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Introduction

Wwa! What happened to menu bars, toolbars, and all that other stuff I
used to have? Well, in case you haven’t noticed yet, they’re all gone.
Of course, if you never used Access before in your life, you're starting fresh,
so never mind. Whether you never used any version of Microsoft Access,
and aren’t even sure what a “version” is, you've come to the right book.

The basic idea behind Microsoft Access is to allow individuals and small
businesses to manage large amounts of information the way the big corpo-
rations do — with relational databases. The difference is that while the big
boys spend millions on computer hardware, software, and staffs of nerdy
database-administrator types, Access allows you to do it all yourself with a
run-of-the-mill PC and a realistic software budget.

Microsoft Access 2010 is the latest-and-greatest version of a long line of
Access versions, starting (not surprisingly) with version 1. Not that this
is the 2,010th version. Somewhere along the way, Microsoft switched
from using sequential numbers for versions to using years — an idea first
pioneered by the automotive industry, which sells things like “2010 Ford
Mustangs” as opposed to “Mustang Version 9.3s.”

Without going into boring detail about what’s new in Access 2010, you find
the usual kind of stuff you find in new versions these days — more power,
more flexibility, and more things you can do with it. And of course — along
the lines of the Holy Grail of Everything Computerish these days — more
taking advantage of everything the Internet has to offer. But the most notice-
able change for the Access-experienced is the new look and feel (introduced
in the 2007 version) — along with some new ways of doing things.

About Access 2010 All-in-One Desk
Reference For Dummies

If you ever have the misfortune of trying to read anything written by one of
the aforementioned database-administrator types, you know all about being
faced with a decision among the lesser of three evils:

(Option 1) Try to figure it out by guessing-and-poking until you break
something.

(Option 2) Part with your hard-earned money to hire someone to do the
work for you, only to have someone with poor taste in clothing look at
you like you're an idiot every time you open your mouth.

(Option 3) Forget computers altogether and stick with index cards.



2

Conventions

Option 1 is the one most people try first — until they get to the part where
they start breaking things, and it starts costing money to get them fixed.
Option 2 is too odious to warrant serious consideration. Option 3 just isn’t
very realistic nowadays, unless you're dealing with a tiny amount of per-
sonal information. Which leaves a new Option 4 — this book.

The nerds who wrote this book are aware of the fact that nobody on the
planet was ever born knowing what any technical term means. In fact, if at
all possible, we avoid technical terms like a root canal. But because you are
probably faced with technical terms outside this book, we do explain what
they mean along the way.

As arule, big fat computer books aren’t such a great option. For that reason,
this isn’t really a big fat computer book. It’s several smaller computer books
combined into one. Each small book represents a single topic that you can

pursue — or ignore — as your personal tastes and immediate needs dictate.

The idea here is definitely not to try to read the book cover to cover, unless
you're desperately seeking a cure for insomnia. Rather, use the Table of
Contents up front, or the Index out back, to look up information when trying
to figure it out by guessing just isn’t cutting it.

To prevent this book from topping 3,000 pages, we don’t explain every pos-
sible way to do every possible thing in Access. Instead, we chose what we
think are the most important database-management tasks, and we show you
the best way — at least in our opinions — to do each one.

Conventions

Speaking of insomnia, this book, like most books, follows certain conven-
tions to alert you to different kinds of stuff, as follows:

Boldface: Stuff you actually do while sitting at your computer is shown in
boldface, to distinguish it from boring information you probably don’t care
about anyway.

Italics: When reality rears its ugly head and we're forced to use a technical
term, we always show that term in italics the first time it’s used. Then we

define that term, right there on the spot. Of course, that doesn’t mean you
won'’t forget the definition two minutes later. But you can easily flip back a
few pages and locate the definition amidst all the other words on the page.

Monospace: Monospace text (text in that typeface right back there) repre-
sents code, instructions that are written for computers, rather than people,
to follow. Computers are so stupid, the term “stupid” is a compliment.
Unconscious, non-thinking, non-beings (a.k.a. machines) is more like it.
Anyway, when writing instructions for a computer, you really have to spell
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it out for them, right down to the blank spaces between words. Monospace
text makes seeing where you have to put the blank spaces to avoid making
Access say “Huh?” easier. (Actually, it can’t even say “Huh?” More likely,

it says something really stupid like "Syntax error in something or
other.")

