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Introduction

e What is Microsoft Access?

— Microsoft Access or “Access” Is part of the
Microsoft Office Suite since Office 95.

— Beyond being a basic DBMS, Access is a way
to develop application software in any Microsoft
environment.

— Its most common use Is for creating an
application without having to involve a

developer.
/’jﬁ _— -
AE Access !Ofﬁce Access Microsoft Access
2013/2016/365 2000/2003/2007/2010 1995/1997
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Introduction

« Some advantages:

— Access has a powerful, easy-to-use interface.

— It doesn’t require a comprehensive
understanding of SQL or other programming
languages to get started.

— Integration with the entire Microsoft
ecosystem: Excel, Word, PowerPoint,
Outlook, ActiveX Controls, .NET

— Integration with other non-Microsoft sytems
and languages: Oracle, Sybase, Java, etc.
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Introduction

e Some limitations:

— Access Is not designed to support an enterprise
application such as ERP/CRM system or web
server.

— If not designed and/or documented well, it can
become obsolete and a silo of business data and
logic.

— Though it supports 2 GB of data and 255
concurrent users, it performs best with databases
with 1 GB of data or less and max 100 concurrent
users. 1 GB of data is about 250 books.
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Introduction

o Start Access. You will be presented with
the choice to create a blank database or
open a template created by Microsoft.

 Note: Templates are helpful when you need
to create a new application but do not want
to start from a completely blank database.

e Click “Blank database”
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Vo
A

Introduction

Click
“Create”

Blank database

File Name

Databasel.accdb

\Users\james bendowsiyl, Documents),
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Introduction

Next, we will

discuss the 4
“frames” of the
application
and their
functions:

1.

2.

B w

Menu (&
Ribbon)

Navigation
Pane
Workspace

Status Bar
(& Views)

= Databasel : Database- C\Users\James.bendo... Table Tools James Bendowsky  —
UM Create  External Data  Database Tools Help  Fields  Table ,O Tell me what you want to do
b/‘ AlAscendmg Y- ’i ) Calibri (Detail) +|11
s = RJ ABC
I %5 Copy Al Descending |- Hsae]] ¥ 2- B IU H.
View Filter Refresh N e
All~ = 7 A- === |id-
Views Clipboard Py Sort & Filter Records Find | Text Formatting RlA
ol | Table1\ X
ATACCESS . ® Q= —
D ~ Click to Add =
Eearrh... ,q 4
I New)
Tables A
Ij Table1 I
_Eecord: M 4[1of1 b M b | % NoFiter |[Search ‘ a
Datasheet View Num Lock 1] Em’
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The Menu

° The Maln Tabs are 7 Databasel: Database- C:\Users\james.bendo... Table Tools James Bendowsky  —

gfcrlrtllztr(])lgn(l)zpatﬁ)lﬁsset « Home Fields Table O Tell mewhat you want to do

[\ /‘ "l Ascending T - ’i Calibri (Detail) -1
}hat you Iuse mOSt - Bz Copy - Zl Descending 'ﬂ - :J ; Hsave ,/ - BIU H-
iew iltel
requent y s All- - - b- A2 8- === §&-
Views Clipboard M Sort & Filter Records Find Text Formatting I

 The standard tabs are File, Home, Create, External Data,
Database Tools, and Help.

 The main tabs are always displayed and are considered part
of the ribbon.
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The Menu

* The TOOI Tabs are +  Databasel: Database- C\Users\james.bendo... lames Bendowsky — —
a customizable set _ _
O f m e n u O p tl O nS File O Create  External Data  Database Tools  Help ,0 Tell me what you want to do
Ve Al Ascending T - Calibri (Detail) -1
gheat:l:e%%?ﬁgaron What l“:ew e Filter Al ey @ R’:Dh Hsae v 2rBIU =
- All- - 8- k- A7 O === &
you have Selected . Views Clipboard T Sort & Fitter Records Find Text Formatting

* The standard tabs are View, Form Layout, Form Design,
Report Layout, Report Design, Relationship, Query, Macro,
Table (2 depending on view), and Form

* The tool tabs are always changing and are considered part
of the ribbon.
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The Navigation Pane

The second “frame”
to familiarize
yourself with is the
Navigation Pane
(#2 on the diagram)

The Navigation
Pane helps you find
any Access Obiject
in the
Database/Project.

Note: This feature
can also be
customized when
you have more
understanding of
Access.

