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Get started with Access 2003

There are different ways you can get started with Microsoft Office Access 2003,
depending on your experience level.

Upgrading from previous versions of Microsoft Access

You can use a Microsoft Access 2000 database or Access 2000 project in both
Access 2003 and Access 2000— even if the file is a security-enabled Access
database. If you also want to make an Access database available to users of
Access 97 or earlier, use one or more of the following procedures.

Use a one-file Access database with several versions of Microsoft Access

If your Microsoft Access database is in one file, and you want to use it in several
versions of Microsoft Access, convert it to a front-end/back-end application. The
data remains in the oldest version of Access, and you use a front end that has
been converted to Access 2000 or Access 2003.

1. Convert the Access database to Access 2000 or Access 2002-2003 file
format. When converting, specify a new name for the file.

How?

1. Make a backup copy of the Microsoft Access file you're going to
convert.

2. If possible, compile the Access file in the previous version of Access.
This reduces the possibility of errors during conversion.

3. Close the Access file. If the file is a multiuser Access database located
on a server or in a shared folder, make sure that no one else has it
open.

4. Start Access 2003.

On the Tools menu, point to Database Utilities, point to Convert

Database, and then click the file format you want for the new file.

6. In the Database To Convert From dialog box, select the database you
want to convert and then click Convert.
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7. In the Convert Database Into dialog box, do one of the following:
» Type a name for the new file.
m Select a different location for the new file. (You can keep the
same name, or change it.)

You cannot convert an Access database into a file with the same name
and location as the original database.

8. Click Save.

2. On the Tools menu, point to Database Utilities and use the Database
Splitter to split the converted database into a front-end/back-end
application.

3. Delete the back-end database that the Database Splitter created.

You want your data to remain in the original database, so you will use the
original database as the back-end database. The back-end database should
be in the oldest version of Microsoft Access that is being used.

4. On the Tools menu, point to Database Utilities and use the Linked Table
Manager to link the new front-end database to the tables in the previous-
version database.

You can then enhance the new front-end database to support new features
for users that have upgraded to Microsoft Access 2000 or Access 2003.
Users of previous versions can continue to use the previous-version
database. For example, if the back-end tables are in Microsoft Access
version 2.0 format, you can use up to four versions of Microsoft Access:
Microsoft Access version 2.0 (using the original database), Microsoft
Access 95 and 97 (using an enabled version of the original database or a
converted front-end database), and Microsoft Access 2000 or Access 2003
(using a converted front-end database).

Use a front-end/back-end application with several versions of Microsoft
Access

If your Microsoft Access database is already a front-end/back-end application,
you only need to convert the front end to Access 2000 or Access 2002-2003 file
format.




1. Leave the back-end database alone.
2. Convert the front-end database to Access 2000 or Access 2002-2003 file
format.

How?

1. Make a backup copy of the Microsoft Access file you're going to
convert.

2. If possible, compile the Access file in the previous version of Access.
This reduces the possibility of errors during conversion.

3. Close the Access file. If the file is a multiuser Access database located
on a server or in a shared folder, make sure that no one else has it
open.

4. Start Access 2003.

5. On the Tools menu, point to Database Utilities, point to Convert
Database, and then click the file format you want for the new file.

6. In the Database To Convert From dialog box, select the database you
want to convert and then click Convert.

7. In the Convert Database Into dialog box, do one of the following:

= Type a name for the new file.
m Select a different location for the new file. (You can keep the
same name, or change it.)

You cannot convert an Access database into a file with the same name
and location as the original database.

8. Click Save.

3. On the Tools menu, point to Database Utilities and use the Linked Table
Manager to link the new Access 2000 or Access 2003 front-end database
to the tables in the previous-version back-end database. You can then
enhance the Access 2000 or Access 2003 front-end database to support new
features for users that have upgraded to Access 2000 or Access 2003.

Open a database created in Access 97 or earlier without converting it

You can open a Microsoft Access database created in Access 97 or earlier
without converting it.

1. Make sure that the Access database you're going to enable is closed. If the




file is a multiuser Access database located on a server or in a shared folder,
make sure that no one else has it open.

2. Click Open = on the Database toolbar.

3. In the Open dialog box, click the previous-version Access database you
want to enable and click Open.

4. In the Convert/Open Database dialog box, click Open Database.

Microsoft Access enables the previous-version database by storing additional
information in the file to accommodate the default file format specified on the
Advanced tab of the Options dialog box. An enabled database can still be
opened with its original version of Microsoft Access.

Use a security-enabled Access database with multiple versions of Access

With one exception, the issues involved when sharing a security-enabled
database across more than one version of Microsoft Access are the same as the
issues for sharing an unsecured database across more than one version. The one
exception concerns how to handle the workgroup information files that are used
with the security-enabled database.

¢ Do one of the following:

o If you want to share a security-enabled database from Access 95 or 97,
tell users who will be upgrading to Access 2003 to join the appropriate
workgroup information file with the oldest version of Access that will
be sharing the security-enabled database.

How?

Important If you are setting up user-level security and need to make
sure that your workgroup and its permissions can't be duplicated, you
should make sure the workgroup information file that defines the
workgroup you're joining has been created with a unique workgroup
ID (WID). If such a workgroup information file doesn't exist, you
should create one.

1. Start Microsoft Access.
2. On the Tools menu, point to Security, and then click Workgroup
Administrator.



3. In the Workgroup Administrator dialog box, click Join.

4. Type the path and name of the workgroup information file that
defines the Microsoft Access workgroup you want to join, and
then click OK, or click Browse and then use the Select
Workgroup Information File dialog box to locate the
workgroup information file.

The next time you start Microsoft Access, it uses the user and
group accounts and passwords stored in the workgroup
information file for the workgroup you joined.

Access 2003 can use workgroup information files that have been
created with any previous version. With one exception, a previous
version of Access can't use a workgroup information that was created
in a later version. The exception is Access 2000, which can use a
workgroup information file that was created in Access 2003 if that
workgroup information file is in Access 2000 file format.

Important If users will be sharing a security-enabled database from
Microsoft Access 95 or 97, you should compact the current workgroup
information file with Access 2003 before using it. Compacting the file
by using Access 2003 does not change the file format, so the file can
continue to be used by any Microsoft Access 95 or 97 users who are
not upgrading.

If the shared database is Microsoft Access version 2.0, convert the
workgroup information file that will be used with the security-enabled
database.

How?

You do not need to convert a Microsoft Access 2000 workgroup
information file to Access 2003. However, to take advantage of
security and performance improvements, you should re-create
workgroup information files from Access 97 or earlier as described
below.

1. Create a new workgroup information file, making sure to enter
the exact, case-sensitive name, company name, and workgroup



ID that was used to create the original file. Failure to re-enter the
exact entries that were used to create the original file will create

an invalid Admins group.
How?

A Microsoft Access workgroup information file contains a list of
users who share data, also know as a workgroup. Users'
passwords are also stored in the workgroup information file. To
control who has access to your database, you must create a new
workgroup information file.

1. Start Microsoft Access.

2. On the Tools menu, point to Security, and then click

Workgroup Administrator.

In the Workgroup Administrator dialog box, click Create.

