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Access XP: Step Two — Forms and Basic Queries The University of Akron

Overview

In the first half of this class, you will work with Access form objects. In the second half
of this class, you will work with Access query objects.

You will learn how to:

Create forms for existing tables

Enter and edit data through the form
Find, sort and filter data

Create a select query

Sort data in a select query

Run, change, and delete a select query
Copy and delete database objects

VVVVVYVYVYY
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Lesson 1: Creating Forms

In “Access XP: Step One — Overview and Tables,” you entered data directly into the table
in the datasheet view. You also located, filtered, and sorted data in the table datasheet
view. In this class, you will review an alternative method for entering and viewing the

table data, using form objects.

Forms are frequently used in Access as a way of entering data into the tables or looking

up records in the tables.

One of the easier ways to create a form is to use the Form Wizard.

What you do

What happens

1. Start Access by clicking on the Start
button.
Trace to Programs and Microsoft
Access.
Click on Microsoft Access.

The Access application window opens and
the task pane is displayed on the right side of
the window.
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2. In the task pane, click on Files or

The Open dialog box is displayed.
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What you do What happens
3. Double click to open the Access Class | The Committees 2 database window is
Files folder. displayed.
4. Double Click on Committeesz to g8 Committees? : Database (Access 2000 file for =1O] x|
open that database. BDesn @tlow | X | %2
Chbjecks Create report in Desig
Tables Create report by using wizard
Queries
Forms
=) Reports
@ Pages
2 Macros
W Modules
Groups
EEI Favarites
5. In the database window, click on the | The New Form dialog box is returned.
Forms object button. MewForm 2%
6. In the database window, click on the
B a Form wizard
New button I-:'—rlmq'll\\II B’/ F\flrtrgForlﬁ'lE:r Calumnar
i AutoForm: Tabular
; AutoForm: Datasheet
Create & new Farm without AukoForm: PivatTable
using & wizard. autoFarm: PivotChart
Chart \Wizard
PirvotTable Wizard
Choose the table or query where I j
the ohject's daka comes From:
OF I Cancel |
7. Click on the choice Form Wizard in | The completed New Form dialog box
the list. NewForm 21|
8. Click on the drop-down list arrow
. . . PR
inside the dialog box to choose the =1\ L
table. The form will be related to the o AutoForm: Tabular

table you choose.

Click on Departments.

AutoForm: Datashest
AutoForm: PivotTable
AutoForm: PivotChart

This wizard automatically
creates vour Form, based on
the fields vou select,

Choose the table or query where
the object's daka comes From:

Cancel
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What you do What happens
9. Click on OK. The Form Wizard is started.
| Form Wizard
‘which fields do you want on yaur form?
§§ v g% ‘fou can choose from more than one table or query,

; Tables/Queries

[Tatile: Departments

Selected Fields:

Available Fields:

Cepartment
ey

el

==

Cancel | = Back I Mext = I Einish |

10. On this first page of the Form Wizard,
you choose the fields that you want in
your form. To choose all the fields in
the Committees table, click on the all

button ==_.

Moves highlighted field to
- “ISelected Fields list.
_~Moves all Available Fields to
o Selected Fields list.
IMoves highlighted field from
= 7] Selected Fields back to Available.
o —Moves all Selected Fields back to
Available.

All the available fields are moved to the
selected fields list.

Form Wizard
‘Which fields do wou want on your Form?
§% ——
% L | ‘fou can choose from more than one table or query,

Tables/Queties

|Tab|e: Departments

Available Fields: Selected Fields:

DeptID

]
=
=]
== |

Cancel | < Back I Mext = I Finish |

Mexk =

11. Click on the Next button
12. Leave the default of Columnar.

The second page of the Form Wizard is

returned.

wWhat layout would you like For your Form?

ca
" Tahular
" Datashest
i Justified

Cancel < Back I Mext = I Einish
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What you do What happens
13. Click on the Next button. The third page of the Form Wizard is
14. Leave the default style, Standard, as | returned.
your choice.