7 Databasel : Database- C:\Users\james.bendo...

Table Tools

James Bendowsky

BOIGE Create  External Data  Database Tools Help  Fields  Table ,O Tell me what you want to do

b/‘ Al Ascending Y- T z Calibri (Detail 11

i = ABC

i[_ B Copy e ZlDescendmg - efedh Hae]l ¥ 2- B I U =

iew Paste , Ftter =~ " — (Refresh  § . fnd T

o All~ 'D' h\:' A' === ,ﬁ'
Views | Clipboard 1l Sort & Filter | Records Find | Text Formatting Ll A

o | Tabl 1\ K
AITACCESS ... © e e o
N ID = Click to Add ~

Search..
i 1

Tables A
Ij Tablel I

2

Datasheet View

Record: M 41 ¢f1 b M| % Nofiker |[Search

Mummck] |E =
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Navigation Pane

* As an application is built, it will Al Access Objects €«
consists of various Access = 2
Objects: Tables, Queries, Forms, =

Reports, Macros, and Modules.

« With a blank database, you will
only see one Table called
“Tablel”.

 The circled region in the
screenshot displays/controls what
objects you can see for the entire
project.
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Navigation Pane

The area is where you
can select the category group you
want to see in the Navigation Pane.

The ¢ area is where you
can filter the group more.

In this example,

— the category group selected is “Object
Type” and shows each object by its
type, e.g. Tables, Queries, Forms,
Reports, etc.

— The filter selected is “All Access
Objects” which is the same as “show
all”.

All Access Objects = «
Navigate To Category Y
A
Custom
Qbject Type
Tables and Related Views
Created Date
Modified Date
Filter By Group
Tables
Queries
Forms

Reports

@ All Access Objects
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The Workspace

The th”'d “frame” s Databasel : Database- C\Users\jamesbendo..  Table Tools james Bendowsky  —

to familiarize e [QECUNM Create ExtemalData DatabaseTools Help  Fields Table O Tell me what you wantto do

yourself W|th iS b{ ”‘lAscendmg Y- ’i p) Calibri (Detail) -|11

the Workspace feo | e = | T o = s | B

(#_3 On the VI;WS| Clipboard Nl Sort & Filter | - Records D Flndo I-' ;eﬂ:}lm:aﬂi; v‘é' Ll A
diagram). Al Access . « | B oo x
All objects that . MW

you open from e |

the navigation
pane are visible
In the tabs area. 2

The currently
selected object’s
contents are
displayed below.

_E!cord: W< 1of1 » M b | T NofFilter |[Search

Datasheet View

Mum Lcck‘ |E 8
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The Workspace

H sae
For “Tablel”, we » =
can also “Save”
and switch to the P ceto v
“Design View.”

Note: Datasheet
View Is greyed
out because this
IS the view we
are currently on.

Click “Design e
View”.
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The Workspace

The content
displayed in the
workspace depends
on the type of
Access Object and
the View that is
currently selected.

Note: the Property
Sheet is a pane that
shows up commonly
on the right side for
various Objects and
Views.

= Tablel x
Field Name Data Type Description (Optional)  «
s ID‘ AutoNumber
Field Properties

General |ogkup

Field Size Long Inteqer

Mew Values Increment

Format

Caption

Indexed Yes (No Duplicates)

Text Align General

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field names.

Property Sheet

Selection type: Table Properties

General

Read Only When Disconnected
Subdatasheet Expanded
Subdatasheet Height
Orientation

Description

Default View

Validation Rule
Validation Text

Filter

Order By

Subdatasheet Mame
Link Child Fields

Link Master Fields

Filter On Load

Order By On Load

No v
No

o
Left-to-R

Datashes

[Auto]

No
Yes
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Datasheet View vs Design View

Datasheet View displays the
table as a grid. The fields are
displayed as columns, and the
records are displayed as rows.
The field names are listed as
the column headers.

Datasheet View displays the
data. If this table had data, it
would be displayed in the cells.

Each row represents a record. If
the table had say, five records,
there would be five rows of
data.

In Datasheet View, if you want
to find out a field's data type,
you need to select that field,
then select the Fields tab on the
Ribbon. The field's data type
and other properties will be
listed on the right side of the
Ribbon.

= Music : Database- C:\Users\Fred\Docume...

Home Create

b/. AB 12 I-" F.;:l;.Date & Time L/ ] MName & Caption AutoMumber - [';\'/

T‘ [] Ves/No ¥ Unigue &'

View Short Mumber Currency Delete Validation

- Text FAal More Fields ~ | >
Views Add & Delete Properties Formatting Field Validation -~
All Access Obje... @ « || 5 atists | =3 Abums x
— 2 Albumld - AlbumMame - ReleaseDate - Artistld - | Genreld - Click to Add -

2arc.