4. In the Workgroup Owner Information dialog box, type
your name and organization, and then type any combination
of up to 20 numbers and letters for the workgroup ID (WID).

w

Caution Be sure to write down your exact name,
organization, and workgroup ID— including whether letters
are uppercase or lowercase (for all three entries)— and keep
them in a secure place. If you have to re-create the
workgroup information file, you must supply exactly the
same name, organization, and workgroup ID. If you forget or
lose these entries, you can't recover them and might lose
access to your databases.

5. Type a new name for the new workgroup information file.
By default, the workgroup information file is saved in the
language folder. To save in a different location, type a new
path or click Browse to specify the new path.

6. Click OK.

The new workgroup information file is used the next time you
start Microsoft Access. Any user and group accounts or
passwords that you create are saved in the new workgroup
information file. To have others join the workgroup defined by



your new workgroup information file, copy the file to a shared
folder (if you didn't already save it in a shared folder in step 5),
and then have each user run the Workgroup Administrator to join
the new workgroup information file.

. Re-create any group accounts, making sure to enter the exact,
case-sensitive group name and personal ID (PID) for each group.

How?

As part of securing a database, you can create group accounts in
your Microsoft Access workgroup that you use to assign a
common set of permissions to multiple users.

To complete this procedure, you must be logged on as a member
of the Admins group.

1. Start Microsoft Access by using the workgroup in which you
want to use the account.

Important The accounts you create for users must be stored
in the workgroup information file that those users will use. If
you're using a different workgroup to create the database,
change your workgroup before creating the accounts. You
can change workgroups by using the Workgroup
Administrator.

2. Open a database.

3. On the Tools menu, point to Security, and then click User
And Group Accounts.

4. On the Groups tab, click New.

In the New User/Group dialog box, type the name of the

new account and a personal ID (PID).

i

Caution Be sure to write down the exact account name and
PID, including whether letters are uppercase or lowercase,
and keep them in a secure place. If you have to re-create an
account that has been deleted or created in a different
workgroup, you must supply the same name and PID entries.



If you forget or lose these entries, you can't recover them.

Note A user account name cannot be same as an existing
group account name, and visa versa.

6. Click OK to create the new group account.

Note The PID entered in step 5 is not a password. Microsoft
Access uses the PID and the user name as seeds for an encryption
algorithm to generate an encrypted identifier for the user account.

. Re-create each user account, making sure to enter the exact, case-
sensitive user name and PID for each user.

How?

To complete this procedure, you must be logged on as a member
of the Admins group.

Note It is usually easier to manage security if you organize users
into groups, and then assign permissions to groups rather than to
individual users.

1. Start Microsoft Access by using the workgroup in which you
want to use the account.

Important The accounts you create for users must be stored
in the workgroup information file that those users will use. If
you're using a different workgroup to create the database,
change your workgroup before creating the accounts.

2. Open a database.

3. On the Tools menu, point to Security, and then click User
And Group Accounts.

4. On the Users tab, click New.

In the New User/Group dialog box, type the name of the

new account and a personal ID (PID), and then click OK to

create the new account, which is automatically added to the

Users group.
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Caution Be sure to write down the exact account name and
PID, including whether letters are uppercase or lowercase,
and keep them in a secure place. If you ever have to re-
create an account that has been deleted or created in a
different workgroup, you must supply the same name and
PID entries. If you forget or lose these entries, you can't
recover them.

Notes

= A user account name cannot be same as an existing group
account name, and visa versa.

m The PID entered in step 5 is not a password. Microsoft
Access uses the PID and the user name as seeds for an
encryption algorithm to generate an encrypted identifier for
the user account.

Tell only users who are upgrading to Microsoft Access 2000 or Access
2003 to join the converted workgroup information file. All users who
are not upgrading from version 2.0 must continue to use the
workgroup information file produced with their original version.

Already familiar with other database or spreadsheet applications

If you are familiar with other database or spreadsheet applications, then you
probably know the basics of how these applications work and what databases are
used for. Microsoft Access differs from many other database applications by
allowing you to create relational databases. Access also provides many options
for working with other database programs such as Microsoft SQL Server.

Relationships in a database

After you've set up different tables for each subject in your Microsoft Access
database, you need a way of telling Microsoft Access how to bring that
information back together again. The first step in this process is to define
relationships between your tables. After you've done that, you can create queries,
forms, and reports to display information from several tables at once. For
example, this form includes information from four tables:
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1 The Customers table
2z The Orders table
2 The Products table

4 The Order Details table

How relationships work

In the previous example, the fields in four tables must be coordinated so that
they show information about the same order. This coordination is accomplished
with relationships between tables. A relationship works by matching data in key
fields— usually a field with the same name in both tables. In most cases, these
matching fields are the primary key from one table, which provides a unique
identifier for each record, and a foreign key in the other table. For example,
employees can be associated with orders they're responsible for by creating a
relationship between the EmployeelD fields.

Employee 0] Last Mame |First Mame
3 1] Davalic  |Mancy
L1
=
Order 1D Customer 1D EmEI_olgee |u]}
10022 [LARAL 1

%

1 EmployeelD appears in both tables— -as a primary key ...

2 ... and as a foreign key.

A one-to-many relationship

A one-to-many relationship is the most common type of relationship. In a one-



to-many relationship, a record in Table A can have many matching records in
Table B, but a record in Table B has only one matching record in Table A.

Company Mame
—1|Exotic Liquids
Mew Orleans Cajun Delights

2
3| Grandma Kelly's Homestead
4 |Tokys Traders

=]

Produck ID | Product Mlame Eupplicr
1|Chai

2[Chang 2

3 [&nizeed Syrup -

4 |Chef Anton's Cajun Seasoning)

S[|Chef Anton's Gumbo bix i_

%

L L

1 One supplier ...
2 ... can supply more than one product ...

3 ... but each product has only one supplier.

A many-to-many relationship

In a many-to-many relationship, a record in Table A can have many matching
records in Table B, and a record in Table B can have many matching records in
Table A. This type of relationship is only possible by defining a third table
(called a junction table) whose primary key consists of two fields— the foreign
keys from both Tables A and B. A many-to-many relationship is really two one-
to-many relationships with a third table. For example, the Orders table and the
Products table have a many-to-many relationship that's defined by creating two
one-to-many relationships to the Order Details table. One order can have many
products, and each product can appear on many orders.

=

Order 1D Customer 1D
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1 Primary key from the Orders table



2 Primary key from the Products table
2 One order can have many products ...

4 ... and each product can appear on many orders.

A one-to-one relationship

In a one-to-one relationship, each record in Table A can have only one matching
record in Table B, and each record in Table B can have only one matching record
in Table A. This type of relationship is not common, because most information
related in this way would be in one table. You might use a one-to-one
relationship to divide a table with many fields, to isolate part of a table for
security reasons, or to store information that applies only to a subset of the main
table. For example, you might want to create a table to track employees
participating in a fundraising soccer game. Each soccer player in the Soccer
Players table has one matching record in the Employees table.
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| |Employee IDLast Mame | First Mame
3 —1 |Davalic |Mancy
Fulller Andrew
Leverling | Janct
Peacock | Margarck
Buchanan |Eteven

bl B B2 LA
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& Socces P

|Empla edll:l Player Mickname | Skill Level
[ L1 [Elammin' Man 2
b I YT 1
- 5 [Etewemeister 2

™

1 Each soccer player has one matching record in the Employees table.

2 This set of values is a subset of the EmployeelD field and the Employees table.

About defining relationships

The kind of relationship that Microsoft Access creates depends on how the
related fields are defined:

e A one-to-many relationship is created if only one of the related fields is a

primary key or has a unique index.