What style would you like?

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
Sandstone

Stone
Suri Painting

Label IDala

Cancel | < Back I Mext = I Finish |

15. Click on the Next button. The fourth and last page of the Form Wizard
16. Leave the default name of is returned.
Departments and the default to

‘What title do wou want For your Form?

“Open the form to view or enter o

information.”

That's all the information the wizard needs to create your
Farm,

Do you want ko open the Form or modify the Form's design?

" Gpen the form ko view or enter information,

" Madify the Form's design,

™ Display Help on working with the Form?

Cancel | < Back | [t = | Einish I

17. Click on the Finish button. The completed form is returned.
18. Maximize the Departments form & Depaitments
window by clicking on the P B
maximize/restore button O . i

Department |Ehemi$try

Record: |4| 4 || 111k |b||ne| of 3
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What you do What happens
19. Use the navigation buttons to: Navigation buttons
move to the last record New .
move to the first record Previous record | | Next record recor
move to the next record I l
move to the previous record || Record: 14 1] T 5 Dir#t?
20. Close the Departments form by
clicking on its X. First record Last record
Current record
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Exercise 1: Create a Form Related to the Members Table

What you do What happens
1. In the database window, click on the The New Form dialog box is returned.
Forms object button. New Form 2 x|
2. In the database window, click on the
New button Izg—flml.-\l .ﬁk...’/.f Eflgg:z\’:rl;irdgotljurpnar

AuboForm: Datasheet
AuboForm: PivokTable
AuboForm: PivabChart
Chart \Wizard
PirvotTable wWizard

Create a new Form withouk
using a wizard,

Choose the kable or query where I j

the object's daka comes From:
Ok I

Cancel |

Click on Form Wizard.

4. Click on the drop-down list arrow
inside the dialog box to choose the
table. The form will be related to the
table you choose.

w

Click on Members.

The completed New Form dialog box

| Mew Form 2| x|

AukoFarm: Columnar
L AukoFarm: Tabular
AukoFarm: Datashest
Chart Wizard
PivotTable Wizard

This wizard autormatically
creates vour Form, based on
the fields vou select,

Choose the table or query where [
the ohject's data comes From: E—

5. Click on OK.

The Form Wizard is started.

Form Wizard I

‘which Fields do you want on yvour Form?

You can choose From more than one table or query,

Eg
ES
TablesiQueries

ITahIe: Members K|

Available Fields: Selected Fields:

Cancel | < Back I Mext = I Einish
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What you do

6. Click on the all button il to move all
the Available Fields to the Selected
Fields list.

What happens
Form Wizard

‘Which fields do ywou want on your Form?
§% e
% | ‘fou can choose from more than one table or query.
TablesiCueries
|Tab\e: Members =1
Available Fields: Selected Fields:
. jin]
Lasthame
== | |FirstMame
Tite
P Department
Committes
<
Cancel | = Back I Iext = I Finish |

7. Click on the Next button.
8. Leave the default choice of Columnar.

The second step of the Wizard is shown

with the Columnar layout as the choice.

‘what layout would you like For your Form?

& gnlumnar
 Tabular

" Datashest

£ Justified

< Back I Mext = I Einish |

Cancel |

9. Click on the Next button.
10. Leave the default style of Standard.

The third step of the Wizard is displayed

with the Standard style as the choice.

What style would vou like?

Blends
Blueprint
Expedition
Industrial
Inkernational
Ricepaper
Sandstong

:Standard
Stone
Surmi Painting

Cancel < Back I Mexk = I Finish
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What you do What happens

11. Click on the Next button. The final step of the Wizard is displayed.
12. Leave the default name of Members

and the default Of “Open the form to Yhat tite da you want Faor waur Form?
view or enter information.”

That's all the information the wizard needs to create your
Form,

Do you want o open the Form or modify the Form's design?

' Qpen the Form to view or enter information.

" Modify the Form's design.

" Display Help on working with the Farm?

