Get to know Access



Course contents

- S ——————

Overview: Make your data work for you
Lesson 1: Access manages data
Lesson 2: How does Access 2007 work?

Lesson 3: Looking good with forms and reports

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Make your data work for you

e

Databases may have once been hard
g L to understand, but not anymore.

— Access 2007 makes it easy to manage
data by giving you a set of ready-made
database templates. All you have to do
IS download and start.

This course explains the advantages
of Access compared to other ways of
working with data. It shows you how to
find and use the new database
templates, and it takes you on a quick
tour of a database.
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Course goals

e -

Learn the benefits of Access 2007 compared to workbooks
or lists.

Find and download an Access 2007 database template.

Learn to identify the main parts of a database.
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Access manage




Access manages data

ﬁf" - Access manages

A D “ u m be r data. All kinds of data.
jects | From customer
contacts, billing hours

- and inventory to diet

C h ICa 9 O and exercise records,
household expenses,
and lists of collectibles

Family budget
,i.g / g and prices.

And it's easy to get started — just download a ready-
made database template. Start typing, and you've got
your data under control.
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Tables organize data

)
If you’ve got data,
; o
Title - | First Name -  Last Mame - E-mail Address yOU ve gOt IIStS
M s. Pernille Halberg Pernille@cohovineyardandwinery.com| 555-0
Rajesh Patel Rajesh@consclidatedmessenger.com | 555-0

Sang lin Hong Sanglin@wingtiptoys.com Access turns those
Catherine Boeger Catherine@treyresearch.net |IStS |nt0 tab | es.

Todd Rowe Todd@fourthcoffee.com

Jan Kotas Jan@southridgevideo.com
Rebecca Laszlo Rebecca@lucernepublishing.com
Kate Taneyhill Kate@cpandl.com

Adam Trukawka Adam @tailspintoys.com

Chris Gallagher Chris@litwareinc.com

Tables are organized by items in rows, and by
categories in columns.

Access calls rows records, and it calls columns fields.

Get to know Access 2007




Tables organize data

)
If you’ve got data,
; o
Title - | First Name -  Last Mame - E-mail Address yOU ve gOt IIStS
Pernille Halberg Pernille@cohovineyardandwinery.com| 555-0
Rajesh Patel Rajesh@consclidatedmessenger.com | 555-0

Sang Jin Hong Sanglin@wingtiptoys.com Access turns those
Catherine Boeger Catherine@treyresearch.net |IStS |nt0 tab | es.

Todd Rowe Todd@fourthcoffee.com

Jan Kotas Jan@southridgevideo.com
Rebecca Laszlo Rebecca@lucernepublishing.com
Kate Taneyhill Kate@cpandl.com

Adam Trukawka Adam @tailspintoys.com

Chris Gallagher Chris@litwareinc.com

Organization is what makes Access so effective. Here,
the record for each employee includes such fields as last
and first name, e-mail address, job title, and so on.

You can use the tables already created in an Access
template, or choose yourself what you need to include.
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Tables have relationships

—
- n

- Access is different
D | Project =-|  Tile | Prioty | Staws | Cost  [ENOCICINRI-HIMIEEE
* 1132 ar . Progress report  (2) Normal Not Started $0.00 related tabl es.
T
iD_ ¥ -| Project Name - | Owner - | Category ~-| Prioity - | Status It's designed so that
* Salary reviw RPatel Payroll (2) Normal Not started one tabl e can fln d an d
ETT use data in another

D -&&_ompany - | LastMame - First Name - E-mail Address - table

* RFatel Consolidated Fatel FHajesh rajesh@consolidatedmessanger.com
Messenger

That way, when you keep track of work items, for
example, there’s no need to type employee names or
project names that you've already stored.
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Tables have relationships

= The picture shows

D - Froject - Title * | Priority - Status - Cost th'S
*| 1132 ar Progress report (2) Mormal Not Started $0.00

j Prujects-..\"-.,._
1D ~| Project Name -~ Owner ~ | Category =~ | Priority - | Slatus
* Salary review RPatel Payroll (2) Normal Mot started

j Emplu]rees-""'-.
ID -8 _ompany - | Last Name - | First Name - E-mail Address -

* RFatel Consolidated Fatel FHajesh rajesh@consolidatedmessanger.com
Messenger

You enter a new task in the Tasks table. As part of that,
you select a project number from the Project field, which
uses data from the Projects table.
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Tables have relationships