Foolish Assumptions

Despite the fact that the word “Dummies” is clearly emblazoned on this
book’s cover and elsewhere, we don’t presume that you're the junior partner
in a ventriloquist act. (The machine you're working with, yes. You, no.) We
do assume that you already know how to do some things, such as turn on
your computer and click and double-click things with your mouse. Maybe
type with at least one finger.

We also assume you know what those key+key symbols, such as “Ctrl+Esc,”
mean. But just in case you don’t, they always mean “Hold down the first key,
tap the second key, and then release the first key.” Also, we always use the
term “press” when referring to something you do with the keyboard. For
example, the instruction “Press Ctrl+Esc” means “Hold down the Ctrl key on
your keyboard, tap the Esc key, and then release the Ctrl key.” Click, on the
other hand, is something you do with the mouse pointer on your computer
screen and the buttons on your mouse.

We also assume (perhaps foolishly) that you know how to work menus.

Not that there are many menus in Access. But when there is a menu-like
sequence, we use the word “Choose” followed by the commands to choose,
separated by an = symbol. For example, when we say “Choose Start=>All
Programs=Microsoft Office>Microsoft Access Office 2010” that’s short for
“Click the Start button, click All Programs on the Start menu that appears,
click Microsoft Office on the All Programs menu that appears, and then click
Microsoft Office 2010 on the last menu that appears.”

Click, of course, means “rest the mouse pointer on the item, and then tap the
left mouse button.” When we tell you to drag something, we mean for you

to move your mouse pointer to the item, click, and then hold down the left
mouse button while moving the mouse. To drop the item, just release the
mouse button after dragging it.

We also show things like Web site URLs (addresses) — those www . what
ever.com things you see all over the place. We may even throw in an
occasional e-mail address (the somebody@somewhere. com things) without
explaining how to use them. Hopefully these assumptions on our part aren’t
too foolish. But if we had to explain all that stuff here, there wouldn’t be
much space left for talking about Microsoft Access 2010.
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What You Don’t Have to Read

Because reading the instructions is something we all do only as a last resort —
after guessing and trying to get help on the phone have failed — we try to
point out things you really don’t have to read. For example, sidebars (which
have a gray background) are little chunks of text with their own titles. If the
title looks boring, skip the whole thing.

We also put little icons (pictures) in the left margin to point out text that you
can maybe skip over. Or in some cases, really shouldn’t skip over. The icons
are pretty self-explanatory. So if you want to skip the next section, that’s fine
by us.

As far as those presumably self-explanatory icons go, here are the explana-
tions you can probably skip over or, at best, glance at:

This is stuff you probably don’t want to ignore. Because if you do, you may
regret it. Not that you’re gonna blow up your computer or the Internet or any-
thing if you do. But the consequences may be inconvenient or unpleasant
enough to justify spending a few seconds to read what these little notes say.

May be worth reading if you're looking for a shortcut, or a better way to do
things. Not as important as a warning. But probably worth a few seconds of
your time.

This is either stuff we already told you and you probably forgot, or some-
thing that’s at least worth trying to keep in the back of your mind. Even if it’s
way back there. Kinda like where you park your car when you go to the mall.

This is a reference book, and we certainly don’t expect anyone to read it
cover to cover. But sometimes, you just have to know “Subject x” before
“Subject y” even comes close to making any sense. So when we’re forced to
talk about a “Subject y” kind of thing, we use this icon to point out where
“Subject x” is covered.

Stuff that definitely falls into the “insomnia cure” category.

Organization

If you already looked up the Contents at a Glance up near the front of this
book, or the Table of Contents right after it, you already know how stuff is
organized here. In that case, you may now skip to the “Where to Go from
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Here” section. But because showing the contents a third time is customary
(albeit kinda dumb), without the benefit of page numbers, we follow suit
here. This book is actually eight little books, organized as follows:

Book I: Essential Concepts: If this is your first time using Microsoft Access
and you really don’t know where else to go, starting here is a good idea. This
is the stuff you really need to know to get anything done with Access.

Book II: Tables for Storing Your Data: Everything in Access centers around
data (information) stored in tables (not the coffee kind, the columns-and-
rows kind). You can’t do much of anything with Access until you have some
information stored in tables. This book is a good second stop for you new-
bies (beginners).

Book III: Queries (or Getting Information from Your Data): Data stored in
tables tends to be pretty random and, eventually, pretty plentiful. This book
shows you how to pick and choose the information you want to see, and
how to organize it in a way that’s more useful, such as alphabetically.