Cancel | < Back | [dexk = | Finish I

13. Click on the Finish button. The completed form is returned.
14. Review and then close the completed - g o]
Members form. Moo —
LasztM ame IHodehaver
FirztM ame Pam
Title |Software Trainer
Departrment
|CHEM
sac
Cammittes |
Phone |[330] §72-2388
Record: LIL”—l k |>I |He| of 1
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Lesson 2: Enter and Edit Data Using a Form

When you use a form to enter or edit data, you are accessing the records in the related
table. The entries made using the form are revisions to the records in the related table.

What you do What happens
1. In the database window, click on | The Department form in form view
the Forms button. & Departments oy ] 1
2. Double click on the Departments DeptlD [
form to open it. :
Department |I:hem|str}I
Record: Hl 1 || 1k |H |H9| of 3
3. Click on the New Record button | The MCHENG record
ﬂ E3 Departments HEE

Enter the data:

DeptiD: MCHENG

Department: Mechanical
Engineering

Press Shift + Enter to save the
record.

Note the record number.

Close the Department form
window.

Double-click on the Departments
form to open it again.

Use the next record button to
view the records. What is the
MCHENG record number? Why?

DeptlD

MCHEY

IMechanicaI Engineering

Department

Record: |4| Ll || 3k |>||He| of 4

10.

11.

12.

Use the navigation buttons to
locate the record for the Hiking
Department.

Click to place the cursor after the
word “Hiking” in the Department
field.

Type a space and the word Cross-
Country, so that the Department
is Hiking Cross-Country.

The HIKE record

B Departments

=10 x|

et

IHIKE

Department

Record: I4| 1 || N IHI}*I of 4

|Hiking Crozs-Country

Ver. 2003.10.28
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What you do What happens
13. Click on the last record button to | The selected SOC record (row)
move to the SOC record. B2 Departments O] =]

14. Click on the row selector to seleet™

this row. (The blank, gray
rectangle at the beginning of each
row is the row selector.)

15. Touch the delete key on the
keyboard.

16. When prompted, click on Yes to
delete the SOC record.

17. Close the Departments window.

DeptlD IS ac
Department |S ociology

Record: H|4|| 4 *I”I'*I of 4

This prompt is displayed after step 15.

& Microsoft Access

You are about to delete 1 record(s).

If wou click. Yes, wou won't be able bo undao this
Delete operation.
Are you sure you wank ko delete these records?

18. In the database window, click on
the Tables object button.

19. Double click on the Departments
table to open it in the datasheet
view.

20. Note that the changes you made

Chernistry
Hiking Cross-Country
MCHERS hechanical Engineering

using the form are made in the [ |
table.
21. Close the Departments window by
clicking on its X.
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Lesson 3: Find, Sort and Filter Data in Forms

In Step One — Overview and Tables, you learned how to locate a particular record, sort
the records into an order based on one field, and to view only records that met a criterion
that you established. All of these skills were acquired while using the datasheet view of a
table. In this lesson, you will use Forms to perform those tasks. The steps remain the
same for a form as for a table.

Finding a Record in a Form

What you do What happens
1. In the database window, click on the
Forms button. ES Members =101 x|
2. Double click on Members to open the o 1
form in the form view. Lasth ame |Fodehaver
Firzth ame |F'am
Title |Software Trainer
Department
CHEM
sac
Committes |
FPhone |[33IJ] 9722388
Record: 4] 4| 1 | er|e#| of 10
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What you do

What happens

You will locate particular records by

LastName.

3. Click in the LastName field. Access
can either search all the fields in the

Smith as LastName for Whole Field with

Match Case

Find and Replace

Find I Replace

2

table of the active field, where the

. Find twhat:  [Smith | | Endnext
cursor is located. —
4. Click on the Find tool (binoculars) in o 'FTTZ'
the toolbar or press Ctrl + F. o I

5. In the Find and Replace box: i)
Find What: Smith
Match: Whole Field
Search: All

Match Case: (checked)

Additional options are available at the
down arrows, when you are
customizing a search.

