (@] Events.accdb 3 b 3
[ Offl_ce Online Templates are - ﬁl ’El— @ 7 « ®
available from the Internet if you A 8s HF - -
Recent Assets Cantacts Issues & PMan-profit Prajects
are connected. Q—»_ Tashs
Print
Save & Publish
Help
[ Add-Ins -
] Options

B9 Exit




@ Click the template that best
matches your needs.

Note: Under Sample Templates is a Northwind
Traders template, which provides sample data and
many objects. This database is used for many of
the examples in this hook.

@ The screen for the template
category that you chose appears
on the right.

@ Type a name for the database file
or accept the default name.

O Click Download.

Note: If you chose a template stored on your local
hard drive, the hutton name in step 6 is Create.

@ If you chose an online template, it
is downloaded from the Internet.

@ A form opens. Its appearance
depends on the template that
you chose.
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Assels Database

Welcome to the Assets web database

%3.6”#1’:9 Online

Wome | Products | Halp s How 1o

/g e to Ofce onne
.

Dawnloads | |

)

What do I do if a Welcome or Getting Started
tab or window appears in the new database?
Just follow the prompts that appear. Depending on
the template, there may be instructions to read, a
video to play, or Web hyperlinks to explore.




Open a

Database File

You can open a database that you previously created

to continue developing its structure, typing data in it,
or analyzing its data. Database files can be stored on a
local hard drive or on a network or SharePoint server.

LastName  First Name City
Allentown
Barrow

Clayton

Ronda

Allentown
Dayton
Clayton
Clayton
Taylorville
Clayton
'%EYiorvme
aylorvi]
Clayton le

Alleng
Allentom

Open a Database

Browse for and Open

a Database File L’n Home Create. External Data Database Tools
Il save
. - R Databa
o Click File. Save Object As i
. [E] save Database As F_‘;e'[‘utia‘jf;‘abn(, = i
9 Click Recent. Q_,» B3 Open Faculty.accdh -
. . L =] My Dacuments
©® If the desired file appears in the e sisetsaceds .
Recent Databases list, click it — @] Erents accdt B
and you're done. Otherwise, ijh“'“”'““"b | et -8 =
A Assets.accdb arthwind.aced =
proceed to the nEXt Step- @] vetofficeaccdn EI_‘:TT‘\'--:un:en(sula,\_u- Data Sources o
MyBusiness.acedb
9 Click open. Info I‘fl; Dacuments\My Data Sources =
i 5 Eventsaccdh . =
Note: You can GISO press D " D lnstead Of Q—bm _] My Documents\My Data Saurces
performing steps 1 and 2. New M e 2
Print ;lesitlia:r‘:lit Wy Data Sources "
Save & Publish D Docminmeabh Do S "
R -
The Open dialog box opens. I Oper
. Y- |@ b Libraries » Documents » h. - ‘*}l ‘ Search Documents R ‘
@ If necessary, you can navigate to a ODU e =~ 1. ®
. . rganize w ew folder = -
different location. - :
[ Micosoft office Ay Documents library T

Includes: 2 locations

@ Click the name of the file that you
want to open.

@ Click Open.

The database file opens.
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41 Recently Change| _
|| Public i
Books
B Desktop
4 Downloads

ol

L. texts TomTom

5] Recent Places

o Libraries
\-:Cl Documents
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Sample Sample

File name: Asset tracking database
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If a Security Warning Message Al d z
Bar Appears

@ Click Enable Content.
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Why does the Security
Warning message bar
appear?

A security warning appears
when you are opening a
database that is stored in a
location that is not trusted,
such as a file you received as
an e-mail attachment, or when
opening a file that contains macros (sets of
recorded actions). The message implies that the
file contains dangerous content, but that is not
necessarily so; even a blank database can trigger
this warning.

How can I prevent the
security alert from
appearing?

After the first time you click
Enable Content for a
document that contains
macros, the warning will not
reappear for that document.
If the warning pertains to an
untrusted location rather than a document with
macros, you can prevent the security alert by
adding the location to your Trusted Locations list.
To do this, see Chapter 17.
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Understanding the

Access 2010 Interface

Access 2010 has a user interface consistent with those of
other Office 2010 applications, including Word and Excel.
It contains tabs, a multiple-tabbed Ribbon, and a status bar.

\ Understanding the Access 2010 Interface

©® File displays a 9

menu of database V = I | NAlind : Database (Access 2007) - Microsoft Access
File Home

o =2 8
commands. Create ExtErr-’m\ Data Database Tools Fields Table : = @ e
@1‘ t ? 4| Ascending 7 Selection - ‘;- = leaw X Totals Lﬁ 3 Replace  Georgia Detail) =
. b % Descending V3 M v Pspling ) @G- B L T ‘
. TabS Contaln Yok LT y Rifhefh K Dalztz ~ B More~ et [ Select v | A - 7 -
buuons and other Views .(h|, E L . Records Fing Text Farmatting
. All Access Ohjects & \ X
controls for working || »| ID-  SupplierIDs - ProductCode~ i N s S e Sc*:dA
. Tables G 4 NWTB-1 Northwind Traders Chai s
Wlth data B eackup of Products + 310 NWTCO-3 Northwind Traders Syrup
. . 2 customers E 410 NWTCO-4  Northwind Traders Cajun Seasoning 3
( } The Ribbon dlSpIayS =3 emplayee Privileges | ENEEaS NWTO-5 Northwind Traders Olive Oil 8=
. 0w B 62,6 NWTJP-6 Northwind Traders Boysenberry Spread 3
and organizes tabs. | _ " — R R s s
. 1 mventery Transaction Trpes a2 88 NWTS-8 Northwind Traders Curry Sauce 8
© Groups organize B o Tabsastions s 1126 NWIDFN-14  Northwind Traders Walnuts s
= BB Tolees |® 176 NWTCFV-17  Northwind Traders Fruit Cocktail $
cont'rols |n'to' e 191 NWTBGM-19 Northwind Traders Chocolate Biscuits M
sections within tabs. [epe— |« 2026 NWTJP-6  Northwind Traders Marmalade $
= oiaes EBEEE NWTBGM-21 Northwind Traders Scones
Tl el X NWTB-34 Northwind Traders Beer §
@ Clicking this icon B s i =344 .
g ' B orders Tax Status SO etas| Mty X el Moay |
opens a dlalog box = e ) B 416 NWTSO-41  Northwind Traders Clam Chowder
Privileges = y " .
t433.4 NWTB-43 Northwind Traders Coffee s
related to the = produds ¥ 4810 NWTCA-48  Northwind Traders Chocolate
group 3 Purchase Order Details + 5tz NWIDEN-51 Northwind Traders Dri : §
S urchase Order Status ® 591 NWTIG-52 Northwind Traders Long Grain Rice
= Purchase arders 561 NWTE-56 Northwind Traders Gnoechi $
() The Record selector | 5 ... o NWITE  [Hadhiwio Ttk Rl 3
displays the current | = steoes < 658 NWIS-65  Northwind Traders Hot Pepper Sauce s
B states i 66 8 NWTS-66 Northwind Traders Tomato Sauce 3
record number I stings & ms NWID-72  Northwind Traders Mozzarella B~
= i ¥ | Record: W 1af45  » MK i t Search 4 1 13
and allows you to S | [Eas

navigate to other
records.
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