* 1] 1]

Tables &

EH albums

R artists

|| Record: M 1of1 M MNa Filter | |Search

Datasheet View Eé,

External Data

Table Tools

Table

Q Tell me what you want to do

Database Tools




Datasheet View vs Design View

D.esign VieW doesn't H ©- 5 Music: Database- C\Users\Fred\Docume...  Table Tools

dlsplay any data_ Therefore’ File Home Create External Data Database Tools Q Tell me what you want to do

there's more space =Y S F A = B

avallable to dlsplay Other View | Primary J'al\.: d':yl_owsk Property Indexes = Create Data Rename/ Relationships Object.

Settings' Vi;ws Ke}r Tools : - o S::E:w,-'Hide Fi:;qdac:::rd [;E':':::::;Dts Relatioise:‘:i?schanCIES P

In Design View, the fields All Access Obje... ® « || = arsts (&3 abuns |3 Taviet S x
. . -~ Field Name Data Type Description (Optional) -

are IlSted Vertlca”y. They search. fD Genreld AutoNumber

are listed above and below =, * | cenre Short Text g

each other as opposed to =

side-by-side.
In Design View, you can
see the data type listed

next to each field. m——— E
The way Design View General [oaiig
works is, when you click on Feld S
a field (in the top frame),
the bOttom frame diSpIayS S:EZLEI:::IEEIE The data type determines the kind of values
the properties for that field. T M— e i e !
You can then change these Alow Zero ength e
properties aS reqUired' ILll\dnli_c:d‘led(e:ompremon Le;Control
Tecaign . Gener
Design view. F6 = Switch panes. F1 = ﬁelp. ke
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The Status Bar (& Views)

The fourth “frame”
to familiarize
yourself with is the
Status Bar (#4 on
the diagram).

This bar sometimes
displays information
about what you are
working on but, for
the most part,
displays and allows
you to control which
view you need.

*  Databasel : Database- C\Users\jJames.bendo...

Home [MOEGEG

Table Tools

External Data  Database Tools Help  Fields  Table

James Bendowsky

,O Tell me what you want to do

b/‘ Al Ascending Y - ’i 2 Calibri (Detail 11

'Y n MBC

;’_ Eg Copy fite Al Descending 1o e :Jh Hsae]l ¥ - B I U E.

iew

. Al- - - k- A7 -B- === 4

Views Clipboard Nl Sort & Filter | Records Find | Text Formatting Ll A

= o || T Tabler 3
AITACCESS ... © Qe ™ ——
1D ~ | Click to Add =
Eearch... ,q : o
* New)

Tables A
Ij Table1 I

2

Datasheet View

_E!cord: W< 1of1 » M b | T NofFilter |[Search

Mum Lcck‘ |E 8
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The Status Bar

In the bottom left, we
can see the view we
are currently looking
at. So for “Tablel”,
this is the “Design
View”.

For this view, the
status bar is showing
us some shortcut
keys, F6 & F1.

In the bottom right,
there are two buttons
which we can click to
switch the view.

Click the left button.

d

File Home Create  External Data

Database Tools ~ Help

Table Tools

Database1 : Database- C\Users\james.bendo...

,O Tell me what you want to do

€ Insert Rows = r‘
27 ﬁ R B 8 = B

X Delete Rows
View  Primary ® Modify Lok Property Indexes Create Data Rename/  Relationships ~ Object
@ Key e} Modify Lockups Sheet Macros ~  Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships

H Tablel X
All Access Objects ® « | = Tk
pa—s [ Field Name Data Type Description (Optional)  ~
earch... D
P AutoNumber

Tables H
j Table1

General Lookup
Field Size

New Values
Format

Caption

Indexed

Text Align

Design view. F6 = Switch panes. F1 = Help.