6. Click on the Find Next button to locate
the first record with the LastName
whole field value Smith. Click again to
find the next matching record.

7. Change the find instructions. In the Smith as LastName for Start of Field

Match field, click on the down arrow f 21
and choose “Any Part of Field”. e
. . Find twhat:  [Smith =] [ Endnex
8. Click on the Find Next button to locate
the first record with the Smith ;W:# Lsthene | _
anywhere in the LastName field. Use o F
the Find Next button to locate the other g (2

matching records.

9. Click on the Cancel button to close the
Find and Replace box.

The database window is displayed.
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Sorting Records in Forms

What you do

What happens

1. Click in the field by which you
will sort. In this example, click in
the Title field.

2. Click on the ascending sort

A
tool 24 (A-Z) or descending sort

tool al (Z-A\) in the toolbar.

3. Use the next record button 2l to
see that the records are in
alphabetical order by the Title
field.

The records are alphabetically ordered in the
Title field.
=10l %]

E] Members

4 0] 1

[Srith-Brrovan

LastMame

Firsth arme

[Miguel

Title

Department
CHEM
HIKE

socC

Committes [PROSCH

|[33EI] 372-787

Record: 14 1 e r1e#|cf 10

Phiate

Filter Data in Forms

What you do

What happens

You will filter the records to only see the
PROSCH Committee members using filter
by selection.

1. Use the navigation buttons to locate a
record with PROSCH as the field value
for Committee.

Click in that field. This is the selection.
3. Click on the filter by selection tool

N

W
“_ in the toolbar.

4. In the Members form window, note the
record navigation area. It indicates that
you are viewing
1 of 2 records (filtered). The records
are filtered.

5. Click on the next record button = to
see the second record.

The record navigation area after the filter is
applied
| Record: I4| 1 || 1/ ¥ |H |H9| of Z (Filtered)
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What you do What happens
6. Switch to the datasheet view by The datasheet view
clicking on the down arrow to the S rembers =101

| Department Committee

(330
PROSCH (330

right of the view tool B - | in the
toolbar and selecting datasheet view.

7. Switch back to the form view by
clicking on the down arrow to the
right of the view tool and selecting
form view.

8. Click on the remove filter tool ¥ | in
the toolbar to display all the records.

9. Close the Members form by clicking
on its X. Record: 14| [[T 1 _» |»1[r#| of 2 cFikered)

Erembers

4 [} I 2
Lasthame |S chmoe
FirstM ame IJoan
Title IProfessor
Diepartment
CHEM
HIKE
MCHEMG

Committee: I HME

Phote |[330] 9721234

Record: I<| 4 || 1 » |N |>*| of Z {Filtered)
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Lesson 4: Create a Select Query

Queries are programs that ask a question of the database. The data needed to answer the
question can come from one table or several related tables. Obtaining the answers to
queries and printing reports are common reasons to maintain a database.

You can memorize (save) your questions, so that answers to frequently asked questions
are a double click away.

There are several types of queries in Access. This class will cover the basic select query,
where specific fields and records are retrieved and displayed from one or more tables.

Select Query Based on One Table

What you do What happens

1. In the database window, click on the | The New Query dialog box is displayed.
Queries object button. : 2
2. In the database window, click on the

'-' S I Wizard
NeW button. B'/ Crosseti Quyeryliairzard

Find Duplicates Guery Wizard
Find Unmatched Query Wizard

Create a new query without using
a wizard,

oK | Cancel
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What you do

What happens

3. Inthe New Query box, Design View
is selected. Click on OK.

The Query-By-Example (QBE) window is
returned. It is called Query-By-Example,
because you create an example of your
question (query) in this window. Access then
creates the program that asks your question.
The program is created in SQL (pronounced
sequel).

51 Qumy] ; Selnct Duay vl

r

By

The Show Table box is also returned and is on
top of the Query window. The Show Table
box has three pages: Tables, Queries, Both. A
query can be based on a table, several related
tables, or on another query. In the Show Table
box, you can choose the table(s) or query on
which to base this new query that you are
creating.