¢ A one-to-one relationship is created if both of the related fields are primary
keys or have unique indexes.

¢ A many-to-many relationship is really two one-to-many relationships with a



third table whose primary key consists of two fields— the foreign keys
from the two other tables.

You can also create a relationship between a table and itself. This is useful in
situations where you need to perform a Lookup within the same table. In the
Employees table, for example, you can define a relationship between the
EmployeelD and ReportsTo fields, so that the ReportsTo field can display
employee data from a matching EmployeelD.

Note If you drag a field that isn't a primary key and doesn't have a unique index
to another field that isn't a primary key and doesn't have a unique index, an
indeterminate relationship is created. In queries containing tables with an
indeterminate relationship, Microsoft Access displays a default join line between
the tables, but referential integrity won't be enforced, and there's no guarantee
that records are unique in either table.

Referential integrity

Referential integrity is a system of rules that Microsoft Access uses to ensure
that relationships between records in related tables are valid, and that you don't
accidentally delete or change related data. You can set referential integrity when
all of the following conditions are met:

e The matching field from the primary table is a primary key or has a unique
index.

e The related fields have the same data type. There are two exceptions. An
AutoNumber field can be related to a Number field with a FieldSize
property setting of Long Integer, and an AutoNumber field with a
FieldSize property setting of Replication ID can be related to a Number
field with a FieldSize property setting of Replication ID.

¢ Both tables belong to the same Microsoft Access database. If the tables are
linked tables, they must be tables in Microsoft Access format, and you must
open the database in which they are stored to set referential integrity.
Referential integrity can't be enforced for linked tables from databases in
other formats.

The following rules apply when you use referential integrity:

¢ You can't enter a value in the foreign key field of the related table that



doesn't exist in the primary key of the primary table. However, you can
enter a Null value in the foreign key, specifying that the records are
unrelated. For example, you can't have an order that is assigned to a
customer that doesn't exist, but you can have an order that is assigned to no
one by entering a Null value in the CustomerID field.

* You can't delete a record from a primary table if matching records exist in a
related table. For example, you can't delete an employee record from the
Employees table if there are orders assigned to the employee in the Orders
table.

* You can't change a primary key value in the primary table, if that record has
related records. For example, you can't change an employee's ID in the
Employees table if there are orders assigned to that employee in the Orders
table.

Cascading updates and deletes

For relationships in which referential integrity is enforced, you can specify
whether you want Microsoft Access to automatically cascade update and cascade
delete related records. If you set these options, delete and update operations that
would normally be prevented by referential integrity rules are allowed. When
you delete records or change primary key values in a primary table, Microsoft
Access makes necessary changes to related tables to preserve referential
integrity.

If you select the Cascade Update Related Fields check box when defining a
relationship, any time you change the primary key of a record in the primary
table, Microsoft Access automatically updates the primary key to the new value
in all related records. For example, if you change a customer's ID in the
Customers table, the CustomerID field in the Orders table is automatically
updated for every one of that customer's orders so that the relationship isn't
broken. Microsoft Access cascades updates without displaying any message.

Note If the primary key in the primary table is an AutoNumber field, setting the
Cascade Update Related Fields check box will have no effect, because you
can't change the value in an AutoNumber field.

If you select the Cascade Delete Related Records check box when defining a
relationship, any time you delete records in the primary table, Microsoft Access
automatically deletes related records in the related table. For example, if you



delete a customer record from the Customers table, all the customer's orders are
automatically deleted from the Orders table (this includes records in the Order
Details table related to the Orders records). When you delete records from a
form or datasheet with the Cascade Delete Related Records check box
selected, Microsoft Access warns you that related records may also be deleted.
However, when you delete records using a delete query, Microsoft Access
automatically deletes the records in related tables without displaying a warning.

Working with other applications

Microsoft Access 2003 provides features for working with other programs.

e Work with Microsoft SQL Server You can create a Microsoft Access
project that is easy to connect to a Microsoft SQL Server database, or use
the Microsoft SQL Server Database Wizard to quickly create a SQL Server
database and an Access project at the same time. Working with an Access
project is similar to working with a Microsoft Access database— the
process of creating forms, reports, data access pages, macros, and modules
is the same. Once you connect to a SQL Server database, you can view,
create, modify, and delete tables, views, stored procedures, and database
diagrams using the Microsoft SQL Server Design Tools.

e Create a new Access database from data in another file format You
can open a file that is in another file format— such as text, dBASE,
Paradox, or spreadsheet format— in Access; Microsoft Access
automatically creates an Access database and links the file for you.

e Import or link data from Microsoft Outlook or Microsoft Exchange
You can use the Exchange Import Wizard or the Outlook Import Wizard to
import or link data from Microsoft Outlook and Microsoft Exchange
Server. For example, you might want to link to your Microsoft Outlook
Contacts folder and then create form letters and mailing labels by merging
the data with the Microsoft Word Mail Merge Wizard.

e Export to other sources You can export data to a number of formats and
applications from Access.

Data formats you can export to

Application Version or format supported
2.0, 7.0/95, 8.0/97, 9.0/2000, 10.0/Access



Microsoft Access database

Microsoft Access project

dBASE

Paradox, Paradox for
Microsoft Windows

Microsoft Excel

Microsoft Word, Rich Text
Format

Lotus 1-2-3
Delimited text files
Fixed-width text files

HTML and IDC/HTX

Microsoft Active Server

Pages
XML Documents

SQL tables, Microsoft Visual

FoxPro, and programs and
databases that support the
ODBC protocol

2002-2003

9.0/2000, 10.0/Access 2002-2003

III, IV, and 5; and 7 (Requires Borland
Database Engine 4.x or later. Updated
drivers may be available from Microsoft
Technical Support)

3.x, 4.x, and 5.0; and 8.0 (Requires Borland
Database Engine 4.x or later. Updated
drivers may be available from Microsoft
Technical Support)

3.0, 4.0, 5.0, 7.0/95, 8.0/97, 9.0/2000, and
10.0/Excel 2003

All

.wj2, .wk1 and .wk3 formats
All character sets

All character sets

1.0 (if a list)

2.0, 3.x, 4.x (if a table or list)

All

All
Visual FoxPro 3.0, 5.0, and 6.x

For an up-to-date list of supported ODBC
drivers, see the Microsoft Knowledge Base.

Import or link data to an Access database Just as you can export to a
number of formats and applications, you can also work with the data from

other sources and applications.

