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screenshots for training purposes qualifies under educational purposes to:
“display, download and print parts of the Licensed Work for the purpose of
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Authorised users”.
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About this workbook

This workbook is designed to introduce you to Access, database management
software which helps you to manage data. The workbook will show you how to

store and manipulate your data, and produce professional reports.

Each section has exercises which help you practise the tasks you are learning.
Work through these pages at your own speed.
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What is Access?

Access is a relational database management system (RDMS) which enables
you to manage data with the help of various objects. In this workbook you will
be using Access database objects such as Forms, Queries and Reports to
manage your data. Access is part of the Microsoft Office suite.

Getting started — How to log on

To access the computer network you will first need your username and
password. Your password will be based on your date of birth and six randomly
generated digits, but you can change this to something you’ll be able to
remember more easily.

Exercise 1

1. Press Control, Alt and Delete simultaneously to log on. A Windows
Dialog Box will appear.

2. Enter your username in the first space (in lower case letters).

3. Press tab or click in the password box (left hand click).Type in your
password.

4. Press return.

Log on to the network using the instructions below.

Tot Tt
To change your password, press Control, Alt and Delete after you have
logged on. A Windows security box will appear on screen. Click on the
Change Password button.

In the Change Passward dialog box, type the password you have just
used to log on in the Old Password box and then type what you want your
new password to be in the New Password box. Retype this in the Confirm
New Password box and then click OK. Your new password should be at
least eight digits long and a mixture of upper and lower case letters and
numbers.
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Getting into Access

Exercise 2
1. Click on the Start button in the left hand corner of the screen.
2. Move the arrow up to All Programs.
3. Then move it across to Microsoft Office 2007.
4. Finally, move it across to Microsoft Office Access 2007 and click.

The sequence to follow is demonstrated below.

Start
All Programs Microsoft Office Tools »
. (® Wicrosoft OFfice Access 2007
MS Office 2007 E:‘ Microsoft Office Excel 2007
) [} Microsoft Office InfoPath 2007
MS Office Access 2007 [G Microsoft Office PowerPaint 2007
[Z) Microsoft Office Project 2007
[Z} Micrasoft OFfice Publisher 2007
I, Microsoft Office Yisia 2007
Microsoft Office 2007 [[T Microsoft Office Word 2007
Microsoft Wisual Studio 6.0 C
Microsoft Yisual Studio 2005 »
Microsoft Web Publishing 4
All Programs D MindGenius Education r
\ MIT Scherne 7.4.2 v
Cnline Documenkation 3
w Oracle Development Tools 4
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% When the Access screen loads, click on the Blank Database icon.

Blank Database
@_&J s 7 Microsoft Access - 7 X
[

Template Categories

Featuring i 5 b

Getting Started Microsoft Office Access
Local Templates
From Microsoft Office Online
-~ Open Recent Database

Business

Personal [ More...

Sample Blank Database

Education Featured Online Templates

o || 8 1| et || )
(] " e ey I Microsoft Access - T X

Template Categories

Featuring

Getting Started with Microsoft Office Access

Local Templates

From Microsoft Office Online T T e P
Business

| Personal

|| Sample | base
Education zﬂ:urﬂl Online Templates

Contacts Issues Events

— Blank Database
Ready Create a Microsoft Office Access database that does
p not contain any existing data or cbjects.
; = |
o L | &
A0 R . Mare on Office Online:
71\ Office Online \WMORIARTY\AASSTMPS|

Training |Temp|atas Downloads

What's new in Access 20072

E The new Access 2007 contains
more powerful tools to help you  ®
m"ﬁ quickly track, report, and share
infarmation ina manageable ™~
emwitonment, Learn more about
the newr features and £

improvements,

Learn more

% The panel on the right immediately changes to let you type in a
Blank Datshase N@Me for your new database.
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Exercise 3

Access automatically selects a file
name for you — Databasel — but we
want to give it a different name -
Desperadoes.

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

ile Name:
Databasel B2
VWMORIARTY\AASITMPEY,

Create l [ Cancel

1. Click in the box labelled File Name and type in Desperadoes.

2. Now click .

Tot Tt
Note the & icon. Clicking here gives you the option of saving to a
different disk, such as a USB pen drive. It is good practice to save a copy
of your work onto both your M: drive (as you have above, automatically)
and to another disk, as a backup copy in case something goes wrong.
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The Access screen

When you click the create button, Access takes you straight into a table for you
to begin creating your database straightaway. The screen will look like the
picture below.