. zzz| Taslr.s-.""-.,__
ID -~  Project - Title +  Priority - Status d Cost
*| 1132 ar Progress report (2) Mormal Not Started $0.00

j Prujects-..\"-.,._
1D ~| Project Name -~ Owner ~ | Category =~ | Priority - | Slatus
* Salary review RPatel Payroll (2) Normal Mot started

j Emplu]rees-""'-.
ID -8 _ompany - | Last Name - | First Name - E-mail Address -

* RFatel Consolidated Fatel FHajesh rajesh@consolidatedmessanger.com
Messenger

The picture shows
this.

Also, the Owner field in the Projects table uses data
from the Employees table, and that means the Tasks
table and the Projects table both know which employee
the work is assigned to.

In turn, that helps you know who the work is assigned to.
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3] Customer Details

s Elizabeth Andersen

General | Orders

COrmpary Wingtip Toys

Data looks good in forms and reports

i

i Quarterly Sales Repult-""'-.~l

Quarterly Sales Report

Q2 2006

Mancy Freehafer $2,620,50  $1,588.50

$0.00

Primary Contact 3 40,00

First hame Elizabeth Mariva Sergienko % $200,00
Andersen Michael Meipper $0.00

Fobett Zare 43 $0.00

Last Marme
Job Title Purchasing Rep

#nne Hellung-Larsen $ 3 $0,00
Phone Numbers $18,975.25  $1,788.50

Another Access
advantage: It makes
data easy to see.

Lists and worksheets can be hard to read. They go up
and down, back and forth, over and over.

In contrast, Access forms and reports let you show only

the data you need, with the look you like.
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Is Access right for you?

—

T
At

i ~ Will my data go into tables?

Al =

Will I use the data again?

The power of Access
IS the power of data. If
your data isn’t suited
for organizing in
tables, or if nobody
will look at it again,
Access won't make it
more useful.

But even daily shopping lists, if you store them, will help
you plan your budget. And a simple Access form can
help a business give a discount to regular customers
without making them stamp loyalty cards.

That's why Access is worth getting to know.
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Suggestions for practice

- S ——————

Look at a database table.
Look at a database form.

Look at table relationships.
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How does Access 2007 work?

Even if you've never
. used Access bhefore,
Business )
o cinece you can be working
From M;crusufl: Office Online - Wlth your OWﬂ ACC@SS
Education g .
f minutes or less.

Template Categories

Personal

Sample

Mon-profit =, ; If you have, yOU,re In
for a surprise.

New for Access 2007, the Getting Started page has
lots to offer.

You'll find featured templates, links to all the Access
2007 templates, and links to useful Office Online stuff
like video demos.
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How does Access 2007 work?

Even if you've never
. used Access bhefore,
Business )
o cinece you can be working
From M;crusufl: Office Online - Wlth your OWﬂ ACC@SS
Education g .
f minutes or less.

Microsoft Access

Template Categories

Personal

Sample

Nor-profit —, : If you have, yOU,re N
for a surprise.

You'll see the Getting Started page when you open
Access 2007.

After you've opened a database, you can return to the

Getting Started page at any time by closing the
database.
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Take It easy, make It easy: templates

Business * Also new for Access
P 2007, database

| ' templates mean that
you can start a
database in moments,
without having to
design and create |it.

Popular useful databases are provided for you. They're
free, they’re built for the purpose, and new ones keep
getting added to the Getting Started page.

The picture shows the page.
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Take It easy, make It easy: templates

Business * Also new for Access
P 2007, database

] - templates mean that
you can start a
database in moments,
without having to
design and create |it.

After you open a database template, you can easily start
entering data.

You can also adapt it to suit yourself, or expand its
capabilities by adding a new table or another form.
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Getting started Is a breeze

= ContactList | | | When you first open
/8z]) Contact List them, most templates
= NewContact  EaCollect Data B Add From Outlook  (JA E-mail List d ISpIay a form.