Data formats you can import or link to

Data source

Version or format supported
2.0, 7.0/95, 8.0/97, 9.0/2000,



Microsoft Access database 10.0/Access 2002-2003

Microsoft Access project 9.0/2000, 10.0/Access 2002-2003
III, IV, and 5; and 7 (Linking
requires updated ISAM drivers

dBASE available from Microsoft Technical
Support)
3.x, 4.x, and 5.0; and 8.0 (Linking
Paradox, Paradox for Microsoft requires updated ISAM drivers
Windows available from Microsoft Technical
Support)

3.0, 4.0, 5.0, 7.0/95, 8.0/97,

Microsoft Excel spreadsheets 9.0/2000, and 10.0/Excel 2003

Lotus 1-2-3 spreadsheets (Linking is wks, .wk1, .wk3, and .wk4

read-only)

Microsoft Exchange All versions
Delimited text files All character sets
Fixed-width text files All character sets
HTML 1.0 (if a list)

2.0, 3.x (if a table or list)
XML Documents All versions
Visual FoxPro 2.x, 3.0, 5.0, and 6.x
SQL tables, Microsoft Visual FoxPro, (import only)
and data from other programs and

databases that support the ODBC
protocol

For an up-to-date list of supported
ODBC drivers, see the Microsoft
Knowledge Base.

Using a database for the first time

Working with databases and database objects can be a daunting task when you
first get started. The following information should help you become more
familiar with the components that make up a Microsoft Access database.

Databases: What they are and how they work




A database is a collection of information that's related to a particular subject or
purpose, such as tracking customer orders or maintaining a music collection. If
your database isn't stored on a computer, or only parts of it are, you may be
tracking information from a variety of sources that you're having to coordinate
and organize yourself.

For example, suppose the phone numbers of your suppliers are stored in various
locations: in a card file containing supplier phone numbers, in product
information files in a file cabinet, and in a spreadsheet containing order
information. If a supplier's phone number changes, you might have to update that
information in all three places. In a database, however, you only have to update
that information in one place— the supplier's phone number is automatically
updated wherever you use it in the database.

Access database files

Using Microsoft Access, you can manage all your information from a single
database file. Within the file, you can use:

Tables to store your data.

Queries to find and retrieve just the data you want.

Forms to view, add, and update data in tables.

Reports to analyze or print data in a specific layout.

Data access pages to view, update, or analyze the database's data from the
Internet or an intranet.

Eustumers : Table

Customer |0 Company Mame City

ESBE Y E's Eeverages 1, |London

EAST C Eastern Connection | London
Company Mame City Order
E's Eeverages 2 [London|11-8
Eastern Connection | London|12-A

=5

Customers

Custaomer |0: BSBE v

Company Mame: E's Beverages 3
B ™
Customer: B's Beverages 4
] Cus E
1]
Customer Around the Horn gg
Cust EEE 5 o
ushamer 5 Beverages (9
Order 10 Total
[ 10zaa [ $473.00




1 Store data once in one table, but view it from multiple locations. When you
update the data, it's automatically updated everywhere it appears.

2 Display data in a query
3 Display data in a form
4 Display data in a report

s Display data in a data access page

Tables and relationships

To store your data, create one table for each type of information that you track.
To bring the data from multiple tables together in a query, form, report, or data
access page, define relationships between the tables.

— -

=
Customer I0|{Company Mame City

BSBE v E's Beverages Londan
EASTC Eastern Connection|London
HarAF Hanari Carnes Fio de Janeiro

o B
.

Order I0|Customer I0{Required Date
10z [HAMAR 03-May
1023  |BSBEY 25-May
1024 [EASTC 10-May

1 Customer information that once existed in a mailing list now resides in the
Customers table.

2 Order information that once existed in a spreadsheet now resides in the Orders
table.

2 A unique ID, such as a Customer ID, distinguishes one record from another
within a table. By adding one table's unique ID field to another table and
defining a relationship, Microsoft Access can match related records from both



tables so that you can bring them together in a form, report, or query.

Queries

To find and retrieve just the data that meets conditions that you specify,
including data from multiple tables, create a query. A query can also update or
delete multiple records at the same time, and perform predefined or custom
calculations on your data.

EH Customers : Table

Customer 10| Company Mame City
EZEBE W E's Beverages London
EASTC Eastern Connection|London
HAMAR Hanari Carnes Ric de Janciro
EH Orders : Table
Order ID|Required Date|Customer [0
10331 [21-Apr HANAR
1034 3|05-Apr EZEBE Y
| 10357 ]25-Apr EASTC
Order ID|Required Date|  Company Mame Cil g,l_
10343 05-Apr  |B's Beverages London
10357 25-Apr  |Eastern Connection  (Londaon|

Ln-

1 This query accesses separate tables to retrieve the Order ID, Required Date,
Company Name, and City information for customers in London whose orders
were required in April.

Forms

To easily view, enter, and change data directly in a table, create a form. When
you open a form, Microsoft Access retrieves the data from one or more tables,
and displays it on the screen with the layout you choose in the Form Wizard, or
with the layout that you created on your own in Design view.

BEOrders Table ©)
Order IO Customer I0{Fequired Date | Employes

o2z |HARAR 09-May Diodsworth, Anne
= 11023 |BSEE W 20-May Dlavalio, Mancy

B8 Orders : Form 7

3
Bill To:|E's Beverages Print In
Fanutleroy Circus

London ECZ5MT]

i IS
Salesperson:
Order ID:[[0Z3] Required Date:[10-[ay|

Froduct Unit Price | Guantity| Extended Price
Chai 18.00 10 $1a0.00
Ipoh Coffes 46.00 30 $1380.00




1 A table displays many records at the same time, but you might have to scroll to
see all of the data in a single record. Also, when viewing a table, you can't
update data from more than one table at the same time.

2 A form focuses on one record at a time, and it can display fields from more
than one table. It can also display pictures and other objects.

2 A form can contain a button that prints, opens other objects, or otherwise
automates tasks.

Reports

To analyze your data or present it a certain way in print, create a report. For
example, you might print one report that groups data and calculates totals, and
another report with different data formatted for printing mailing labels.

Y

Sales by Category
Si-hdny

Axxar Sxyam Ny
rooc 2
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Customer: B's Beverages

Order ID:  Sale Amount:

10943 F711.00
10347 $220.00
11023 $1500.00

Total: EJ $2431.00

1 Use a report to create mailing labels.
2 Use a report to show totals in a chart.

2 Use a report to calculate totals.

Data access pages

To make data available on the Internet or an intranet for interactive reporting,
data entry, or data analysis, use a data access page. Microsoft Access retrieves
the data from one or more tables and displays it on the screen with the layout



that you created on your own in Design view, or with the layout you chose in the
Page Wizard.

Orders By Date

Click to expand indicator [+]
to see the records for each date.

Drder Date
Drder Date

Drder Date
Order ID Total

2

”

4 4 Orders Totals1-30f6 kB

a{ 4 Orders Totals - OrderDate 1- 3 of 22 E

1 Click the expand indicator ...
2 ... to display the data and record navigation toolbar for the next level of detail.

2 Use the record navigation toolbars to move to, sort, and filter records, and to
get Help.

Tables: Store and manage your data

A table is a collection of data about a specific topic, such as products or
suppliers. Using a separate table for each topic means that you store that data
only once. This results in a more efficient database and fewer data-entry errors.

How data is organized in tables

Tables organize data into columns (called fields) and rows (called records).

For example, each field in a Products table contains the same type of information
for every product, such as the product's name. Each record in that table contains
all the information about one product, such as the product's name, supplier ID
number, units in stock, and so on.



Table Design view

In table Design view, you can create an entire table from scratch, or add, delete,
or customize the fields in an existing table.