Book IV: Forms for Editing Data: You can definitely get away without
making forms in your Access database. But if you get tired of looking at infor-
mation stored in rows and columns, and you're up for being creative, forms
are definitely worth getting into.

Book V: Reporting in Words and Pictures: Whereas forms are a way to get
creative with stuff on your screen, reports are a way to get creative with
stuff you print on your computer’s printer. Here’s where you can do things,
for example, printing form letters, mailing labels, numbers with totals and
subtotals, and stuff like that.

Book VI: Automation with Macros: There’s a technical term for you —
macros. Nothing to be intimidated by, though. They’re just a way of writing
simple instructions that tell Access how to do something you’re sick of doing
yourself. Optional, but more fun than the name implies.

Book VII: Database Administration: Sounds like a real yawn, we know.
Sometimes you just gotta do things such as make backup copies of your
information, or get other people to help you with boring stuff such as
typing information into your tables. This is the place where we cover those
kinds of things.

Book VIII: Programming in VBA: For the aspiring mega-nerd, we didn’t let
this topic slide. This is where the tiber-technogeeks make their money by
automating Access using a language, rather than macros. Though you can
skip it if you have no such aspirations.
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Where to Go from Here

Book IX: Going Beyond Access: Kind of like going beyond the final frontier,
but with less excitement. This is where you use Access to interact with and
move data to and from other programs on your computer — or computers
all over the world.

After that comes an appendix on how to install Microsoft Access 2010, in
case you haven’t gotten that far. If Access is already on your computer,
there’s nothing noteworthy here. If you do need to install Access, and don’t
feel like looking there, here’s the condensed version of the appendix: Insert
your Microsoft Office or Microsoft Access disc into your computer’s disc
drive, wait a few seconds, and then follow the instructions that appear
on-screen.

Where to Go from Here

If you patiently read the preceding “Organization” section, you probably
know where you need to go next. If not, you beginners should head straight
to Book I, Chapter 1 to get your bearings. For the rest of you who already
know some of the basics of Access, just pick whatever book or chapter talks
about what you're struggling with right now.

And by the way, thanks for buying (begging, borrowing, or stealing — just
kidding with that last one) this book. We hope it serves you well. For those
of you who bought an extra, thanks for helping us pay down our credit cards
a little.
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Chapter 1: Introducing
Access 2010

In This Chapter

+ Getting a handle on Microsoft Access

v~ Listing the six types of Access objects

v Laying out some essential database concepts

A ccess is the database-management program, part of the Microsoft
Office suite, that enables you to maintain databases — collections of
data arranged according to a fixed structure. Its structure makes the infor-
mation easy to select, sort, display, and print in a variety of formats. With
Access, you can create and maintain as many databases as you need. You
can even share them with other people over a local area network or the
Internet.

Access works with almost any kind of information. An Access database

can be as simple as a list of addresses to replace your card file. Or you can
create a wine-cellar database with information about each bottle in your
cellar, or a bookstore-inventory database with information about books,
publishers, customers, and special orders. Access can also handle complex
databases that contain many types of information and lots of customized
programming.

An Access database can contain lists of records about almost anything, from
sales to sports scores. Unlike a spreadsheet program, Access makes infor-
mation in lots of different formats easy to display — including alphabetical
listings, formatted reports, mailing labels, and fill-in-the-blank forms.

Access 2010 comes as a part of the Microsoft Office 2010 Professional suite of
programs, and it’s also available as a separate, stand-alone product. Previous
versions of Access have also been part of previous Office editions — Access
2007 in Office 2007, Access 2003 in Office 2003, Access 2002 in Office XP, and
so forth. Because Access is part of Microsoft Office, sharing information with
Word documents and Excel spreadsheets is easy.

In this chapter, we introduce you to the components of an Access data-
base and explain some key concepts related to developing and using
Access databases.
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Why Use a Database?

Many people use Microsoft Excel, another Office program, to manage their
databases. Excel works for storing lists of things — up to a point. Go ahead
and start with Excel if you are already comfortable with it, but you’ll know
you are ready to move up to Access when:

4+ You need to store the same pieces of information in several different
places. You can use Excel formulas to duplicate data around a spread-
sheet, and you can use cut-and-paste to make copies, but both methods
lead to errors.