Office Button

Title bar Help
= oo™ ¥ Table Tools Desperadoes : Database (Access .. M - = E
~ Home Create External Data Database Tools Datasheet
% EJ Ejﬂ b Insert Data Type: =[] Unique EE
T - = L = |_.,
.n-;'I Delete Format: Formatting | Is Required =l The
View Mew Add Existing Lookup = = Relationships Object i
- Field  Fields  Column =0 Rename |||E 85 s | %8 275 Dependencies Ribbon
Views Fields & Columns Data Type & Formatting Relationships
Al Tables » <[] e
Tablel * 1D - Add New Field
55 Tablet : Table * (New)
Data Sheet
View
Record: M 1ofl 7l % Mo Filter | [Search |
Datasheet View | B
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Microsoft Office Button

In the upper left corner of Microsoft Office 2007 applications Word, Excel,
PowerPoint, Access and Outlook you will find the Office Button. It looks like this

Ca
= around button with the Microsoft Office logo on it.

The Office Button has replaced the File menu found in earlier versions of the
Office suite but it retains much the same functionality. Let’s take a look at what
you can do when you click the Office Button.

Clicking the button brings up a hew window containing all the commands
currently available to you. These include creating a new database, opening
existing databases, saving databases, printing, options and a button to close
the application.

Office Button

41

Tab

/ j Save the current database object \
Hew E
- |

et

]| S5ave Object As
Save the current database object as a new
/ Open objedt.
- L
- Adobe PDF 1
ol @ |
PDF or XP5
H I . ; Publish a copy of the object as a PDF or XPS
- file.
L|St_ of Save the database in another format Some Commands_ offer a
available ] Print e Access 2007 Databa list of further options for
commands (= cess cUUL Ualahase , , you to choose from.
il Save a copy that will be compatible with
is Manage . Access 2007,
L@ Access 2002 - 2003 Database
Lﬂ i Save a copy that will be compatible with
_ *| E-mail Access 2002-2003,

Eﬁj Access 2000 Database

Publish 3 Save a copy that will be compatible with
Access 2000,

£
\ _I Close Database

|,ﬁ Access Options | |x Exit Access |

K.

Click here to set options that Click here to exit
control how the application the application
works for you
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Quick Access Toolbar

Directly to the right of the Office Button you will find the Quick Access Toolbar
and as its name implies contains shortcuts to some frequently used functions.

C'tdoj s'z‘ =3~ Quick Access Toolbar

OO‘J/
— Home Insert Page Layout

The default shortcuts include a save button and undo / redo commands. You
can customise the Quick Access Toolbar by clicking the small arrow at end of
the toolbar to include any other commands you may find useful.

]

Click here to customise the Quick
Access Toolbar. The items with a
tick next to them are the ones Insq
currently displayed on the toolbar

Customize Quick Access Toolbar

New

ari (B4 Open
I ||V | Save -l
E-mail |
Quick Print [
T Print Preview -
Spelling & Grammar
v | Undo
v | Redo
Draw Table
More Commands...
Show Below the Ribbon
Minimize the Ribbon
Tor. Vet
&% You can also use the following keyboard shortcuts to perform the same
Jal basic commands found within the Office Button and on the Quick Access
3 Toolbar:
Save the current document CTRL+S
Save As F12
Open a saved document CTRL+O
Print the current document CTRL+P
Create a new document CTRL+N
Undo CTRL+Z
Redo CTRL+Y
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The Ribbon

The Ribbon is a key part of the new user interface found in all Microsoft Office
2007 applications. The Ribbon has replaced the toolbars, menus and task
panes that you were familiar with in previous versions of Access. It is a strip of
buttons that run along the top all Microsoft Office applications and is designed
to allow you direct access to all the commands the program has to offer. This
means you no longer need to hunt through lots of menus to find the command
you want!

Let’s take look at how the ribbon is organised:

MS Office
Access 2007
Tabs Help
t?n =] / Table Tools Database2 : Database (Access 2007) - Microsoft Access = '/
a) =
— | Home”{ create  ExternalData  DatabaseTools  Acebat  Datasheet @
Y canan o [EEEEER g Z Jatalsp | By i
=] - =Hsave % Spelling ! V) Advanced ~ ¥ = GoTo~
view B 7 UlA-|&-BE=- == Reftesh | B Mare - / [ Selact~
Views Clipboard i Font Rich Text Records Sort & Filter Find

~—
Task Groups

The Ribbon is designed to help you quickly find the commands that you need to
complete a task. Commands are organized in logical groups that are collected
together under tabs. Each tab relates to a type of activity, such as creating
tables or managing external data. To reduce screen clutter, some tabs are
shown only when they are needed.

There is no way to delete or replace the Ribbon with the toolbars and menus
from the earlier versions of Microsoft Office. However, you can minimize the
Ribbon to make more space available on your screen.

The Ribbon is a contextual menu. This means it will change its appearance to
display all the commands that are relevant to the task you are currently
performing. In the example below a form has been created to display data from
a database. Notice how the Ribbon now displays all the commands that you
would need to format a form.

