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Lesson 1: Open an Existing Database 
 

1. Start Access 2007 from  > All Programs > Microsoft Office > 

Microsoft Access 2007. The Getting Started window displays. 

 
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. 

  

Open an existing 

database by:  

Selecting the More 

option or by selecting 

Open from the 

commands on the 

Office Button. 

Alternatively, CTRL+O 

accesses the Open 

dialog box. 
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The Access application window changes its display, the database 

opens and the database Navigation pane displays. 
 

 

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

Home tab 

 
Create tab 

 
External Data tab 

 
Database Tools tab 

 

Navigation 

pane 

The Ribbon 
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5. Note the Message Bar. By default, potentially unsafe code is 

disabled and this message displays. 

 
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 

 button in the message bar. A dialog box is displayed. 

 Select the option Enable this content.  

 

 Click on OK. 

OR 
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b. Trust the database permanently by saving it to a trusted location 

by clicking on the  button in the message bar. A dialog 

box is displayed.  

 Click on the  link in the lower left corner of the box. 

The Trust Center dialog box displays. 

 

 In the left pane, select Trusted Locations. 
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 Click .  

The Microsoft Office Trusted Location dialog box is displayed. 

 

 Below the Path edit box, click on  to navigate to the 

drive and folder to be trusted. 

 Click OK three times to close all the dialog boxes. 

 Select Enable this content and click OK. 

 If 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. 

 

  

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

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

A list displays. 

 
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. 
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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 ProgPlanGpaData. 

 
2. Review the table. This is the Datasheet view of a table. 

Each column contains a field. Each row contains a record. 
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3. On the Home tab of the Ribbon, click on the down arrow  

of the View tool  . A list of Table views displays. 

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

 

In Access, most objects have at least two views. In one view,  

the data displays. In the second view, the objectôs design 

displays.   

The person who creates the table uses 

the Design view to enter the names of 

the fields, the type of data that can be 

stored in each field, and properties of 

each field. 
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5. Click on  and select the Datasheet view from the list that 

displays. 
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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 buttons in the lower left corner of the tableôs 

window. 

 

 

 
 

 

4. To use the current record area:  

 Click to place the cursor in the box.  

 Type the row number.  

 Press the ENTER key on the keyboard. 

The cursor is placed in the selected record. 

 

  

Previous record Next record New record 

First record Last record Current record 
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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. 

 

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. 

 

  



Access 101: Review a Database  The University of Akron 

Ver. 2009.03.14 Page 14 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

2. To select specific field values for the records that you want to see: 

 Unmark  . 

 Click to mark the field values that you want to see. Mark as many 

values as you want. 

 

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

display. 

 
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. 

 

 Note that  is displayed. This also indicates that all the 

records are not displayed. 

 The current record box indicates the total number of records that 

meet the filter criteria. In this example, there are 220 records. 

  


