The 20 Minute Guide to
Using MS Access 2007

This is a quick start guide to get you up and running witt
MS Access 2007. It takes you through some of the new
features of the product as well as how to create a datab:i
from scratch.
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If you would like to take your learning further and delve deeper into MS Access then get on
board my latest online course. There are over 150 videos and over 75 PDF files. You also
get to use an interactive forum where | answer questions on anything course related you are
not sure of.
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Do you want to get a Microsoft Access tutorial series that's jam
packed with hints and tips on how to make the most of the powerful
access tools and applications in this useful software? Well now you

can! Learning Microsoft Access is now simpler than ever.
Begin today and get your data in order fast.
http://access-databases.com/ms-access-tutorial/
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What is a database?

A database can best be described as a way of storing large amounts of information. The
data can be retrieved and we can even ask questions of the data and get answers. For
example | may want to know how many customers sold widgets in the city of London for the
month of July. Access is a PC desktop database and it is possible to create some powerful
systems.

Access 2007

Access 2007 is a major overhaul in terms of the interface. The menus are now replaced by
the Ribbon. At first it takes some getting used to if you have come from a previous version of
MS Access.

Introducing the Ribbon

The Ribbon contains the essential commands necessary for creating and manipulating your
database.
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The Ribbon is divided into groups and each group contains a series of commands. For
example the forms group contains form related commands. The Ribbon changes the view
and commands depending on the object you are using. If you are in open table mode the
Ribbon will display a set of commands related to this mode.

The Quick Access Toolbar

This is another new feature and is a small bar that contains commands you use often such
as save, undo and redo.




Create a brand new database
Load up MS Access 2007 and the opening screen will appear.

Microsoft Access

Template Categories
R Getting Started with Microsoft Office Access

Local Templates
From Microsoft Office Online

New Blank Database
Business —
Personal
Sample Blank Database
Education Featured Online Templates

@k

Assets Contacts Issues Events Marketing projects Projects

More on Office Online:
Training \' Templates \ Downloads

3 Bffice Online

What's new in Access 20072

Click the option O6New Bl ank Databaseb®

Getting Startgd with Microsoft Office Access

MNew Blank Databa

Blank Database



You can also click the MS Office button at the top left.
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Then ect the option called ONewb.
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At the bottom right of the screen enter a name for the new database and then click the
create button.

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

File Name:
OurCustomers =
C:\Jsers\Paul\Documents}

[ Create ] [ Cancel ]

MS Access will now open at a screen for you to enter some data.
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You could at this point double click the &6Add Ne
name.
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Then click in the actual cell and type in some data.
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Alternatively you can go into table design view and gain more control over the table creation.

At the top left click the O6Viewd button and sel e
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This will take you into design view of the table.

Access uses what are known as tables to store the data. No, this has nothing to do with a
dining table i a table in Access is a container with columns such as name, address etc.
Tables are the most important object in MS Access and are a useful starting point for any
new database.

Access will ask you to save the table and to enter a name for it. Enter a name and click the
ok button.

Save As @'ﬂ_hj

Table Mame:

Cusb:umers|




Now you are in table design view. The two col umn
and also 6Data Tepedd. cAeacees masodlumn called oI

should be left here.

| Customers "
Field Name Data Type
% ID AutoNumber
Click on the second | ine and enter a col umn name

add a space between the words, but there are good reasons not to.
Tab along typdbhec dIDmmra and click the down arrow.

You will then see a |ist of possible data types

| ] Customers
Field Name Data Type
¥ ID AutoMumber

FirstMame iE! ‘i\

Memao

Mumber
Date/Time
currency
AutoMumber
Yes/No

OLE Object
Hyperlink
Attachment
Lookup Wizard...

Can you guess which one to use? Well, lam notenteringapr i ce so | donét want
numeric or number data type. Inthiscasefor a OFi r st Named the most sui
would be O0Text o.



At the bottom of the screen you can set how many characters should be entered for this

O6First Namedé col umn. I set it to 20.
Field Mame Data Type
% |ID AutoNumber
FirstMame Text |E|

Field Properties

Field Size 20
Format

Input Mask

Caption

Enter some more columns and choose the appropriate data type and column size.

:ICustman‘\

Field Name Data Type
% |ID AutoMumber
First Name Text
Last Name Text
Address Text
City Text
State/Province Text
ZIP/Postal Code Text
Home Phone Text
E-mail Address Text

When you are done click the save button.
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The Navigation Pane

The navigation pane replaces the database window used in previous versions of MS Access.
It holds all objects in the database such as tables, forms, queries, reports, macros and
program code modules.
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The navigation pane is tucked away at the left hand side.

Click the double arrow, known as the 6Shutter ba
the pane.

e

Shutter Bar Open/Close Button




The table | just created is held there.

All Tables vi«
Customers 3

j Customers : Table

Click the small down arrow to select the object you wish to view.