4+ You don’t want to look at your data as columnar tables. Excel’s data-
base features (such as they are) require your data to be laid out in
rows and columns. But what if you need a report in some other format?
Displaying data in lots of different formats is where Access shines.

4+ Your information consists of more than one list of records. If your
database includes information about several types of things — like cus-
tomers, orders, and products — then you are ready for Access. Excel
doesn’t have an easy way to connect and combine information from dif-
ferent columnar tables. Access is a relational database that enables you
to create forms and reports that include information from related tables.

4+ You want to check your data to ensure that it’s correct. Access allows
you to validate data in far more rigorous ways than Excel does. Avoid
“garbage in, garbage out”!

Plan, Plan, Plan

Databases are very different from spreadsheets and word processing docu-
ments. With spreadsheets and documents, you can just start typing, putting
information where you want it to appear when you print the thing out.

Databases don’t work like that. If you just start typing information into
a database, you'll have a total mess. Not to lay a major downer on you,
but a database requires planning so that you put the right information
into the right place. It’s not rocket science, but it’s necessary.

The first step is to find out what makes up an Access database, which is
what this chapter is about. Chapter 2 of this minibook gets you into the
Access program, clicking around and seeing what’s there. And Chapter 3 is
where you make your plan — designing your own database.
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The Six Types of Access Objects

Figure 1-1:
Atable
contains
records
(rows)

and fields
(columns).

Access databases are made up of objects — things you can create, edit, and
delete, each with its own name and settings. Object-oriented systems allow
you to create these things one piece at a time, using pieces that fit together.

These objects can store, display, and print your data, as well as contain
programs you write. At first, you’ll probably use only a few types of objects,
but as you customize your database, you may end up using all six types. You
start with tables for storing data, forms for editing data on-screen, reports for
printing data, and queries for selecting and combining data. Later, you may
create macros and modules, which contain programs that you write.

In this section, we describe each of the main types of Access objects: tables,
queries, forms, reports, macros, and modules.

Tables for storing your data

Tables are where you put your data. A table is an Access object that is made
up of a series of records — the electronic equivalent of the index cards that
make up an address list. Each record contains information about one thing,
with the same pieces of information. In an address list, each record contains
information about one person: name, address, and other facts. Each individual
piece of information — such as first name, last name, or street address — is
called a field.

Your database can contain many tables. A bookstore database (for example)
can contain a Books table (with title, publisher, price, and other information
about each book), a Vendors table for companies from whom you buy books
(with company name, address, discount terms, and other information about
each vendor), and maybe a Customers table of your regular customers (with
name, address, and other information). Figure 1-1 shows a table of names

and addresses. Each row is a record, and the fields are shown in columns.

[j Md-essnook"-\ x
Contact - FirstName ~|Last Name - Company - Address1 - City ~|State - ZIPPostalC ~  Country &
anl Pines Arbor Classics 345 Pacific Coast Hwy  Del Mar cA 98765 usa
2 Marilou Midcalf 500, 999-6th Street SW Edmonton AB Ts)2z4 India
3 wilma Wannabe |Wannabe Whistles | 1121 River Road Cornball 1A 54321-1234 USA
4 Frankly Unctuous 734 N. Rainbow Dr. Staten Island | NY 19470 UsA
5 Margaret Angstrom P.0O.Box 1295 Daneville AK 92067 UsA
6 Simpson Sarah 1370 Washington Lane Buckingham |PA 19046 UsA
7 ABC Productions Haverston Square Doylestown |PA 18901 USA
8 Hortense Higglebotton P.O. Box 1014 Escondido AK 49384 usa
9 Penny Lopez P.O.Box 10 New Hope PA 18938 USA
10 Matilda Starbuck 323 shire Lane Skeedadle OK 54321 UsA
11 Scott and Nate Schumack 228 Hollywood Drive  Hollywood FL 18914 UsA
12 Linda Peterson 823 Paseo Cancun Redmond WA 91792 UsA
13 Ino Yasha 1788 Port Carlo Circle | Framington NM 54321 UsA
14 Wiley Widgets 97 Roberts Dr. Nashua NH 03063 UsSA
15 Dominic Kryzwicki 45 Albany Road Maritime RI 08053 usa
16 Rosemary stickler 1205 Huntingdon Ct.  Willow Grove |PA 19090-3705 USA L
Recard: 4 4 |10f35 | b M b g Search L T— »

Book |
Chapter 1

0L0Z ss323y
Buianponu|
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After you set up tables in your database and type in (or import) information,
you can sort the records, select records that match a criterion, and then dis-
play and print the records. You can create new tables, or you can link (con-
nect) to existing tables in other Access databases or in databases created
using programs like SQL Server and MySQL.