4. Click on Members in the list. Then
click on Add.

The Members Table field list is added to the
top pane of the Query window.

Ver. 2003.10.28
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What you do

What happens

5. Click on the Close button in the
Show Table window.

The Show Table dialog box is closed and the
Query window is displayed.

NOTE: To delete a table from the Query, click
once on the Table’s field list. Then, press the
delete key on the keyboard.

To add a table to the Query, click on the Show
Table tool in the toolbar.

6. Choose the fields that you want to
include in your query. There are
several ways to choose.

Double click on LastName to
choose it. LastName will appear in
the grid in the lower pane of the
window.

Place your mouse pointer on

FirstName. Drag and drop it on the

grid in the second column.

Click in the Field row (first row) of
the first available blank column. The

down arrow appears. Click on the
down arrow and select Phone.

The Query window is displayed with your
choices. The LastName, FirstName and Phone
fields have been selected from the Members
table.

B e secz woery a1

Ver. 2003.10.28
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What you do What happens

7. To run the query, click on the Access writes a program that asks your
question (query). The results are displayed.
The results in a query are called a dynaset.
|

E=E Queryl : Select Query

'
run " tool in the toolbar.

_ | LastName FirstName Phone
id Pam (330 972-2388
__|Schmoe Joan (3307 9721234
__ | Smith tark (330 972-0000
__|Smith Adele (330 972-0101
__|dJones Raobert (330 972-0222
__|Hamis Juan (3307 972-1595
_ | Gonzales-Smitk Mary

_|WWyszynski Sara 330y 972-2389
_ |Lee James

_ | Smith-Brown  Miguel (330 972-7391

Record: 14| <[] 1 _» | ri[v#]of 10
= :

To print the dynaset, you can click on the
printer tool in the toolbar.

. =
8. Click on the view L tool in the
toolbar to return to the Query

window.
9. To sort the records by LastName, Derartnent
click in the Sort row in the Committes J
LastName column. o
10. Click on the down arrow and choose
Ascending. Lo e Forbors e
11. To sort the records by FirstName TR Astendng_ Astendng_
when the LastName field value Crieria
matches in records, click in the Sort .
row in the FirstName column.
12. Click on the down arrow and choose
Ascending.
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What you do

What happens

13.

'
Click on the run __*_ tool.

The query results are displayed in order by
LastName, then FirstName.

|
k=8 Queryl : Select Query

_ | LastName FirstName Phone
AL onzales-SmitHERERY

__|Harris Juan (3300 972-1595
_|Jones Robert (3300 9720222
_|Lee James

__|Raodehaver Parmn (3300 972-2388
__|Schmoe Joan (3309 5721234
__|Smith Adele (3300 972-0101
__|Bmith hark (3300 972-0000
__|Smith-Brown  Miguel (3300 9727891
_|'Wyszynski Sara (3300 972-2389
*

Recard: 14 4 || 1 _» | rife#|of 10
= :

14.

15.

Click on the View i “tool to return
to the Query window.

Click on the Save tool to save
the query. You are saving the
question, not the answer!

IMemI:nersPthes-Q
Cancel |

16. In the Save As box, name the query
MembersPhones-Q.
17. Click on OK. The query is saved.
18. You will change the query and save | The query window with the phone column

it with a different name.

To delete a field from the grid, place
the mouse pointer at the top of the
column to be deleted. In our
example, use phone.

The pointer will look like a black,
downward pointing arrow. Click to
select the column.

Press the delete key on the
keyboard. The phone field is deleted
from the grid.

selected

A MembersPhones : Select Query

L}

Hn
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What you do What happens
19. Add the Committee field to the The query window with Committee listed first

grid.
20. To move the Committee field to be
the first field in the grid, click at the
top of its column when the mouse
pointer looks like a downward
pointing arrow.