Field Properties

Long Integer
Increment

Yes (No Duplicates)

General
Enere A field name can be up to 64 characters long,

including spaces. Press F1 for help on field names.

lames Bendowsky — — O

Property Sheet

Selection type: Table Properties

General

Read Only When Disconnected |No |

Subdatasheet Expanded No
Subdatasheet Height 0"
Orientation Left-to-R
Description

Default View Datashes

Validation Rule

Validation Text

Filter

Order By

Subdatasheet Name [Auto]
Link Child Fields

Link Master Fields

Filter On Load No
QOrcler By On Load Yes




Starting from Templates

Database1: Database- C:\Users\james.bendowsky\Documents\Database‘.acedb (Access 2007 - 2016 file .. James Bendowsky 7 - O X

+ Toclosethe [CA
database, s (o
C“Ck Flle frOm Z:n DatabaseT
the Main Tabs B

. T ; K T
v Compact & Repaw View and edit database properties

(to p I eft) Save As ” Help prevent and correct database file problems by using Compact and
| ]

Compact & Repair.

S e I e Ct C I OS e . Print Repair Database

« There are a lot
Use a password to restrict access to your database. Files that use the 2007
Account Encrypt with Microsoft Access file format or later are encrypted.
O g O O Password
Feedback
templates

Access 2016.

Close

£ Encrypt with Password
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Starting from Templates

 Templates
provide a more
developed
starting point
than a blank
database.

e YOU can create
your own
templates
based on the
type of work
you do to save
time.

VVVVV

RRRRR
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Starting from Templates

Click “File” from the
:\/I?in Tabs in the top
eft.

You will see this
screen with the Blank
database and a list of
standard templates.

Imagine that you
work with a lot of
clients helping them
create applications
for their Contacts.

Click “Contacts”. And
create the relevant
database (name it as
you wish)

Account

Feedback

Options

Access

New

Search for online templates

Suggested searches: Database Business Llogs Industry Lists Personal Inventories

FEATURED  PERSONAL

Ul

iR

Blank database Contacts Asset tracking

L ANE

James Bendowsky 7

P

Students

=

0

X
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Starting from Templates

Notice that the
application
already has a
title, “Contact
Management
Database”.

Because the
template contains
VBA macros
(automation), you
may receive a
security warning.

Click “Enable
Content”.

James Bendowsky — — |

ontact Management Database

LG Create  External Data  DatabaseTools  Help ,OTeII me what you want to do

EAdvanced- r—
es|

e
Y Toggle Filter 4+ =
Views Clipboard M Sort & Fifter Records Find Text Formatting Ty A

= New
] Hsae 2
View

I SECURITY WARNING Some active content has been disabled. Click for more detail.. Enable Content x

3« E] Contact List

All Access ...
@ Contact List

Tables A

E contads )
B settings £ New Contact & + Add From Outlook | I[II Create Mailing Labels / ‘ Show/Hide Fields ?

»

Queries Open - FirstName ~| LastName - | Company - JobTitle - | Category - E-mail Address = Busi

B Contacts Extended % (New) Personal

B>

Forms

% Contact Details
% Contadt List
E] Welcome
Reports

ﬂ Directory

B>

ﬂ Phone Book

k=3

Macros

j AutoExec

.j Search
Modules

4! modviapping

k=3

Form View E Ef E,,,_f_,




Starting from Templates

You should see
a pop up like
the one in the
right
screenshot.
Note: this
automation is
created using
VBA macros.

Click the “Get
Started” button
to close the

pop-up.

Show Welcome when this database is opened Get Started

Welcome to the Contacts Database!

Use this Access template to help track information about your personal
and business contacts. Keep track of their company, phone numbers, -

Using the Contacts Database

mails, and more. lusir
Feel free to explore the links below to leam more cool features, or click @
Get Started to begin.
Need help? Like this or Want more?
Connect with the D Send us your.
Access Community feedback

M I »




Starting from Templates

Observe that
we have many
pre-built Tables,
Queries, Forms,
Reports,
Macros, and
Modules from
which to build
our new
application.

View

All Access ...
Search...

Tables

B contacs

j Settings
Queries

iﬂT.‘ Contacts Extended
Forms

E Contact Details
% Contact List
a Welcome
Reports

H Directory

E Phone Book
Macros

J AutoExec

a  search
Modules

@ modMapping

Form View

Views Clipboard

Iy

OIS Create  External Data  Database Tools  Help

T@Advamced ©
Y ToggleFilter )+

Contact Management Database

B
Al
Refresh

Sort & Filter

7« E Contact List

4l Contact List

1= New

Hsave

,O Tell me what you want to do

z
5

=

Records Find

James Bendowsky

Text Formatting

& New Contact & * Add From Outlook | Iﬁl Create Mailing Labels ' Show/Hide Fields ?
Open ~ | First Name » | LlastName ~+ Company - JobTitle - Category = E-mail Address = Busi
% (New Personal
Ik ’
B H ¥
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