Proper design of your tables — choosing how many tables to create and
which fields are stored in which table — is key to creating a usable and
flexible database. Chapter 3 of this minibook includes a step-by-step proce-
dure for designing your database, and Book Il explains how to create tables
and fill them with data.

Quetries for selecting your data

Queries are operations that slice and dice your data to answer specific data
needs. The most commonly used type of query selects data from a table,
perhaps the records you want to include in a report. You can create a
query that shows you all the people in your address book who live in (say)
Vermont, or all those for whom you don’t have a phone number. To create
this type of query, you enter criteria that specify what values you want to
match in specific fields in the tables (for example, VT in the State field to
find Vermonters, or nothing in the Phone Number field to find the phone-
less, or both).

You can also use queries to combine information from several tables. A
bookstore database may store book author names in the Books table and
book ordering information in the Purchase Orders table. A query can pull
information from both these tables — to show (for example) all the Terry
Pratchett novels you ordered for the last month. Queries can also create cal-
culated fields, including totals, counts, and averages.

Another type of query is the action query, which does something to the
records you select — copy records from one table to another, make a
change to all the records you select, delete records you select, that sort of
thing. Crosstab queries help you analyze the information in your tables by
summarizing how many records contain specific combinations of values.

Queries are the way you get useful information out of your tables — and
you’ll probably create zillions of them as you play with your database. Book
[l explains how to create and use queries of all kinds.

Forms for editing and displaying your data

An easy way to enter data, especially into more than one related table, is to
use a form — an Access object that displays information from one or more
tables on-screen. You can have all kinds of fun with forms; for example,
you can



Figure 1-2:
Aform
shows
information
from one
table record
at a time.
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4+ Edit your data or type in new records.

4+ Choose the layout of the table’s information on the form.

4 Specify the order in which your items appear.

4+ Group items together with lines and boxes.

4+ Use pull-down lists, radio buttons, and other types of on-screen controls

for entering and editing data.

Figure 1-2 shows a form for entering names and addresses for the Address
Book table shown in Figure 1-1.

“Z| Customers E3

s’ Customers
> Type: Personal E o

me: Molly Last: Reed

y: Aurora School

2552 123 Main St
ty: Cornwall State/Prov: |CT Zip: 05720

us
o Exemnt

molly@aurora.k12.ct.us

203-989-5555 Exempt_ID:| /1000943

Record: W < Lof7  » M| Search

But why stop there? You can build intelligence into forms, too — program
some smart boxes that automatically capitalize what you type in, or check
your entry against a table of valid values.

After your database goes into production — that is, you use it for its
intended purpose — forms become the most-used Access object. As go the
forms, so goes the database — so Book IV explains how to design, create,
modify, and use forms.

Reports for printing your data

Forms are primarily designed to appear on-screen; reports (on the other
hand) are designed to be printed, as shown in Figure 1-3. Like forms, reports
display information from tables; you get to choose the layout of the infor-
mation. Most reports are based on queries; you use a query to choose the
information that appears in the report. The report design defines the order
in which records appear, which fields appear where, and which fonts, font
sizes, lines, and spacing to use. (Control freaks, rejoice!)

In addition to reports on normal paper, you can create reports for printing

on envelopes, labels, or other media. Access comes with report wizards that
make creating fancy reports easy. It can also print charts and cross-tabulations
(crosstabs) based on the data in your database.

Book |
Chapter 1

0L0Z ss323y
Buianponu|
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[dl customers X

11:11:36 PM

é’ Customers Thursday, October 29, 2009
Last Name

8 Reed, Molly 123 Main St molly@aurora.k12.ct.us Personal

Aurora School Cornwall, CT 05720 1000943

9 Jordan, Young 1042 Mountain Ave  accessguy@gurus.org Personal

Figure 1-3: Weybridge, CT 05721
A report 10 Meg, Amold 14 Overbrook St Personal
Middlebury, CT 05719
lets you put }
11 Zac, Christopher 3 Duane Ct Book Club
Access data Middlebury, CT 05719
on paper. 12 Anna, Tracht 12 Spring St College

Cornwall College  Saratoga, CT 06023 -

You're not limited to printing reports on paper; you can save reports as PDF
(Portable Document Format) and XPS (Microsoft’s equivalent of a PDF) files
for e-mailing or posting on the Web.