I - | First Mame -~ | LastName - E-mail Address ~ | Business Phone
4/ Dan Bacon d.bacon@northwind.com

1| Kari Hensien k.hensien@northwind.com Usua”y’ It S the form
2 Qin Hong g.hong@contoso you’” use the most

5 Reto Katch
2/ Tom Perham
Total

You get started with your new database by entering data
in that form. That's really all it takes to get started —
download the database and start typing.
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Getting started Is a breeze

=5 ContactList | The picture shows a
/82 Contact List typical form with some
-‘ ew Contact ZpCollect Data  [£3" Add From Outlook ||j|d E-mail List n eW da.ta-

ID ~ | First Mame ~ | LastMName - E-mail Address

~ | Business Phone
4 Dan Bacon

d.bacon@northwind.com

1| Kari Hensien k.hensien@northwind.com
3 Qin Hong g.hong@contoso
5 Reto Katch
2/ Tom Perham
Total

Each form is custom tailored for its template, and it’s
easy to see how they save you a lot of time.

But don’t stop there. Access has some other tools that
let you take charge of your new database.
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See your database: the Navigation Pane

After you open a

. database template,

JZ] TaskDetails : _ the Navigation Pane
A Task Lis shows you what’s
Inside it. The pane
lists the tables, forms,
reports and other

Tables : 5| TaskList
'j Contacts

Mavigate To Category h L . 5
T Fiters Faske Novioation Task objects in a database.
5 Tasks v Object Type Lr" 3 = -j

Forms :

The Navigation Pane is also where you go in order to

use an object — to open a form and enter data or run a
report.

The Navigation Pane puts every database object right in
front of you.
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See your database: the Navigation Pane

Let’s take a quick tour.

+-2| Task Details
JEE] Task List

Tables

EH cContacts Navigate To Category

T e /| Task

Tasks Navigation
j Tasks

Forms

==] Task List

~ - |
v Object Type Lr‘ J =
"y

@ ifthe Navigation Pane is closed, open it by clicking the
Shutter Bar Open/Close Button.
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See your database: the Navigation Pane

Let’s take a quick tour.

+-2| Task Details

JEE] Task List

Tables : 5| TaskList
'j Contacts

EH Filters
j Tasks

Forms

Mavigate To Category " Tas k

Tasks Navigation

~ - 5
+ | Dbject Type Lr‘ o =
"y

@® \When you first open a database template, it may display
shortcuts to your database objects. You can tell by the
little arrows next to each icon. If you want to work with

the objects themselves, click the bar at the top of the
Navigation Pane and...
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See your database: the Navigation Pane

Let’s take a quick tour.

+-2| Task Details
JEE] Task List

Tables

EH cContacts Navigate To Category

T e /| Task

Tasks Navigation
j Tasks

Forms

==] Task List

~ - |
v Object Type Lr‘ J =
"y

® ...select another category from the menu. Object Type
IS a good all-around category because it shows you

everything in your database. After you select a
category...
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See your database: the Navigation Pane

Tasks Mavigation /;[ | Let’S take d qU|Ck tOU r.

E
Tasks

+-2| Task Details

JEE] Task List

Tables
'j Contacts

EH Filters
j Tasks

Forms

Mavigate To Category

Tasks Navigation

-y
Object Type Lr‘ J
'y

® ...your choice appears in the bar at the top of the
Navigation Pane, so you always know how your objects
are organized. And don’t worry. If you don't like a

category, just open the menu and select a new one at
any time.
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Home Create External Data Database Tools

i3 Pivotchart == | fe==| 3

e — 3 )

- j Blank Form L i il

Table Table SharePoint Table Form  Split  Multiple Form Report -
Templates *  Lists~  Design Form  Items :'%Nh:nrch'rms*DE;ign =]

Tables Forms

Contacts

=[ Contac Details

& Contact List

Contact List Mew Contact Collect Data via Email  Add From Qutlo

Contact Address Book IDD ~| LastMame ~ | First Name - E-mail 2
Contact Phone List ¥ [New)

Command your database: the Ribbon

The Ribbon at the top
of every screen shows
you all the commands
for working with a
database.

On the Create tab, for example, you'll find the
commands to create new tables and other database
objects. You'll use the External Data tab when you want
to import or export data.
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Home Create External Data Database Tools

i3 Pivotchart == | fe==| 3
== g .
i jE‘-Iank Farm [au] = EJ
Split  Multiple Form o
Form  Items :’%Mnre Forms ~ Design Ej\

Forms

Table Table

Templates =
Tables

SharePoint Table
Lists = Design

Form

Contacts

=[ Contac Details

& Contact List

Collect Data via Email  Add From Qutlot

E-mail 2

Contact List Mew Contact
I -

¥ [New)

Contact Address Book Last Mame ~ | First Name -

Contact Phone List

Command your database: the Ribbon

The Ribbon at the top
of every screen shows
you all the commands
for working with a
database.