1 2
Ficld Name Diata Type l p
|

E‘{ﬂ—
[ —
r | —
[ —

Ficld Properties

General Lk

4 Format Currency
~ Decimal Places | Auto
Input Mazk

1 If you want to track additional data in a table, add more fields. If an existing
field name isn't descriptive enough, you can rename the field.

2 Setting a field's data type defines what kind of values you can enter in a field.
For example, if you want a field to store numerical values that you can use in
calculations, set its data type to Number or Currency.

3 You use a unique tag, called a primary key, to identify each record in your
table. A table's primary key is used to refer to related records in other tables.

 Field properties are a set of characteristics that provide additional control over
how the data in a field is stored, entered, or displayed. Which properties are
available depends on a field's data type.

How to relate two tables

A common field relates two tables so that Microsoft Access can bring together
the data from the two tables for viewing, editing, or printing. In one table, the
field is a primary key that you set in table Design view. That same field also
exists in the related table as a foreign key.



Fupplicrs : Table
fupplicr ID|Company Man
1 | Exotic Liquid

2 | New Orleans
3 | Grandma Eell
4 | Tokyo Trade

Llnitz in Stock

1 In the Suppliers table, you enter a supplier ID, company name, and so on, for
each supplier. SupplierID is the primary key that you set in table Design view.

2 In the Products table, you include the SupplierID field, so that when you enter
a new product, you can identify its supplier by entering that supplier's unique ID
number. SupplierID is the foreign key in the Products table.

Table Datasheet view

In a table or query, Datasheet view provides the tools you need to work with
data.

Using the Table Datasheet and Query Datasheet toolbars

The Table Datasheet and Query Datasheet toolbars provide many of the tools
you need to find, edit, and print records.
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1 Print or preview data
2 Check spelling

2 Cut, copy, or paste selected text, fields, whole records, or the entire datasheet



4 Sort records
s Filter records, and find or replace values

& Add or delete records

Working with columns, rows, and subdatasheets

You can find tools for working with columns, rows, and subdatasheets in the
datasheet itself, or by right-clicking a column selector.

DSupplitrs: Table ]
Fupplicr ID 4 Company Mame 1
: - -+
'

HE

Product D |Product Mame

Fi[+
3 |+
=i -

| [H

1 Use the column selector to move, hide, or rename a column.
2 Resize columns or rows.
a2 Use subdatasheets to view related data.

s Freeze the leftmost column so that it is displayed as you scroll to the right.

Moving through records
You can use the navigation toolbar to move through the records in a datasheet.

o 2 9
|Hecc\rd: 4] 4 |T|_>||—|W|gf??|

4 2 9

1 Go to the first record.
2 Go to the previous record.
3 Type a record number to move to.

4 Go to the next record.



s Go to the last record.

& Go to a blank (new) record.

Queries: Getting answers to your questions

You use queries to view, change, and analyze data in different ways. You can
also use them as a source of records for forms, reports, and data access pages.
There are several types of queries in Microsoft Access.

Select queries

A select query is the most common type of query. It retrieves data from one or
more tables and displays the results in a datasheet where you can update the
records (with some restrictions). You can also use a select query to group records
and calculate sums, counts, averages, and other types of totals.

Parameter queries

A parameter query is a query that when run displays its own dialog box
prompting you for information, such as criteria for retrieving records or a value
you want to insert in a field. You can design the query to prompt you for more
than one piece of information; for example, you can design it to prompt you for
two dates. Access can then retrieve all records that fall between those two dates.

Parameter queries are also handy when used as the basis for forms, reports, and
data access pages. For example, you can create a monthly earnings report based
on a parameter query. When you print the report, Access displays a dialog box
asking for the month that you want the report to cover. You enter a month and
Access prints the appropriate report.

Crosstab queries

You use crosstab queries to calculate and restructure data for easier analysis of
your data. Crosstab queries calculate a sum, average, count, or other type of total
for data that is grouped by two types of information— one down the left side of
the datasheet and another across the top.



Action queries

An action query is a query that makes changes to or moves many records in just
one operation. There are four types of action queries:

e Delete Queries A delete query deletes a group of records from one or
more tables. For example, you could use a delete query to remove products
that are discontinued or for which there are no orders. With delete queries,
you always delete entire records, not just selected fields within records.

e Update Queries An update query makes global changes to a group of
records in one or more tables. For example, you can raise prices by 10
percent for all dairy products, or you can raise salaries by 5 percent for the
people within a certain job category. With an update query, you can change
data in existing tables.

e Append Queries An append query adds a group of records from one or
more tables to the end of one or more tables. For example, suppose that you
acquire some new customers and a database containing a table of
information on those customers. To avoid typing all this information into
your own database, you'd like to append it to your Customers table.

e Make-Table Queries A make-table query creates a new table from all or
part of the data in one or more tables. Make-table queries are helpful for
creating a table to export to other Microsoft Access databases or a history
table that contains old records.

SQL queries

An SQL query is a query you create by using an SQL statement. You can use
Structured Query Language (SQL) to query, update, and manage relational
databases such as Access.

When you create a query in query Design view, Access constructs the equivalent
SQL statements behind the scenes for you. In fact, most query properties in the
property sheet in query Design view have equivalent clauses and options
available in SQL view. If you want, you can view or edit the SQL statement in
SQL view. However, after you make changes to a query in SQL view, the query
might not be displayed the way it was previously in Design view.



Some SQL queries, called SQL-specific queries, can't be created in the design
grid. For pass-through, data-definition, and union queries, you must create the
SQL statements directly in SQL view. For subqueries, you enter the SQL in the
Field row or the Criteria row of the query design grid.

Forms: Putting a friendly face on your data

A form is a type of a database object that is primarily used to enter or display
data in a database. You can also use a form as a switchboard that opens other
forms and reports in the database, or as a custom dialog box that accepts user
input and carries out an action based on the input.
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1 A data-entry form
2 A switchboard form
2 A custom dialog box

Most forms are bound to one or more tables and queries in the database. A form's
record source refers to the fields in the underlying tables and queries. A form
need not contain all the fields from each of the tables or queries that it is based

on.

A bound form stores or retrieves data from its underlying record source. Other
information on the form, such as the title, date, and page number, is stored in the

form's design.
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—Product ID:  Produck Mame:  Unit Price:
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1 Graphic elements, such as lines and rectangles, are stored in the form's design.
2 Data comes from the fields in the underlying record source.

3 A calculation comes from an expression, which is stored in the form's design.
4 Descriptive text is stored in the form's design.

You create a link between a form and its record source by using graphical objects
called controls. The most common type of control used to display and enter data
is a text box.
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1 Labels display descriptive text.
2 Text boxes display data from and enter data into the Products table.
2 A text box uses an expression to calculate a total.

You can also open a form in PivotTable view or PivotChart view to analyze data.
In these views, you can dynamically change the layout of a form to present data
in different ways. You can rearrange row headings, column headings, and filter
fields until you achieve the desired layout. Each time you change the layout, the
form immediately recalculates the data based on the new arrangement.
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1 In PivotTable view, you can view detail or summarized data by arranging
fields in the filter, row, column, and detail areas.

2 In PivotChart view, you can display data visually by selecting a chart type and
viewing data by arranging fields in the filter, series, category, and data areas.

