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Lesson 1: Open an Existing Database

1. Start Access 2007 from 2start| 5 Al Programs > Microsoft Office >
Microsoft Access 2007. The Getting Started window displays.

(Oa) = Microsoft Access
2, ©
Template Categori
e ing Started with Microsoft Office Access
from Microsoft Office Online N A S YT
d;u:at-n-m Blank Database I e
Persona) Featured Online Templates 2| “'}2})0%&"‘3“(")
2 V [ | ‘ - 1 ~ Z3] %I::\trra:ir;\...\seminarslooo.mdb
L g | Vv iy | Open an existing
S a1 y — P g Z]
S @ — ~ .| database by:
| 2 | Selecting the More
— 2| g = option or by selecting
—
“ ,‘* 9 N 2 Open from the
‘Marketing projects ~_ Projects Sales pipeline Tasks b lﬂ Com mands on the
Ol s : More on Office Online: .
= 20ffice Online Training \Templates \ Downloads Offlce Button .
What's new in Access 20077 .
-~ Alternatively, CTRL+O
accesses the Open
dialog box.
Ready Num Lock \

2. In the Open Recent Database pane on the right side of the Getting

Started window, click once on the = "= tool. The Open dialog
box displays.

3. Navigate to the folder that contains the database and double click on
its filename. In class, open Fall2008.accdb.
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The Access application window changes its display, the database
opens and the database Navigation pane displays.

(0 Hw9-o s Fall2008 : Database [Access 2007) - Microsoft Access -gx
v u ~ .
Y| tome | crate Extematvata DatabaseToals  Acobat « | The Ribbon
) —
2 = K == | = New X Totals 4l “E7 selection 3 Replace
A (RN E==) EEp) g . - i T
E =5 save 7 speliing || 4| 7= Advanced = GoTo
View || Paste 3 - =] E ah Refresh Filter Find
! 7 Bz oA “ | (== all X Delete ~ =5 More L7 ¥ Toggle Filter lg Select
Views | Clipboard = Font Rich Text Records Sort & Filter Find

(@ Security Warning  Certain content in the databsse has been disabled | Options..

All Access Objects v«
Tables ES
Z scademiclevel

Navigation
pane

B Citizenship
EH Eethnicsroup

B Gender

B ProgPlanGpaData

Queries *
1 FrogRlanGpaData_Crosstab-Q
=51 GenderCountByCounty-Q
2 Seniars-PlanGPA-Q

Forms E

E ProgPlanGpaData-F

Reports ES
Id ProgPlanGpabata-R

Ready Num Lock |

4. Click on the tabs of the Ribbon to review each tab.
Hime tab

% '_“"J & Calibri . = r@ = New X Totals =l ? 7 Selection ~ [ﬁ 2l Replace
—':é =8 save ?Spelling il EAd\ranced - = GoTo~

Find
Allv >< Delete = E More ~ ) “ Toogle Filter [} Select -
Rich Text Records Sort & Filter Find

Filter

Views | Clipboard ™ Font (F]

Create tab

% m % = i3 PivatChart @ 2 Labels % @ @

DBIankForm — £ | Blank Report == —
Table Table SharePoint Table Form  Split Multiple

Farm Report ) Report Query Query Macro
Templates = Lists~ Design Form  Items More Forms ~ pasign E Report Wizard pesign || Wizard Design  ~
Tables Farms Reports Other

External Data tab

3 6P CF OF e 57 |56 S

fivp Word % % T % | Discard Changes ~
) % sl

»® XML File P [ Text File 4 Cache List Data
Saved | Access Excel SharePoint o Saved Excel SharePoint PDF Create Manage || Work Synchronize o . . Move to
Imparts List Mare ~ || Exports List or ¥Ps %}More' E-mail Replies || Online &4 Relink Lists SharePoint
Import Export Collect Data

SharePoint Lists

Database Tools tab

ag Run Macro

5 = @ Property Sheet I% Database Documentear @ L_' _’ b% @ Switchboard Manager @
= ]
% E_l,}Create Shortcut Menu from Macro =l Object Dependencies %Analyze Performance -

F Encrypt with Passwaord
Visual

~ Relationshi 5QL A Linked Tabl Mak
Basic ‘2@ Convert Macros to Visual Basic Fiatianships [[] Message Bar AnalyzeTabIe Se%er Da:ﬂc:sasse IRq:nagaere ﬁ'Add-ins = ACEC;E
Macro Show/Hide Analyze Move Data Database Tools
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5. Note the Message Bar. By default, potentially unsafe code is
disabled and this message displays.

l;fl Security Warning Certain content in the database has been disabled Options...