Each Ribbon tab contains its own groups, and each
group contains the commands for a particular activity,

such as sort and filter, hide and unhide, copy and paste.
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As easy as one, two, three, four

Business . B Soitreally is possible,
In Access 2007, to
create a database and
start working with it in
flve minutes or less.

Business

Business account Call tracker Contacts .

ledger AL

e e e N el Contacts
|ri. P Y T——
g = Create a contacts database to
: - i - manage information about people
; that your team works with, such as
- I customers and partners.

That's because database templates, like the ones
shown on the Getting Started page here, mean much of
the nuts-and-bolts legwork is taken care of for you.
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Suggestions for practice

- S ——————

Download a template.
Enter data.

Use the Navigation Pane.
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Looking good with forms and reports
.

5] customer Details {2l Top Ten Biggest Orders‘~'\

The previous lesson

& Elizabeth Andersen | introduced you to
Top 10 Biggest Orders forms and showed you
l?nf-ner_ql Orders _ o hOW tO get Started
S SN | B ioRovill | 1sing your new

Primary Contact

B . _ Vot Toy database. Now, you'll
La:s:t- r'-J.; rruE-_. .'L"-.r';:l-er;:eru ; 5 Mor |.--.;;r||:| Tr:u:l-—-r g Oa b |t d ee p er | n tO
Job Title Purchasing Rep " 5 Fabrikam, Inc. fO rms, an d | earn ab out

6 Markhwind Traders

Phone Numbers g 2/23(2006  Litware, Inc. re ports .

Forms and reports make data visually effective. Forms
make it easier to enter and work with data, while
reports make it easy to print and view data.
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Forms follow function

Customer Details Forms help you

-ﬂ Elizabeth Andersen « quickly see just what's
| B ot
Gener —4| Orders

Cormpary w-

Primary Contact

First Marme Elizabeth

Last Mame Andersen

Job Title Purchasing Rep

Phone Mumbers

A form can show you the data from one table or from

more than one table, so that you can see all the data
you want in one place.

A form connected to more than one table lets you enter
data without having to open those tables.
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Forms follow function

—— .
S A form can also
e « e 2c mportant
_ data and make it more
S=lfores visible, so that it's
Carmparny |'t-'"t"|r'"§|t|[3-|—'2":.f5-

- _ easier to work with.

Primary Contact

First Marme Elizabeth

Last Mame Andersen

Job Title Purchasing Rep

Phone Mumbers

Or a form can show selected data, hiding what you want
to keep private.

For example, a form can encourage your customers to

enter and update their own contact data, while it keeps
shipping and payment details out of sight.
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Reports get you noticed

If you take your data
to a meeting, you want
= Northwind Traders Almonds people to see at a

B Northwind Traders Beer

u Northwind Traders Boysenberry g Ian Ce Wh a.t it m eans .

Spread

Product Sales Quantity by Employee

B Northwind Traders Cajun

Sales
- 2 B B B B B 4

Seasoning

B Northwind Traders Chai
Horthwind Traders Chocolate

B Northwind Traders Chocolate
Biscuits Mix

B Northwind Traders Clam Chowder

B Northwind Traders Coffee

B Northwind Traders Crab Meat

And if you send mail to your customers offering
discounts on selected items, you want those items to
look good enough to sell themselves.

You can do these things with a report. After querying for
the data you want, you can group the data to make it
clearer and use colors, fonts, and other design features.
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Create a new form or report

v Database (Access 2007) The template
Home Create External Data Database Tools databa_ses |n AcceSS

=== DN R N ==l oo === RSN S B =1 2007 contain many

== — ] ] Blank Form

Table Table  SharePoint Table Form  Split  Multiple Form Report forms and re ports
Templates ~  Lists = Design Form  Items =) More Forms - Design _ ) ;

_ _ Tebles Forms designed to fill your

= | peedsforeach

particular kind of data.

If you want a new form or report, it's easy to create one
any time.

The Create tab on the Ribbon has commands for all
sorts of new database objects.
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Suggestions for practice

- S ——————

Look at some forms and reports.

Create a simple form.

Create a simple report.
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