Creating a form

You can create a form quickly by using the AutoForm command or a wizard.
AutoForm creates a form that displays all fields and records in the underlying
table or query. A wizard asks you questions and creates a form based on your
answers. You can then customize the form the way you want it in Design view.

Customizing a form

In Design view

You can customize a form in Design view in the following ways:
Record source Change the tables and queries that a form is based on.

Controlling and assisting the user You can set form properties to allow or
prevent users from adding, deleting, or editing records displayed in a form. You
can also add custom Help to a form to assist your users with using the form.

Form window You can add or remove Maximize and Minimize buttons, short
cut menus, and other Form window elements.



Sections You can add, remove, hide, or resize the header, footer, and details
sections of a form. You can also set section properties to control the appearance
and printing of a form.

Controls You can move, resize, or set the font properties of a control. You can
also add controls to display calculated values, totals, current date and time, and
other useful information on a form.

In PivotTable or PivotChart view

You can customize a form in PivotTable or PivotChart view in the following
ways:

Add, move, or remove fields You can add fields to the filter, row, column, and
detail areas in PivotTable view, and to the filter, category, series, and data areas
in PivotChart view. You can also move fields from one area to another and
remove fields from the view.

Filter records You can filter data displayed in the view by adding or moving a
field to the filter area. You can also filter a field in the row and column area.

Sort records You can sort items in row or column fields in ascending or
descending order. You can also sort items in custom order in PivotTable view.

Group records You can group items in row or column fields on intervals, or
create custom groups.

Format elements and change captions In PivotTable view, you can change
the font settings, alignment, background color, and number format of a field.
You can also change the captions of fields and custom groups. In PivotChart
view, you can change the chart type, format data markers, and more.

Reports: Presenting your data to the world

A report is an effective way to present your data in a printed format. Because
you have control over the size and appearance of everything on a report, you can
display the information the way you want to see it.
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1 Create mailing labels.
2 Show totals in a chart.
3 Group records into categories.

4 Calculate totals.

Most reports are bound to one or more table and query in the database. A report's
record source refers to the fields in the underlying tables and queries. A report
need not contain all the fields from each of the tables or queries that it is based

on.

A bound report gets its data from its underlying record source. Other information
on the form, such as the title, date, and page number, is stored in the report's
design.
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1 The report title and column headings are stored in the report's design.

2 The date comes from an expression stored in the report's design.

2 Data comes from fields in the underlying table, query, or SQL statement.
4 Totals come from expressions, which are stored in the report's design.

You create the link between a report and its record source by using graphical



objects called controls. Controls can be text boxes that display names and
numbers, labels that display titles, or decorative lines that graphically organize
the data and make the report more attractive.

1 + Report Header
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| Shipped Date Order IO Sale Amount

1 Lines are decorative.
2 Labels display descriptive text.
2 Text boxes display data from the Sales by Date query.

& A text box uses an expression to calculate a total.

Creating a report

You can create different types of reports quickly by using wizards. Use the Label
Wizard to create mailing labels, the Chart Wizard to create charts, or the Report
Wizard to create a standard report. The wizard asks you questions and creates a
report based on your answers. You can then customize the report the way you

want it in Design view.

Customizing a report

You can customize a report in the following ways:
Record source Change the tables and queries that a report is based on.

Sorting and grouping data You can sort data in ascending or descending order.
You can also group records on one or more fields, and display subtotals and
grand totals on a report.

Report window You can add or remove Maximize and Minimize buttons,



change the title bar text, and other Report window elements.

Sections You can add, remove, hide, or resize the header, footer, and details
sections of a report. You can also set section properties to control the appearance
and printing of a report.

Controls You can move, resize, or set the font properties of a control. You can
also add controls to display calculated values, totals, current date and time, and
other useful information on a report.

Data access pages: Publishing your data to the Web

A data access page is a special type of Web page designed for viewing and
working with data from the Internet or an intranet— data that is stored in a
Microsoft Access database or a Microsoft SQL Server database. The data access
page may also include data from other sources, such as Microsoft Excel.

A page in Page view or Microsoft Internet Explorer 5.01 with Service
Pack 2 (SP2) or later

Using a data access page is similar to using a form: You can view, enter, edit,
and delete data in a database. However, you can also use a page outside a
Microsoft Access database, so users can update or view data over the Internet or
an intranet.

The following illustration shows how the Product data access page, which is
used for entering and updating product information, looks in Page view or in
Microsoft Internet Explorer 5.01 with Service Pack 2 (SP2) or later.
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1 Enter product information in the text boxes, drop-down list box, and check
box.

2 Use the record navigation toolbar to navigate, add, delete, save, sort, and filter
records, and to get Help.

A page in Design view

The following illustration shows the Products data access page in Design view.
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1 Title in the body of the page
2 Group header for the Products group level

2 Record navigation section for the Products group level

Parts of a data access page

The body The body is the basic design surface of a data access page. On a
page that supports data entry, you can use it to display informational text,
controls bound to data, and sections.

Sections You use sections to display text, data from a database, and toolbars.

Two types of sections are typically used on pages that support data entry: group
header and record navigation sections. A page can also have footer and caption
sections.



¢ Group header and footer Used to display data and calculate values.

¢ Record navigation Used to display the record navigation control for the
group level. A record navigation section for a group appears after the group
header section. You can't place bound controls in a record navigation
section.

e Caption Used to display captions for text boxes and other controls. It
appears immediately before the group header. You can't place bound
controls in a caption section.

Each group level in a data access page has a record source. The name of the
record source is displayed on the section bar for each section used for a group
level.

Designing different types of data access pages

You design data access pages in Design view in Microsoft Access. The page is a
separate file that is stored outside Access; however, when you create the file,
Access automatically adds a shortcut to the file in the Database window.
Designing a data access page is similar to designing forms and reports— you use
a field list, the toolbox, controls, and so on. However, there are some significant
differences in the way that you design and interact with data access pages as
opposed to forms and reports. How you design the page depends on what it will
be used for.

¢ Interactive reporting This type of data access page is often used to
consolidate and group information that is stored in the database, and then
publish summaries of the data. For example, a page might publish the sales
performance for each region in which you do business. Using expand
indicators, you can go from a general summary of the information, such as
a list of all the regions and their combined sales total, to specific details on
individual sales within each region. The data access page might provide
toolbar buttons for sorting and filtering the data, as well as for adding,
editing, and deleting the data in some or all group levels.

e Data analysis This type of data access page may include a PivotTable
list, similar to a Microsoft Excel PivotTable report, that lets you reorganize
the data to analyze it in different ways. The page might contain a chart that
you can use to analyze trends, detect patterns, and compare data in your
database. Or it might contain a spreadsheet, in which you can enter and edit
data and use formulas to calculate as you do in Excel.




Using data access pages in Internet Explorer

A data access page is connected directly to a database. When users display the
data access page in Internet Explorer, they are viewing their own copy of the
page. That means any filtering, sorting, and other changes they make to the way
the data is displayed— including changes they make within a PivotTable list or
spreadsheet— affect only their copy of the data access page. However, changes
that they make to the data itself— such as modifying values, and adding or
deleting data— are stored in the underlying database, and therefore are available
to everyone viewing the data access page.