Book V covers how to create and print reports, charts, and crosstabs.

Macros for saving keystrokes

Access includes two separate programming languages: one for macros and
a separate one (VBA, or Visual Basic for Applications) for larger programs.
Macros are programs that automate the commands you give when you use
Access; every program in Microsoft Office enables you to write macros to
work more efficiently. For example, you can write a macro that moves the
cursor to the last record in the Orders table whenever you open the Order
Entry form. (What are the chances that you’d want to edit your very first
order? Most of us would be likelier to want to edit the last order or enter a
new order.) Or you can write a macro that moves your cursor to the next
applicable blank in a form, based on the entries you made so far.

After you get some practice at creating macros, you can create buttons on
your forms that run the macros with a quick click. You can also tell your
form to run a macro automatically whenever you move to a field on the
form, or enter data into the field — handy! Access 2010 enables you to assign
a data macro to a field in a table, too, so that you can trigger an action when-
ever your data changes. For example, you can automatically change other
values to match, or validate other data against the values you just changed.

You don’t have to be a programmer to create macros. Access helps you
write them by providing menus of commands. Book VI explains how to
create nifty and useful macros to clean up data entry — and a number of
other items — automatically.
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Modules for writing your own programs Book

Okay, now we come to the serious programming stuff: modules — another Chapter1
term for Visual Basic programs. VBA (Visual Basic for Applications) is a
programming language based on the age-old BASIC language; it’s specifically
geared for working in Access and other Office programs. Macros are fine for
saving a few keystrokes or cleaning up the data you enter in a field, but when
the going gets complex, use VBA.

0L0Z ss323y
Buianponu|

Programming isn’t for the technologically faint of heart. Fortunately, it’s
rarely necessary. But when everything else is done in your database, take a
look at Book VIII for an introduction to VBA programming. Writing small pro-
grams isn’t all that hard — and if you acquire a taste for programming, who
knows what you’ll end up creating!

Essential Database Concepts

Here are the Five Commandments of databases. (Aren’t you relieved there
aren’t 10?). You'll find lots more important rules and guidelines throughout
this book as you discover how to work with various Access objects, but
these five apply right from the start, no matter what kind of database you
are using:

4+ Store information where it belongs, not where it appears. Where you
store information has nothing to do with where it appears. In a spread-
sheet, you type information where you want it to appear when you print
the spreadsheet, but databases work differently. In a database, you
store information in tables based on the structure of the information.
(Don’t worry — Chapter 3 of this minibook explains how to figure out
the structure of your data.) Each piece of information likely appears in
lots of different reports. For example, in a database for an online book-
store, book titles and authors’ names appear on your invoices, purchase
orders, and sales receipts. But the right place to store those book titles
and author names is probably in the Books table, not in the Sales table
or the Purchase Orders table.

4+ Store information as it really exists, not as you want it to appear in
a specific report. This is a corollary to the first rule. If you want book
titles to appear in all uppercase (capital) letters in your purchase
orders, Access can capitalize the titles for you. Store the book titles with
correct capitalization so you aren’t stuck with them in all caps on every
report. Access has built-in formatting options that control the way that
text, numbers, and dates are formatted, as described in Book II, Chapter
1. Functions are also available for more advanced formatting, as you
learn in Book III, Chapter 2.
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4+ Garbage in, garbage out (GIGO). If you don’t bother to create a good,

sensible design for your database — and if you aren’t careful to enter
correct, clean data — your database will end up full of garbage. A well-
designed database is easier to maintain than a badly designed one,
because each piece of information is stored only once, in a clearly
named field in a clearly named table, with the proper validation rules
in place. Yes, it sounds like a lot of work, but cleaning up a database
of 10,000 incorrect records is (pardon the understatement) even more
work. See Book II, Chapter 5 for ways to avoid GIGO.

Separate your data from your programs. If you create a database to be
shared with (or distributed to) other people, store all the tables in one
database (the back end) and all the other objects in another database
(the front end). Then you can link these two databases together to make
everything work. Separating the tables from everything else streamlines
the whole rigmarole of updating queries, forms, reports, or other stuff
later without disturbing the data in the tables. (See Book VII, Chapter 1
for how to separate a database into a front end and back end.)