Da = 2 Form Layout Tools

)
—" Home Create External Data Database Tools Acrobat Format | Arrange

j Calibri ln - A- Eljl . j_[J ] Title
ew Lo

¥ Conditional | (@3 o, |[%8 5% ago

)
e Thickness =
g5, 0 oo ’ m
= Line Type - = 3 -
Add Existing ||| [ e ez oz =
53 Date and Time &% o+ Filds = =5

Font Formatting Gridlines Controls AutoFormat

I

=
[
=]
[
I
il
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How do | create a table?

Access stores data in tables, and Access 2007 creates your first table for you
the moment you begin. However, name and save the table first. If you try
entering data into the table without doing so, Access 2007 will prompt you by
bringing up the Save As dialog box.

Exercise 4

1. Click the ld icon next to the Office Button.
2. Delete Tablel from the Save As dialog box and type in Member
Details.

Save As

Table Mame:

Member Details|

[ (8] 4 ][ Cancel ]

3. Click OK.

4. You are now ready to begin work on your database. To do so, click on
the Views button to go from the Datasheet view you are in at the
moment, to the Design view.

Tor. Vet

You can move between views by clicking on the View button.

While you’re in the Datasheet view, you can click here to move ﬁo,/"
to the Design view. > | BE.,

Then you can return to Datasheet by clicking here:—>
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You are now in the Design view of your table Member Details, and the Ribbon
displays the main Design options available.

:-’fgg\.l = 9~ v Table Tools  Desperadoes : Database (&
—-/ Home Create External Data Database Tools Design

ﬁ Ilgl == Insert Rows

=" Delete Rows

J

lig
willll

Property Indexes

View Primary Euilde t Validation
Rules -:'_:H Lookup Column Sheet

v Key

Views Tools Show/Hide

All Tables - « || Membernelails\

Member Details S Field Name Data Type

B Member Details : Table ¥ 1D AutoMumber
Text
Memo
Mumber
Date/Time
Currency
AutoMumber

In here you can create fields for your data by typing names under Field Name
and define the type of data they hold under Data Type.

Exercise 5

1. Click in the first empty cell (below the row for ID) under Field Name, and
type in RegDate.

2. Click in the first empty cell (below the row for ID) under Data Type, and
choose Date/Time.

3. Click in the first empty cell (below the row for ID, which is currently
empty) under Description, and type Registration Date.

4. Complete the table design using the details shown below.
5. Save the table when you have finished.
ID AutoNumber Membership Number
RegDate Date/Time Registration Date
Surname Text Family/last Name
First Name Text First Name
Sex Text Male or Female
Age Number Age
Hair Text Hair Colour
Eyes Text Eye Colour
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How do | apply a Primary Key?

Access 2007 creates a primary key automatically in each new table, including
the one it gives you when you create your database. This default primary key
field is called ID and is set to auto-number. This means that the first row is
number 1, and each new row automatically increments by one.

Tet Tep
Keys are vital to databases. Every table must include at least one key,
which is known as the primary key. Keys are used to link information in
one table to information in others, and must contain unique information.

How do | create a form?

You have now created your table and the fields for holding data. The easiest
way to enter data is to create a form. Click the View icon to return to the
Datasheet view.

Exercise 6

<>¢__| Form Wizard
1. Click on then | EMere Forms = 504 choose $X

Click on to select all the fields in the Available pane and move
them into the Selected pane.

Click
Under Layout, choose Justified, and click
Under Style, choose Flow, and click

Give your form the title Enter Member Details.

Click on

N

N oo M w

The Enter Member Details form is now open and ready for use.

Tot i
Inside the wizard, you can go back a step at any time if you change your
mind about an option, or cancel and start again if you wish.

In the Style and Layout steps, you can click the different options to see a
preview of how they will look, to help you choose the one you want.
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How do | enter data?

The Enter Member Details form is now ready for you to begin entering records
in your database.

7] Member Details | ==| Enter Member Details

Enter Member Details

4 ID RegDate
(Mew) 2

Surname 4 August 2009 '3
M TWTFS5 S5
1 2
3 4 56 7889
Fi N 1E|11 12 13141516
LSk name 17[18] 19 20 21 22 23
24 25 26 27 28 29 30

31

Sex

You can enter a date by choosing it from the date picker, in fields defined as
containing date information.

You can navigate between database records by clicking on the arrows

|Record: W < 10f1 b M}

+ | Go to the next record

+« | Go to the previous record

4 | Go to the first record in the database
w | Go to the last record in the database
- | Create a new record

And you can navigate between fields in the open form by pressing the Tab or Arrow
keys.

Exercise 7

1. The box labelled ID is highlighted. This is the AutoNumber primary key
field which is automatically generated, so you do not need to enter
anything there.

2. Click the Tab or right Arrow key to move to the next box. Enter all of
David Beckham'’s details as listed on the next page.

