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1. Microsoft Access is a database management program. It is intended to manage
sets of data. You can enter, edit, and delete data and print reports using this

General Concepts

program.
2. The view in which data is entered and edited is called a table.

. The smallest piece of information in a database (e.g. last name) is called a field.
4. All of the pieces of information (all of the fields) about a unit in the database is

98]

called a record.

5. In Access, a database consists of all the tables, queries, forms, and reports in-
volved with one set of data.

6. In Access, the Tables View is used to establish the fields and the data types. It is
also the view in which data are entered and edited.

7. In Access, the Reports view is used to define printed reports.

8. In Access, the Queries View is used to select records to be viewed or printed.

9. In Access, the Forms View is used to define special data entry forms.

10. In most areas of Access, there are two basic views available, Datasheet View
and Design View. In Datasheet View, you see the records in column and row
format and can enter, edit, or delete records. Design View allows you to modify
the particular item in view, e.g. the table, query, report, or form.

Microsoft Access Buttons and Icons

New Save Preview Cut Paste Undo Analyze lcons Details Properties Object

Open Print Spelling Copy Painter Links lcons List Code Relations Asst.
Check Format Office Large Office

Design Web Sort Filter Apply New Database Office
View Links Ascend. Select Filter Record Window Asst

K- RaRy imesva@[siil|Yay Al woa @

Toolbar Sort Form Find Record Object
] H )
Data Sheet View Button

Web Descend Filter Delete New




Records Bar in Table View

First Current Last Total #
Record Record Record Records
Record: 14| 4[] 1 v |ri]r#]of 7
Record Record Record
Previous Next New

1. How do I open a database that already exists?
If Access is not open:
1. Start Access
2. Click the Open an Existing Database radio button and press ENTER
3. Locate and highlight the existing database filename
4. Click the OPEN button
mOR --
If Access is already open:
1. Click File, Open
2. Locate and highlight the existing database filename
3. Click the OPEN button

2. How do I close a database?
1. Close all tables, forms, queries or reports that are open (click the X box)
2. Close the main database window (click the X box)

3. How do I enter data into a database?

1. Open a database

2. If no specialized entry Form exists, open a Table
A.  Click the Table tab
B. Click a Database filename
C. Click the Open button

3. The cursor will probably automatically move to the new record. Simply type
the new data and press Enter to move to each new field.

4. Pressing Enter at the last field adds the record and positions the cursor for the
next record to be added.

4. How do I enter a new record if I am already in the editing mode?
Press the New Record button
The cursor will automatically be taken to a new record

5. How do I edit a record if I am browsing the data?
1. Go to Datasheet View



2. Move the cursor to the record to be edited with the Arrow keys
3. Move to the field to be edited using the Enter, Tab, or Arrow keys
4. If the entire field is highlighted:
A. Retype the data
--OR--
B. Press the F2 key and edit the field using normal editing keys
--OR--
C. Click in the desired field and edit using normal editing keys

6. How do I delete a record?
1. Click the record selection button at the front of the record (the entire record is
selected).
2. Click the Record Delete button
--OR--
Press the DELETE key on the keyboard
3. Answer Y to the confirmation question.

7. How do I repeat data from the previous record?
Press Ctrl-‘when you are in the correct field

8. How do I create a new database?
1. Click File, New
2. Click the General tab
3. Click the Blank Database icon and click OK
4. Click Set a name, and location
5. Click the Create Database button

9. How do I create a new table in a database?
Be sure to have designed your database first so you will know what fields are
needed and their type.
1. Open the database
2. Click the Tables tab
3. Click the New button
4. Click Design View button, Click OK
5. Type the Field Names, set the Data Types, and set Properties
(Note: Field Names can be up to 64 characters long. Do Not use periods, exclama-



tion points, accent graves ('), square brackets ([ ]) or leading spaces. Keep names
short and do not uses spaces unless absolutely necessary.)

6.

Click the Datasheet View button to preview how the table will look and

practice data entry

--OR—

Be sure to have designed your database first so you will know what fields are

needed and their type.

N B W N =

. Open the database

. Click the Tables tab

. Click the New button

. Click the Table Wizard option and click OK
. Select the fields to be in the new table

A. Double-click a field in the sample fields column to put in the new table
column

B. If you con’t find a field like you want, choose a different sample table in
the left column and then choose a sample field

C. Select the new fields in the order you want them in the new database

D. If you get the wrong field or get the fields in the wrong order, double-click
the names in the new fields column to put them back in the sample fields
column

. Rename any fields necessary

A.Click the field name in the New Fields column
B. Click the Rename Field button
C. Type the new name for the field and press Enter

. When all fields have been entered and renamed, click the Next button
. Name the new table, click the Yes, set the Primary Key for me button, and

click the Next button

. Click the Enter data directly into the table radio button and click the Fin-

ish button

10.Click the Design view button

11. Click the leftmost column of the field that contains the key symbol
12. Click the Primary key icon on the toolbar

13. Click the Save icon

14. Click the Datasheet view icon

15. Enter data into your new table



10. If I am in a table and want to go to a report or query, how do I get to the
main database window to select a report or query?
Press the Database Window button

11. How do I set the criteria in a query to tell it which records I want to
retrieve?
See the attached handouts for entering queries

12. What does the Input Mask field mean in creating a database table?
The Input Mask is used to limit or control the way information is entered. For
example, you can tell Access to convert all characters to uppercase as in the
State field in a database. You could also limit a Zip Code field to only numbers.
See the associated handout for the characters to use in the Input Mask area and
examples of how to use it.

13. How do I create a report?
1. Click the Reports tab
2. Click the New button
3. Click the Report Wizard option, select the table or query for the report
using the drop down button, and click the OK button
4. Double-click each field to be listed in the new report in the order you want
them to appear and click the Next report
. Set grouping levels and click the Next button
. Set the sort fields and sort order and click the Next button
. Select the Layout and Orientation options and click the Next button
. Select the Style and click the Next button
. Give the report a name, click the Preview the report radio button, and
click the Finish button
10. Close the report

O 0 3 O W

14. How do I create a Labels report?
1. Click the Reports tab
2. Click the New button
3. Click the Label Wizard option, select the table or query for the report using
the drop down button, and click the OK button
4. Set the Label type (Sheet fed or Continuous); select the label size (e.g. Avery



5160); and click the Next button

5. Set the Font name, size, weight, color and italic/underline options and click
the Next button

6. Construct the mailing label and click the Next button

7. Set the sort fields in the correct order and click the Next button

8. Name the report; click the See the labels as they will look printed radio
button, and click the Finish button

9. Close the report

15. How do I create a query?

1. Click the Query tab

2. Click the New button

3. Click the Simple Query Wizard option and click the OK button

4. Select the fields you want in your query by double-clicking each field and
click the Next button

5. Choose either a Detail or Summary report and click the Next button
(Note: Detail prints each record in the query. A Summary report allows Sum,
Average, Max , Min, and Count options.)

6. Name the query and click the Open the query to view information radio
button and click the Finish button

7. Close the report

16. If T have a report based on a query, how do I get it to update it so I can
print another report?

. If the report is open, close it

. Open the associated query

. Go to Design View

. Enter the appropriate query criteria

. Go to the DataSheet View (this actually retrieves the data)

. Save the Query (you MUST save the query before the report will retrieve
the updated data)

7. Open the DataBase Window

8. Click the Reports tab

9. Open the associated report (this will retrieve the records from the query)

10. Print the Report

11. Close the Report (if you do not close the report and open it again after
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the next query, the report information will not be updated)
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