You may choose to leave the content disabled or you may trust the
content.

6. If you choose to trust the disabled content, there are two choices:
a. Trust the database only for the current session by clicking on the

oetiens- | putton in the message bar. A dialog box is displayed.

e Select the option Enable this content.

@ Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  C:\Documents and Settings'rodehav\Desktop'Fall2008. accdb

& Help protect me from unknown content (recommended)

¢ Enable this content

Open the Trust Center Fok Cancel )
¢ Click on OK.
OR
Ver. 2009.03.14 Page 4 pstrain@uakron.edu
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b. Trust the database permanently by saving it to a trusted location

by clicking on the | °"*"- | putton in the message bar. A dialog

box is displayed.

e Click on the centeTustCenter |ink in the lower left corner of the box.
The Trust Center dialog box displays.

@ Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, click Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path:  Ci'\Documents and Settings\rodehav\Desktop'\Fall 2008 accdb

& Help protect me from unknown content (recommended)

¥ Enable this content

oK. Cancel |
)

Open the Trust Center

¢ In the left pane, select Trusted Locations.

Trust Center zlx|
Trusted Locations
——— i X
Warning: &ll these Incations are treated as trusted sources for opening files. If you change or add a lacation, make sure that
the new lacation is secure.
Path [ Deseription [ Date Madified

Macro Settings
Co\ram Files\Microsoft Offics\Oficel ZACCWIZ,  Access default location: Wizard Databases
Message Bar

Privacy Options

Path: C:\Pragram Files\Microsoft Office Officel 2 ACTWIZ,
Description:  Access default location: \Wizard Databases
Date Modifizd:

Sub Folders:  Disallowed
Addnew\matmn.ul Remove | Modify.. |

7 Allow Trusted Locations an my network (not recommended)
I™ Disable all Trusted Locations. Gnly files signed by Trusted Publishers will be trusted

Cancel
g
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e Click Add new location... |

The Microsoft Office Trusted Location dialog box is displayed.

Microsoft Office Trusted Location 2x

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.

Path:

<
<

IC: \Program Files\Microsoft Office\Office 12\ACCWIZY

Browse... |
[ Subfolders of this location are also trusted
Description:
Date and Time Created:  8/8/2007 2:32 PM
oK I Cancel |

Tip-Trusted Location
Microsoft recommends
that you do NOT trust
a location on a
network.

e Below the Path edit box, click on _&e==.. |to navigate to the

drive and folder to be trusted.

e Click OK three times to close all the dialog boxes.

e Select Enable this content and click OK.

e |f necessary, move the database to the trusted location or use
the Save As command on the Office Button to copy it to the

trusted location.
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Lesson 2: Database Objects
Discussion

Objects are the components (pieces) that make up a database. The
common database objects are tables, forms, queries and reports.

Table The basic structure in Access that stores related data
in rows and columns

Form Enables you to view, enter, and edit data in a display
format of your choice

Query A memorized question about the data

Report Stores the design of printed data. Reports are based
on a table or a query.

¥ Tables are the only objects that store data in the database.
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Change t he

Navi

gat.i

on

Paneods

1. Click on the down arrow _"_ in the header of the Navigation pane.

A list displays.

Mavigate To Category
Custom

»  Ohject Type
Tables and Related Views
LCreated Date
Modified Date
Filter By Group
Tables
Queries
Forms
Beports

» | All Access Objects

2. From the top of the list, select the category of Object Type.

3. Click on the down arrow, again.

4. From the bottom of the list, select the group of All Access Objects.
The Navigation pane displays all the database objects by object

type.

All Access Objects @)

5

Tables
j AcademiclLevel

EH citizenship
j EthnicGroup
j Gender

=] ProgPlanGpalata

r

Queries

'ﬁj GenderCountByCounty-Q

= Seniors-PlanGRA-Q

3

- i ProgPlanGpalata_Crosstab-0)

Forms
% ProgPlanGpalata-F

]

Reports
Eﬂ ProgPlanGpalData-F

el
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Lesson 3: Review a Table
Open a Table

1. To open an object, such as a table, double click on its name in the
list in the Navigation pane.
In class, double click on the table named ProgPlanGpabData.