Back up early and often. Make a backup of your database every day.
With luck, your office already has a system of regular (probably nightly)
backups that includes your database. If not, make a backup copy of your
database at regular intervals, and certainly before making any major
changes. (See Book VII, Chapter 1 for how to make backups.)



Chapter 2: Getting Started,
Getting Around

In This Chapter

1~ Starting Access and opening a database

v Understanding the Access window

v+ Choosing commands from the Ribbon and Quick Access toolbar
v~ Getting around via the Navigation pane

v~ Viewing and working with Access objects

+» Managing your database in Backstage View

1 Saving keystrokes with keyboard shortcuts

Before you can do much with Access, you have to get it installed and
running. If Access isn’t already installed on your computer, see the
appendix for what to do. Then come back to this chapter for pointers on
how to run it and decipher the stuff you see in the Access window.

Running Access

Al

o

Windows usually provides more than one way to perform a task; starting
Access is no exception. To run it from the Start button, click Start and
choose All Programs=Microsoft Office>Microsoft Access 2010 (unless
you've rearranged your Start menu). After you've run it a few times, Access
will probably appear on your Start Menu, so Start=>Microsoft Access 2010
will get it going.

Another way to get the program started is by double-clicking the name or
icon of an Access database in any Windows Explorer window, or pretty
much anywhere else you see files listed. (This method both starts Access
and opens the database you double-click.) Or double-click the Access icon if
it appears on your Windows desktop.

When you start Access without opening a database, the Access 2010
window looks like Figure 2-1, showing Backstage View. When no database is
open, Backstage View shows your choices for opening an existing database
or starting to build a new database. We describe opening and creating data-
bases in the rest of this chapter. If you are running Access for the first time,
see the sidebar, “Choosing whether to update Office automatically.”
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Choosing whether to update Office automatically

The first time you run any Office 2010 program,
you see the Welcome to Microsoft Office 2010
dialog box:

Welcnme s Micioscl (ffics 7010
Help Protect and Improve Microsoft Office

@ U Rescormmencled Settings

Like Windows itself, Microsoft Office can
download and install updates automatically.
Both the Use Recommended Settings and
Install Updates Only settings tell Office up to
receive new updates whenever Microsoft
makes them available. The first option also
enables these features:

v Online help includes information from
office.microsoft.com, where Microsoft
posts updated support information

v QOffice may download and install small pro-
gram files that help diagnose problems.

v+ You are signed up for Microsoft's Customer
Experience Improvement Program, which
enables them to collect anonymous infor-
mation about how you and millions of other
people use Microsoft software, so they can
make new versions even better.

Choose the Use Recommended Settings or
Install Updates Only setting, depending how
you feel about these additional three fea-
tures. Avoid that last setting: The Don't Make
Changes setting prevents you from getting
security updates that you might need for your
computer to stay virus-free.

Available Templates

@& Home

Blank Blank Yeb
Database Database

Figure 2-1: v J
Access's
Backstage
View 8
displays lots i
of options

for creating
anew
database.

Recent Sample

Templates  Templates

Hew from
Existing

Office Online Te...

© Microsoft Access (Technical Preview)

Blank Datahase

File Marme
Databased
CilUsers\MargyADocuments\,

F

Create
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When a database is already open, Backstage View displays information
about the database as a whole — rather than about specific objects in
the database — and the commands that affect the entire database. (See
“Introducing Backstage View” near the end of this chapter.)

Opening a Database

A\\S

Before you can work on a database, you open it in Access. If you have an
Access database, you can open it by using the instructions in this section.
For now, don’t worry about which version of Access it was created in. For
more details on that, see the next section.

Okay, but wait a minute: Before you can open a new database, you have to
create it! If you want to try Access but you don’t have a database to work
with, skip ahead to the “Creating a sample database from a template” section
to try Access with a sample database.

Only one database can be open at one time in Access. If a database is
already open, Access closes it when you open a new database.

To open a database, follow these steps:

1. Click the File tab on the Access Ribbon if you don’t already see
Backstage View (shown in Figure 2-1).

People missed having a File command in Office 2007, so Microsoft
replaced 2007’s Office button with the File tab — it’s in the top-left
corner of all Office 2010 applications.

2. Click Open.

The Open dialog box appears, looking just like the Open dialog boxes
used throughout Microsoft Office (and most other programs).

3. Choose the filename and click the Open button.

You may need to browse to it. Use the icons on the left side of the Open
dialog box to see different folders.