With the column highlighted, place Field: 8 LastHlame Firstfiame

R Table: | Members Mermbers

yOUI’ mouse pOIntEI’ at the tOp Of the Sork: Ascending Ascending
Shaw

column. When the mouse pointer Crteia
looks like the white arrow, drag and
drop the column in front of the
LastName column.

Access reads and processes the sort
(NOTE: When dragging the column instructions from left to right. Be sure that the
you will see a heavy black line that " | first sort to make is read before the second sort

represents where the column will be | {0 Make.
dropped. Let go of the mouse button
when the heavy black line is where
you want to place the column.)

21. Choose an ascending sort for the The QBE window after step 21.
Committee field.

[
L

Firsthlame o

Title

Department
Committes
Phone =

Field: [Camnittee Lastharne Firsthlame
Table: [Members Members Members
Ll scending x| Ascending Ascending
Show:
Criteria:
of:

22. From the menu, click on File, Save

As to save the query with a different 21x
name. Save Query MembersPhones-Q' Tao: IT'
23. Name the query |Cornmitteetembers-Q Cancel
CommitteeMembers-Q. ne Q
24. In the As edit box, accept the default | o= =]
of Query.
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What you do What happens
25. Click on OK. The query is saved.
The query results are displayed.

'
26. Click on the Run__* _tool to run

the query. Caommittee LastMame Firsthame
nd Jones Robert
- Fodehaver Pam
- Srnith Adele
| |FACDRT Harris Juan
| |FACORT Lee James
| |FACORT Srnith hark
| |PROCON Gonzales-Smitk Mary
| |PROCOM Yiyszynski Sara
. |PROESCH Schmog Joan
| |PROSCH Smith-Brown  Miguel

Record: I4| 4 || 1k |H |HE| of 10

27. Close the Query window by clicking | The database window is displayed.
on its X.
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Run a Saved Query

After a query is created and saved, you can double click on its name in the Query objects
list to run it. A query is a saved question. Every time that you run the query, it looks at
the table(s) and shows the current results.

What you do What happens
1. Click on the Queries object button to The query results are displayed.
view the list of Query objects.
2. Double click on Committes LastMame FirstMame
CommitteeMembers-Q to run the id Jones Raobert
uer - Rodehaver Pam
query. B Srmith Adele
3. Review the query results. FACORT Harris Juan
| |FACORT Lee James
| |FACORT Srith Mark
| |PROCON Gonzales-Smitk Mary
| |PROCOMN Wyszynski Sara
| |PROSCH Schmoe Joan
| |PROSCH smith-Brown  Miguel
Record: Iil 4 || 1k |H |H6| of 10
4. Close the results window by clicking The database window is returned.
on its X.
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Lesson 5: Copying and Deleting Access Objects

Copy an Access Object

For many reasons, you may want to copy an object. Perhaps you will be deleting records
from a table and are concerned that you may make a mistake and lose data. The copy

process is similar with all Access objects.

What you do

What happens

In this example, imagine that you want to

edit the data in a table, but you are worried

that you may make an error. You decide to

copy the table before making any changes

to the data.

1. Click on the Tables object button to
display the list of tables.

2. Place your mouse pointer over the
Members table and right click.

The Members table is highlighted in the
list. The shortcut menu is displayed.

{E Committees? ; Database (Access 2000

=10l x|

open [ Desion mhew ¥ o T =
ol Design 7= b S - R =

Objects ﬁ] Create table in Design view
Tables ﬁ] Create kable by using wizard
Ruies ﬁ] Create kable by entering data
= Committees
E8  Forms

Departments
i) Reports W—
Qpen

'ﬂ Pages Eﬁ =P

g Design Yiew
3 Macros

& Print
& Modules

@_ Print Previaw

Groups Aé, cut

[#] Favoribes Copy

Save As..
Export...
Send To 3
Add to Group 3
Create Shorkcut. ..

¥ Delete
Rename

Properties

3. Trace to and click on Copy.

Windows is holding the copy of the
Members table object in the Clipboard.
Your display does not indicate this.