Users get Help on how to work with the page in Internet Explorer by clicking the
Help 9| button on the record navigation toolbar. The Help file that appears is
automatically included with any data access page that's published with a record
navigation toolbar. If you delete the record navigation toolbar or if you disable
its Help button, you should provide instructions for using the page to those who
will use the page.

Note To view and work with the data access page on the Internet or an intranet,
users need Microsoft Internet Explorer 5.01 with Service Pack 2 (SP2) or later.

Using data access pages in Microsoft Access

You can also work with a data access page in Page view in Access. Data access
pages can supplement the forms and reports that you use in your database
application. When deciding whether to design a data access page, form, or
report, consider the tasks that you want to perform.

You get Help on how to work with the page in Page view by clicking the Help
button on the Page View toolbar to display Access Help. Clicking the Help
button on a record navigation toolbar on the page displays Help for working with
the page in Microsoft Internet Explorer. As mentioned previously, this Help file
is automatically included with any data access page that's published with a
record navigation toolbar. You can delete the Help button on pages that are used
only within Access, or you can modify the button to provide custom Help.

Where a data access page gets its data




Types of data sources for a data access page

Microsoft Access database, or a Microsoft SQL Server database version 6.5 or
later. To design a page using data from one of these databases, the page must be
connected to the database. If you have already opened an Access database or an
Access project that's connected to a SQL Server database, the data access page
you create automatically connects to the current database and stores that path in
the ConnectionString property of the data access page. When a user browses to
the page in Microsoft Internet Explorer 5.01 with Service Pack 2 (SP2) or later
or displays the page in Page view, it displays current data from the underlying
database by using the path defined in the ConnectionString property. If you
design the data access page while the database is on a local drive, Access will
use the local path, which means the data won't be accessible to others. For this
reason, it's important that you move or copy the database to a network location
that's accessible to users of your page. Once the database is on the network
share, open the database using the UNC address. If you move or copy the
database after you've already designed the page, you'll have to update the path in
the ConnectionString property to point to the new location.

Instead of having to update the ConnectionString property of each page in the
database separately, you can choose to create a connection file. A connection file
stores the connection information for a data access page, and can be shared
between multiple data access pages. When you open a data access page that uses
a connection file, the page reads the connection file and connects to the
appropriate database. After creating the connection file, if you move or copy the

database, all you have to do is edit the connection information in the connection
file.

Types of data sources for Microsoft Office Web Components on a data
access page

Although the data access page gets its data from a Microsoft Access database or
Microsoft SQL Server database, Microsoft Office Web Component controls on
the page can display data from either of these databases or from other sources.
For example, the page may contain a PivotTable list, spreadsheet, or chart with
data from a Microsoft Excel worksheet or a database other than Access or SQL
Server. Depending on the data source, the data in these controls may be a
snapshot of the original data or it may be live data displayed through a separate




connection that the control has with its data source.

To create an Office Web Component with data from a source other than the
current database, you might have to use a program other than Access to first
publish the data to a Web page. For example, to create a PivotTable list that
contains data from an Excel worksheet, you have to publish the data from Excel.
Then, in Access, you can open the Web page and turn it into a data access page
by adding controls that are bound to an Access or SQL Server database. You can
further customize the page by adding labels, pictures, or other features to
enhance the page's appearance. From within Access, you can create a PivotTable
list that uses data from an external source other than Excel.

Macros: Putting your data to work

Macros are a set of actions that you can create to help you to automate common
tasks. By using groups of macros, you can perform several tasks at once.

What is a macro?

A macro is a set of one or more actions that each perform a particular operation,
such as opening a form or printing a report. Macros can help you to automate
common tasks. For example, you can run a macro that prints a report when a
user clicks a command button.

& Print |
Action
b ¥ |OpenReport | Open the Invaice report
Action Arquments

Report Mame  Invaice
= Wiew Print
= ||Filtar Mame

‘whers Condition [OrderlD]=[Formz11[0rders]

1 When you create a macro, you enter the actions you want to carry out in this
portion of the Macro window.

2 You can specify arguments for an action in this portion of the window.

A macro can be one macro composed of a sequence of actions, or it can be a
macro group. You can also use a conditional expression to determine whether in
some cases an action will be carried out when a macro runs.




The following macro is composed of a series of actions. Microsoft Access
carries out these actions each time the macro runs. To run this macro, you refer
to the macro name Review Products.

# Review Products : Macro

Action Comment
Attached to the Add
Echo Freeze screen while
OpenForm Open the Product List
F | MoveSize Position the Product L

What is a macro group?

If you have numerous macros, grouping related macros in macro groups can help
you to manage your database more easily.

For example, the following macro group, named Buttons, is made up of three
related macros: Employees, Products, and Reps. Each macro carries out the
OpenForm action, and the Products macro also carries out the MoveSize action.

PR
Macro Mame|  Action

Employees  [OpenForm
Froducts OpenForm
MoweSize
Feps OpenForm

The name in the Macro Name column identifies each macro. When you run a
macro in a macro group, Microsoft Access carries out the action in the action
column and any actions that immediately follow with a blank Macro Name
column.

You can run a macro in a macro group in an event or event procedure by typing
the macro group name followed by a period and then the macro name. In the
preceding example, to refer to the Employees macro in the Buttons macro group,
you would type Buttons.Employees.

Conditional actions

In some cases, you may want to carry out an action or series of actions in a
macro only if a particular condition is true. For example, if you're using a macro
to validate data in a form, you might want to display one message in response to
one set of values entered in a record and another message in response to a



different set of values. In cases like these, you can use conditions to control the
flow of the macro.

A condition is a logical expression that evaluates to True/False or Yes/No. The
macro follows different paths depending on whether the condition is true or
false.

When you run the macro, Microsoft Access evaluates the first conditional
expression. If the condition is true, Microsoft Access carries out the action in
that row and any of the immediately following actions that are preceded by an
ellipsis (...) in the Condition column.

Microsoft Access then runs any additional actions in the macro that have a blank
Condition column until it reaches another expression, a macro name, or the end
of the macro.

If the condition is false, Microsoft Access ignores the action and any
immediately following actions that are preceded by an ellipsis in the Condition
column and moves to the next action row that contains another condition or a
blank Condition column.

The following macro runs the MsgBox and the StopMacro actions only when the
expression in the Condition column is true (when there is a Null value in the
SupplierID field).

# Review Products : Macro

Condition Action
I=hulll[SupplierD]) - MegBox
Stophlacro

Action arguments

Action arguments are additional information required by some macro actions

— for example, the object affected by the action or special conditions under
which the action is carried out. After you add an action to a macro, you set the
arguments for the action in the lower portion of the Macro window. These
arguments give Microsoft Access additional information on how to carry out the
action.

Tips for setting action arguments:



In general, it's a good idea to set action arguments in the order they're listed,
because choices for one argument may determine those for arguments that
follow.

If you add an action to your macro by dragging a database object from the
Database window, Microsoft Access automatically sets appropriate
arguments for that action.

If an action has an argument that calls for the name of a database object,
you can set the argument and the corresponding object type argument
automatically by dragging the object from the Database window to the
argument box.

You can use an expression preceded by an equal sign (=) to set many action
arguments.

Modules: Automate routine tasks and create business solutions

A module is essentially a collection of declarations, statements, and procedures
stored together as one named unit to organize your Microsoft Visual Basic code.
Microsoft Access has two types of modules: standard modules and class
modules.