Access opens the database. If you see an alarming security message, check
out the relevant nearby sidebar, “Security Warning: Certain content in this
database has been disabled.”

If you want to open a database that you used recently, the last four data-
bases you opened appear just below Close Database in Backstage View, and
you can click a filename to open it. To see a longer list of your recently-used
databases, click Recent in Backstage View. In Windows 7, to start Access and
open a recently used file, choose Start=>Documents and choose the file from
your Documents library.

Book |
Chapter 2
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Security Warning: Certain content
in this database has been disabled

If you try to open a database containing any
programming (in the form of macros, VBA pro-
cedures, or action queries, which we explain in
later minibooks), Microsoft wants you to know
that you are taking a chance, and displays the
warning:

!) Security Warning  Some active content has been disabled. Click for more details. | Enable Content X

Or, you may see this warning:

Open File - Security Warning =

Do you want to open this file?

5 2010 AIO4DYDatabas e\EDGERL mdb

55 Databise
Fiom W\Quietpeys erverdstabargyiceess 2010 AI04DY

)

[ Open

i “while files from the:
8 rotentialy b
7 apenthis sof

net can be useful, s fi type can
do not trust the sourcs, da not

Before you panic, consider that, unlike viruses
in the real world, computer viruses don't just
happen. A virus is a program that must be
intentionally written by a human to do bad
things and also make copies of itself.

So why the security warning? The warning
appears whenever you open any document
that contains any macros, VBA modules, or
action queries. Access doesn't know whether
the database contains viruses; it just tells you
that programs of some sort — not necessarily
viruses — are in the database. To protect you,
Access opens the database, turns off the capa-
bility to execute code, and displays a warning.

What to do? It depends on where the database
you are opening came from.

v~ If the database is something you down-
loaded from an unknown, dubious source,

leave the database content disabled, and
look around it that way. To be even safer,
close the database, create a blank data-
base, and import the tables, queries, forms,
and reports into it (but no macros or VBA
code).

If the database comes from someone
within your organization whom you trust,
click Open on the Open File Security
Warning dialog box — or click the Enable
Content button on the message bar —
choose Enable This Content, and click OK.
If the file is stored on a networked drive,
you see a dialog box asking whether you
trust the security for this drive — might bad
guys be able to plant virus-infected data-
bases there?

If you created the database and it's sup-
posedto contain macros, VBA procedures,
or action queries, you can prevent Access
from displaying the security message
when you open the database. (See Book
VI, Chapter 1 for how to set Access secu-
rity settings for a database that contains
macros or VBA modules.)

If you have antivirus software, you'd do well to
scan any and all files you download from the
Internet for viruses before you actually open
such files. These days, most viruses spread
through e-mail attachments or files down-
loaded from the Web. Virtually all antivirus pro-
grams automatically scan all incoming e-mail
attachments for viruses before allowing you to
open them. The Internet For Dummies (by John
R. Levine and Margaret Levine Young; Wiley
Publishing) describes viruses, spyware, and
how to avoid them.
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When you work with a database, panes and tabs appear within the Access
window. Exactly what you see depends on the database. A simple database
displays the Navigation pane, described later in this chapter. Some data-
bases display a form and hide the Navigation pane. You can also program
the database to hide the standard Access components entirely (see Book VII,
Chapter 3).

Opening oldies

Access 2007 introduced a new file format for Access, and Access 2010 uses
the same format. (Phew! We're not faced with another new file format!)
Access 2010 and 2007 create . accdb files, while Access 2003 and older ver-
sions saved databases as .mdb files.

Access 2010 can open databases created in Access 2003 and older versions —
in addition, of course, to those created in Access 2007 and 2010. If you create
new fields or objects that use new features in Access 2010, those objects will
not work if you open the database later in an older version.

Saving in a different version

If you know someone with Access 2003 or older who needs to use your
database, you can save it in the Access 2002-2003 format, or even in the
Access 2000 format. Click the File tab on the Ribbon to display Backstage
View, then click Share to see your Database File Types options, which
include Access 2002-2003 Database and Access 2000 Database. You should
not use the new-to-2010 features if you know you need to save the database
in an older format.

1 have that open already!

Access is a multiuser database, which means that more than one person can
open an Access database at the same time. The usual way that this works

is that several computers on a network (usually a local area network in an
office) run Access — and all can open the same database at the same time.
Access keeps track of who is doing what and prevents the users from (virtu-
ally) crashing into each o