3. Clicking on +: to create new records, enter the remaining member data.

4. Click ld to save the records.
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| 7] Member Details ',

I0 ~ | RegDate - | Surname - |First Name - Sex - | Age -~

! 10/01/2001 Beckham David Male 36
2 25/01/2001 Smith will Male a0
3 23/02/2001 Brosnan Pierce Male 55
4 01/03/2001 Evans Chris Male 45
5 12/04/2001 Mavratilova | Martina Female 53
& 09/05/2001 Crawford Cindy Female 43
7 170372001 Jackson Janet Female 43

Take a few minutes to practice navigating through the records using some of the

techniques shown above.

-

Click the
when you have finished.

Hair
Blond
Black
Brown
Red
Blonde
Brown
Black

Eyes
Blue
Brown
Brown
Brown
Blue
Brown
Brown

in the top right of the Enter Members Details window to close the form

Tot et

You can also enter data directly into a table. However, creating a form
is good practice, because if your database has more than one table,
you can put the fields from all of them into one form. This allows you

\ (3
N . X
> to enter data in one screen, to streamline data entry.

How do | create a query?

This exercise shows you how to write a query to display only the information on

female members from the Member Details table.

Exercise 8

=

Query
Click on the Create tab and then on Pesian

Click on

hw N PRE

items and all those in between.

o

button down, then drag to the first column,

Release the mouse button.

Type “female” into the Criteria field of the column for Sex.
Click Il and save your query as Female Members.

V

[ ]

© N

Run

9. Click to see the result of your query.

Click on Member Details in the list of tables, then click on

Click on ID, hold down the Shift key, and click on Sex. This selects both

Hover mouse pointer over the highlighted group and hold the mouse
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How do | create reports?

A report can assemble data from various tables and queries in your database
into a page of information which is nice to look at and easy to read. The
following exercise shows you how.

Exercise 9

1. Click on the Create tab and then on =4 Repart Wizard

2. Click to move everything under Available Fields into Selected
Fields

3. Click on . The Report Wizard will ask, “Do you want to add any
grouping levels?”

4. Click on Sex to highlight it, and click on [>_].

Now click on . The Report Wizard will ask, “What sort order do

you want for detail records?”

Click on ¥/ next to box number 1 and click on Age.

Then click on [/ next to box number 2 and click on Surname.

Click on .
The Report Wizard will ask, “How would you like to lay out iour report?”
Mext =

The default layout is suitable for this purpose, so click to
accept this style.
10. The Report Wizard now asks, “What style would you like?” Choose

Mext =

o

©®o N

something you like, or leave it as it is, and click
11.The last question is, “What title do you want for your report’?” The default
is Member Details. As this is an appropriate title for your report, accept it

and click on & ]

The report is now previewed. Notice how male and female members are
divided. The report lists members of each sex in age and then alphabetical
order.

Tet Tt
Wizards are useful tools to streamline various activities. In Exercise 9, the
Wizard offered the best method for creating a report. However, in Exercise
8, performing the task manually offered a more efficient method than the
Wizard.

Don’t be afraid to try different ways of doing the same task to find the one
which suits you best. Queries and Reports are easy to delete and redo.
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Printing a report

After clicking , your report appears in Print Preview. In addition to
Print, the Print Preview Ribbon contains a number of options.

The Page Layout section allows you to choose between Portrait and
Landscape for the printed document, and to change page and margin sizes.

You can also opt to print the data from the report instead of the entire report.

Print Preview

i [14) Portrait =] T )
JEJ ]j Al Landscape Print Diata Only J Q :;
Print Size == Page Zoom | One Twao Mare . = Close Print
- _| Margins ~ EE Columns setup - Page | Pages Pages~ = PDF or XP5 E Praview
Print Page La;-'-:ut/ Zoom Data Close Preview
The Zoom options allow you to take a closer You can also output your
look at your document or view multiple pages report to a number of other
on screen together. formats, including PDF or
XPS.
Exercise 10

=

Print

=

Click on |_Frint | The Print dialog box will appear.
2. Inthe box labelled Name: ensure the printer is set to
\\PRINT.bolton.ac.uk\OPENE HP LaserJet HP 4200 PS

3. Now click on .

Tot T
Some Print options are dictated by the printer you have chosen to use. If
you select the OPENE printer, you may only print on A4 paper. If you
chose the colour printer, COLOURE, you may choose either A4 or A3.

Please note that your file will not print if you choose the wrong paper size.
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And finally...

Congratulations on having completed this workbook, you have now created
your first Access database. You should now be able to use and create your own
simple tables, forms, queries and report in Access.

This workbook is designed as a basic introduction to Access but we hope it will
inspire you to make use of Access in the future. There are many more tools
available within Access to help you to enhance your database and with practice
you’ll be able to produce more sophisticated databases.

Good luck using Access!
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