,-‘E;,\\ = ¥ Table Tools Fall2008 : Database [Access 2007 - Microsoft Access - =
:y Hame Create External Data Database Tools Acrabat Datasheet 'Q)
M & Calibri -1t === = :_§||,1T | @ =i New X Totals ‘%l \'C/fSeIeclion' \?a 2ac Replace
— EE] =8 save & speling | %) _ V3 Advanced ~ ; = GoTo~
View )| Paste 7 || (EEREEE [/ -] -|[BE- )= - (== ) Reﬂffh W Delete - S Mare = || 4 Filter 7 Toggle Filter Find l¢ select
views ||Clipboard = Font F] Rich Text Records Sort & Filter Find

All Access Objects v «|| ] ProgPlanGpaData x
Tables 2 ID = Academic (M - Plan Title ~ | Academic Level - Beginning of Term »| Gender ~ |Ethni4
EH AcademicLevel m Junior Workshop Specialist Freshman Male Not S
B citizenship 100201 530608BS Vocational Integrated Business  5th Year Undergraduate Female Whits
B Ethniccroup 100202 540000BS Technical Education Seniar Female Whits
100203 540000BS Technical Education Senior Male Whits
= e 100204 5400008S Technical Education Senior Female Whits
T PragPlanGpabata 100205 54000085 Technical Education Senior Male Whits
- S 100206 54000083 Technical Education Junior Female Whits
EH  ProgPlanGpaData_Crosstab-i 100207 54000085 Technical Education Junior Female Whit:
5 GenderCountByCounty-Q 100208 54000085 Technical Education 5th Year Undergraduate Female Whits
& Seniors-PlanGRA-Q 100209 540000BS Technical Education 5th Year Undergraduate Female Mot S
o p; 100210 540000BS Technical Education Senior Female Whits
100211 54000085 Technical Education Senior Female Whits
El ProgPlanGpalata-F B . _
100212 54000085 Technical Education 5th Year Undergraduate Female Black
Hepols i 100213 54000085 Technical Education 5th Year Undergraduate Female White
@ ProgPiancpapsta R 100214 54000085 Technical Education Freshman Female Whits
100215 540000BS Technical Education 5th Year Undergraduate Female Whit
100216 54000085 Technical Education Senior Female Whits
100217 54000085 Technical Education 5th Year Undergraduate Female Whits
100218 54000083 Technical Education Senior Female Whits
100219 54000085 Technical Education 5th Year Undergraduate Male Whits
100220 54000085 Technical Education Juniaor Female Whits
100221 540000BS Technical Education 5th Year Undergraduate Male Mot S
100222 54000085 Technical Education 5th Year Undergraduate Female Whits
100223 540000BS Technical Education Senior Male Whits
100224 540000BS Technical Education Seniar Male Whits
100295 SANNNNRS Techniral Eduratinn Seninr Pdala Whiti ¥
Record: W < 10f1065 | » M b | & | [search K

Datasheet View Mum Lock | BB @: b
2. Review the table. This is the Datasheet view of a table.
Each column contains a field. Each row contains a record.

Ver. 2009.03.14 Page 9 pstrain@uakron.edu
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3. On the Home tab of the Ribbon, click on the down arrow

of the View tool = -

LEZ Design View

I:Jj Datasheet View
a—
JJ PivotTable View

ﬁﬂ PivotChart View

. A list of Table views displays.

4. Select the Design view. The Design view of the table displays.

| = PlogPlanGpaDatz;\"-\ x
|_ Field Name | Data Type | Description -
i E Text
Academic (Major] Plan Text
plan Title Text The person who creates the table uses
Aoademic evel - Beginning of Tex the Design view to enter the names of
Ethnicerhoun Text the fields, the type of data that can be
Citizenship Text . . .
City Text stored in each field, and properties of
County Text H
Cumulative GPA NMumber eaCh fleld'
I Field Properties I -
GeneralnggkupI
Format <
Input Mask
Caption
Default Value
‘alidation Rule Afield name can be up to 84 characters lang,
Validation Text including spaces. Press F1 far help on field
Required Ma names.
Allow Zero Length Yes
Indexed Yes (Mo Duplicates)
Unicode Compression Ma
IME Mode Mo Cantral
IME Sentence Mode Mone
Smart Tags LI
“< In Access, most objects have at least two views. In one view,
the data displ ays. |l n the second
displays.
Ver. 2009.03.14 Page 10 pstrain@uakron.edu
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View
5.Clickon - @ and select the Datasheet view from the list that
displays.