The shortcut menu is no longer displayed.
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What you do

What happens

4.

In the “blank” area of the database
window, below the list of Query
objects, right-click.

§E Committees? ; Database (Access 2000 file for =13 x|
aew | ¥ 2 [EE]E
Objects ] cCreate table in Design view
| Tables ] Create table by using wizard
=R .
@ Gumies #|  Create kable by entering data
Committees
EE F
. o Departments
B Reports Membersi
@ Pages
8 Macros
i Modules
Sroups e 4
@ Favorites Arrange Icons 3
% Import...

The shortcut menu is displayed.

+E Link Tables...

IB Paste

Bfg Relationships...
ﬁ ‘izual Basic Editor

5. In the shortcut menu, trace to and click | The Paste Table As box
on Paste. Paste Table As 7] x|
6. In the Paste Table As box, enter aname | .. e,
for the copied object. In this example, [Memberscopy10-26-03
enter Mem bersC_:opytodaysdate : paste Options Cancel |
7. Under Paste Options, Structure and  ctructuro O
ruckure Only
Data should be selected. - )
8. Clle on OK Structure and Data
" Append Data to Existing Table
9. Note that the Copy Of the Table Object 86 Committees2 : Database (Access 2I:l fi I =] |
is on the list. ot | X | [l
Obijects Create kable in Design view
| Tables [F] create table by using wizard
B Queries [#] create table by entering data
Committees
IFETES Departments
B Reports Members
%] Pages MembersCopy10-25-03
2 Macros
& Modules
Groups
@ Favorites

NOTE: It is important to know that if an object is related to another object and you
rename one of the objects, Access usually does not recognize the original relationship
between the objects. You will need to reestablish the relationship.
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Delete an Access Object

It is recommended that you use the Windows Explorer or My Computer to copy the
database before you delete objects. A deletion made in error is correctable if you have a
recent copy of the database. In Access, deletions of objects usually may be “undone” with
the undo tool in the toolbar. It is best to be prepared to restore the data/objects from a
copy of the database if necessary.

What you do What happens
1. Place your mouse pointer over the | The shortcut menu is displayed.
table MembersCopytodaysdate 8 Committees2 : Database (Access 2000 f a =10l x|
and right click Goren b Deson tiew | X | %o - [EE]2E
. Objects I?] Create bable in Design view
I?] Create bable by using wizard
B Queries ﬁ] Create bable by entering data
Committees
Forms Departments
B Reports Members
‘g Pages ‘!‘E;""
O Macros &_f, Design Yiew
W Modules =
Groups Ib. Print Preyview
(%] Favorites #ocue
Copy
Save fs...
Export...
Send To 3
Add to Group 3
Create Shorkcut...
¥ Delete
Rename
Propetties
2. Trace to and click on Delete. A warning message is displayed.
3. You are asked to confirm the i & )
deletion. To confirm the deletion, Microsoft gclcess he tabl
. . Do you want to delete the table
cl!ck on Yes. If you are not certain, MembersCopy 10-28-03"2
click on No. , , .
For more information on how 1o prevent this message
. . from displaying every time you delete an object, click
In this example, click on Yes. Help.
@& Help
(]
. v
N
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What you do What happens

4. Review the list of Query objects The copy of the table is deleted and then
and note that the restored.
MembersCopytodaysdate table is
deleted.

5. Undo the deletion by clicking on
the undo tool ﬁ in the toolbar.

6. The MembersCopytodaysdate table
is undeleted and appears on the list.

Access XP displays a list of the 20 most recent actions that you can undo. These actions
are listed on the Undo tool at its down arrow.

Please note that when you are working with individual records in the Table
datasheet view, Query datasheet view or Form view, only the last change can be
reversed. If you have already saved changes to a current record, Undo Saved Record
from the Edit menu can undo the last change.

The Undo command works in different ways, depending on the view in which you
are. Search for “Undo Changes” in help for more information.
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