All Tables . L«
Mavigate To Category
Custom
Object Type

w  Tables and Related Yiews
Created Date
Modified Date
Filter By Group

Customers

v  All Tables
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Right c¢click the table and select the 6Opend opti

All Tables / -
Customers J £
— Customers: Table ]
F Qpen
g Design View
Impaort 3
Export 3
@ Caollect and Update Data via E-mail

Click in the O6FirstNamed column and enter some d
ID v| First Mame - | LastMame - | Address v| City v|.
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Tab along to each field and enter more information.

Click on a new line to enter a new record.

First Mame - | Last Mame - ~ | State/Provir -

City

] 1 Anna Bedecs 123 1st Street  Seattle WA
] 2 Antonio Gratacos Solso 123 2nd Street Boston WA
] 3 Thomas Axen 123 3rd Street Los Angelas  CA
] 4 Christina Lee 123 4th Street New York NY
] 5 Martin O'Donnell 123 5th Street | Minneapolis  MN
] 6 Francisco Pérez-Olaeta 123 6th Street Milwaukee Wi
o 7 Ming-Yang Xie 123 7th Street Boise 1D
] 8 Elizabeth Andersen 123 8th Street Portland OR
] 9 Sven Mortensen 123 9th Street Salt Lake City UT
] 10 Roland Wacker 123 10th Streef Chicago IL
] 11 Peter Krschne 123 11th Stree! Miami FL
] 12 lohn Edwards 123 12th Streef Las Vegas MY
] 13 Andre Ludick 456 13th Stree! Memphis TN
] 14 Carlos Grilo 456 14th Street Denver Co
] 15 Helena Kupkowva 456 15th Streef Honolulu HI
] 16 Daniel Goldschmidt 456 16th Streef San Francisco CA
] 17 Jean Philippe Bagel 456 17th Streef Seattle WA

Note: When you enter data into a table or even a form, MS Access saves it automatically.
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Now close the table.

Right click the table tab and select the close option.

IH Save
|2 Close Hecs
O Close Al acos Solso
% Design View
|| Datasheet View
— nnell
[i7] PivotTable view
z-Olaeta
al

PivotChart View

L= L=

Create a form
Forms provide a user friendly visual way to enter and present data.

Forms take their data from a table or a query.
Letbdbs create a brand new form based on the tabl e

Click the 6Created tab on the Ribbon.

N <
Home Create External Data Database Tools
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Tables Forms

At the navigation pane, click the table to base the form on. The table name will highlight
when selected. /

All Tables /«

Customers /ﬁ

1 Customers : Table

At the Ribbon in the forms secti on, click the OF
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MS Access creates a quick form.

The form contains the columns and data you created in the table.

Semee

,/El Customers

___________________________
S 1
“First Name: Anna
Last Name: |Bedec5
Address: |123 1st Street
City: |Seatt|e

ZIP/Postal Code: |99999

Home Phone: |

|
|
|
State/Province: |WA |
|
|
|

E-mail Address: |

At the bottom of the form are the navigation buttons.

|
Record; M 4 |1 of 30 P M Ok |

Clicking the arrows will move through each record. To create a new blank record, click the
arrow with an orange symbol next to it.

|Record: 4 < 10730 | » M b
You can then enter new information into the form fields.

Click the save button on the quick access toolbar and give the form a name.
Save As T It

Form Mame:

Customers |

13



Create a query
A query is used to ask questions and get answers from the data.

Letds go ahead and create a brand new query.

Click the create tab on the Ribbon.

At the secti osrelcealtl etdh ed tphteirobn cal |l ed O6Query Des
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Select the table to use in the query and then cl
/ . |
Show Tal}lé 5
Tablgs | Queries | Both
A add | [ Close
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Double click the column names to use in the query

Customers

*

¥ ID
First Mame
Last Mame
Address
City
State/Province
ZIP/Postal Code
Home Phone
E-mail Address

Field: |First Name Last Name Address City State/Province
Table: | Customers Customers Customers Customers Customers
Sort:
Show:
Criteria:
ar
Each column will drop into the query design grid.
Inthisexamplelamgoi ng t o extract all customers in the
I do this by entering 6CAd on the criteria |ine
Field: | First Mame ast Mame Address City State/Province
Table: | Customers Customers Customers Customers Customers
Sort:
Show:
Criteria: AT
ar
by clicking the O6Rundé button

View
T Table
Results
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| get the following results returned.

"3 Queryl |

First Mame - | Last Mame - | Address -~ City - State/Provit -

Thomas Axen 123 3rd Street Los Angelas  CA
Daniel Goldschmidt 456 16th Streei San Francisco CA
Alexander Eggerer 789 19th Streef Los Angelas  CA

*

3recordshavebeen returned for the state of 606 CAO.

Removing the criteria from the query grid would return all records.

Create areport
Reports allow you to show data in a printable format. You can base a report on a table or a

guery. So | etds go a ltlkbagic reparitih MS Aceest2607.a very

Click on a table in the navigation pane.

Her e | click on the 6Customerso6 table and

At t he Ribbon make sure the 6Created tab
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