) o - s Table Toals Fall2008 : Database [Access 2007) - Microsoft Access -2x
L ‘ Home | Create External Data Database Tools Acrobat Datasheet @
% ‘—_‘] ; T . SIS o \I@ = New E Tnta\.s &) 2 Selection - fﬁ 2 Replace
X 3 = save 7 speling || £ W) Advanced ~ = GoTo~
VIEW e « ‘ Byl ”é v”& - ‘é_ E”abj ‘ REAfﬁEvSh X Delete - EHMore- || 3o Filter 7 Toggle Filter Find L Select =
Views ||Clipboard ™ Font ] Rich Text Records Saort & Filter Find |
All Access Objects v « | —] ProgPlanGpaData
Tables % 1] - Academic (A - Plan Title ~ | Academic Level - Beginningof Term ~| Gender - |Ethni
E academicLevel m Junior Waorkshop Specialist Freshman Male Not§
F citizenship 100201 530608B5 Vocational Integrated Business  5th Year Undergraduate Female Whiti
T Ethnicoroup 100202 54000085 Technical Education Senior Female Whiti

100203 54000085 Technical Education Senior Male Whiti
I cender 100204 54000085 | Technical Education Senior Femala Whit
I ProgPianGpabata 100205 5400008S Technical Education Senior Male Whits
Queries * 100206 54000085 Technical Education Junior Female Whit
¥ ProgPlanGpaData_Crosstab-Q 100207 540000BS Technical Education Junior Female Whit
= GenderCountByCounty-Q 100208 54000085 Technical Education 5th Year Undergraduate Female Whits
& seniors-PlanGPA-Q 100209 54000085 Technical Education 5th Year Undergraduate Female Not 5§
o— s 100210 54000085 Technical Education Senior Female Whiti
= 100211 54000085 Technical Education Senior Female Whit
@ ProgPlanGpaData-F . .

100212 54000085 Technical Education 5th Year Undergraduate Female Black
epons 2 100213 540000BS Technical Education 5th Year Undergraduate Female Whit
ProgPlanGpabata-R 100214 54000085 Technical Education Freshman Female Whiti

100215 54000085 Technical Education 5th Year Undergraduate Female Whits

100216 54000085 Technical Education Senior Female Whiti

100217 54000085 Technical Education 5th Year Undergraduate Female Whit

100218 54000085 Technical Education Senior Female Whits

100219 54000085 Technical Education 5th Year Undergraduate Male Whit

100220 54000085 Technical Education Junior Female Whit

100221 54000085 Technical Education 5th Year Undergraduate Male Not S

100222 54000085 Technical Education 5th Year Undergraduate Female Whits

100223 54000085 Technical Education Senior Male Whiti

100224 54000085 Technical Education Senior Male Whiti

100225 SANNONR Tarchniral Educatinn Mala Whit ¥

Record: W 10f1068 | » M b= | WK Mo Filter | [Search |1

»
Datasheet View l Num Lock |i o | | &2
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Navigate in a Table

1. Press the TAB key on the keyboard to move forward a field at a
time.

2. To move backward a field at a time, hold down the SHIFT key, while
tapping the TAB key.

3. Use the navigation buttonsinthel ower | eft corner o
window.

Previous record| |Next record New record

Record: 1 of 1068  » M

First record Current record | |Last record

4. To use the current record area:
e Click to place the cursor in the box.
e Type the row number.
e Press the ENTER key on the keyboard.
The cursor is placed in the selected record.

Ver. 2009.03.14 Page 12 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Access 101: Review a Database The University of Akron

Filter the Records

To see only the records that meet certain criteria, filter the records.
When a filter is in place the records that meet the criteria are shown
and the other records are hidden from view.

In the Datasheet view of a table, the filter down arrows ~ @ are
available to the right of each field name.

Academic Level - Beginning of Term » | Gender ~ EthnicGroup -

The filter features in Access are similar to those of Excel.
1. Click on the filter down arrow for the field by which to filter.

In class, click on the down arrow for Gender. A list of choices
displays.
]| sortatoz
Zl| sortztoa
W
Text Filters 4

(Select All)
{Blanks]
Female
Male

K I Cancel
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2. To select specific field values for the records that you want to see:
e Unmark DOiselecan
e Click to mark the field values that you want to see. Mark as many

values as you want.

e Click on OK. Only the records that meet the criteria (selection)

display.
O

Note that the filter icon is displayed to the right of the field name.
This indicates that a filter is in place and all the records are not

displayed.
3. Review the navigation tools and the area to the right of the tools.

e Note that is displayed. This also indicates that all the
records are not displayed.

e The current record box indicates the total number of records that
meet the filter criteria. In this example, there are 220 records.
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