What is a module?

A module is a collection of Visual Basic declarations and procedures that are
stored together as a unit.

1

L 4
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[General)[ -] [[Declarations][~|
3 Option Compare Databaze
= ||| |Dption Explicit
Function lsLoaded [By' al strF|
4
-
End Function
I3 SEl v
1]
-

1 Object box

2z Procedure box



s Declarations
4 Procedures
s Procedure View button

& Full Module View button

Class modules

Form and report modules are class modules that are associated with a particular
form or report. Form and report modules often contain event procedures that run
in response to an event on the form or report. You can use event procedures to
control the behavior of your forms and reports, and their response to user
actions, such as clicking a command button.

When you create the first event procedure for a form or report, Microsoft Access
automatically creates an associated form or report module.

1 To view or add a form procedure, choose one of the form's objects from the
Object box ...

z ... and then choose an event from the Procedure box. Names of events that
already have procedures are bold.

Procedures in your form and report modules can call procedures you have added
to standard modules.

In Access 97 or later, class modules can also exist independent of a form or
report, and this type of class module is listed in the Database window. You can
use a class module to create a definition for a custom object. In Access 95, class
modules exist in association only with a form or report.

Standard modules

Standard modules contain general procedures that aren't associated with any



other object, and frequently used procedures that can be run from anywhere
within your database. The major difference between a standard module and a
class module that is not associated with a particular object is one of scope and
lifetime. The value of any variables or constants that are declared or exist in a
class module without an associated object are available for use only while that
code is running and only from that object.

&

[General)[ -] [[Declarations] [+|

Option Compare Databaze
Option Explicit
mrFunction lsLoaded [By'al striFo

=
1

= Feturns True if the specifi
= ||| |Const conObjStateClozed=0
S[] Tconst conDiesigniiews=10

1 Function name and arguments
2 Visual Basic declarations and code statements

Standard modules are listed in Modules under Objects in the Database window.
Form, report, and standard modules are also listed in the Object Browser.

Relationships in a database

After you've set up different tables for each subject in your Microsoft Access
database, you need a way of telling Microsoft Access how to bring that
information back together again. The first step in this process is to define
relationships between your tables. After you've done that, you can create queries,
forms, and reports to display information from several tables at once. For
example, this form includes information from four tables:

= i
[Faizcn Doy BE SIS
e

2
10523 07 -Jun-00

Product: Lnik Price: | Buantity:
¥ = $z4.00 14
Ecottizh Longbread $12.50 20
Piite chinaiz $36.00 0
e 3 4
- -

1 The Customers table

2z The Orders table



2 The Products table

4 The Order Details table

How relationships work

In the previous example, the fields in four tables must be coordinated so that
they show information about the same order. This coordination is accomplished
with relationships between tables. A relationship works by matching data in key
fields— usually a field with the same name in both tables. In most cases, these
matching fields are the primary key from one table, which provides a unique
identifier for each record, and a foreign key in the other table. For example,
employees can be associated with orders they're responsible for by creating a
relationship between the EmployeelD fields.

=
Employee 0] Last Mame |First Mame
3 1] Davalic  |Mancy
L1
=
Order 1D Customer 1D EmEI_olgee |u]}
10022 [LARAL 1

%

1 EmployeelD appears in both tables— -as a primary key ...

2 ... and as a foreign key.

A one-to-many relationship

A one-to-many relationship is the most common type of relationship. In a one-
to-many relationship, a record in Table A can have many matching records in
Table B, but a record in Table B has only one matching record in Table A.

E2
Zupplier ID] Company Mame
—1|Exotic Liquids

2 |Mew Qrleans Cajun Delights
3| Grandma Kelly's Homestead
4 |Tokys Traders

Produck ID | Product Mlame Supplicr ID
1|Chai

Chang 2 1]

-

2

SlAnizeed Eyrup

4 |Chef Anton's Cajun Seasoning)
5 IChef Anton's Gumbae Mix —
[ |

%

L L

1 One supplier ...



2 ... can supply more than one product ...

3 ... but each product has only one supplier.

A many-to-many relationship

In a many-to-many relationship, a record in Table A can have many matching
records in Table B, and a record in Table B can have many matching records in
Table A. This type of relationship is only possible by defining a third table
(called a junction table) whose primary key consists of two fields— the foreign
keys from both Tables A and B. A many-to-many relationship is really two one-
to-many relationships with a third table. For example, the Orders table and the
Products table have a many-to-many relationship that's defined by creating two
one-to-many relationships to the Order Details table. One order can have many
products, and each product can appear on many orders.

=

Order 1D Customer 1D
10000 |FRANS
—1000] [MEREF
aoo2 |FoLED

2
=

L—— Order ID]Product ID-

| 9000 —T
3 [T} 40
- A 53
oo0Z —=

Produdt 10 | Produck Mame
* L2C|MNuluCa Nuf-Mougat Creme
26| Gumbir Gummibirchen

1 Primary key from the Orders table
2 Primary key from the Products table
2 One order can have many products ...

4 ... and each product can appear on many orders.

A one-to-one relationship

In a one-to-one relationship, each record in Table A can have only one matching
record in Table B, and each record in Table B can have only one matching record
in Table A. This type of relationship is not common, because most information
related in this way would be in one table. You might use a one-to-one



relationship to divide a table with many fields, to isolate part of a table for
security reasons, or to store information that applies only to a subset of the main
table. For example, you might want to create a table to track employees
participating in a fundraising soccer game. Each soccer player in the Soccer
Players table has one matching record in the Employees table.

=

| |Employee IDLast Mame | First Mame
3 —1 |Davalic |Mancy
2|Fulller Andrew
3|Leverling | Janet
4
-

Peacock | Margarck
Buchanan |Eteven

1

& Socces P

|Empla edll:l Player Mickname | Skill Level
[ L1 [Elammin' Man 2
b I YT 1
- 5 [Etewemeister 2

™

1 Each soccer player has one matching record in the Employees table.

2 This set of values is a subset of the EmployeelD field and the Employees table.

About defining relationships

The kind of relationship that Microsoft Access creates depends on how the
related fields are defined:

e A one-to-many relationship is created if only one of the related fields is a
primary key or has a unique index.

e A one-to-one relationship is created if both of the related fields are primary
keys or have unique indexes.

¢ A many-to-many relationship is really two one-to-many relationships with a
third table whose primary key consists of two fields— the foreign keys
from the two other tables.

You can also create a relationship between a table and itself. This is useful in
situations where you need to perform a Lookup within the same table. In the
Employees table, for example, you can define a relationship between the
EmployeelD and ReportsTo fields, so that the ReportsTo field can display
employee data from a matching EmployeelD.

Note If you drag a field that isn't a primary key and doesn't have a unique index
to another field that isn't a primary key and doesn't have a unique index, an
indeterminate relationship is created. In queries containing tables with an
indeterminate relationship, Microsoft Access displays a default join line between



the tables, but referential integrity won't be enforced, and there's no guarantee
that records are unique in either table.

Referential integrity

Referential integrity is a system of rules that Microsoft Access uses to ensure
that relationships between records in related tables are valid, and that you don't
accidentally delete or change related data. You can set referential integrity when
all of the following conditions are met:

The matching field from the primary table is a primary key or has a unique
index.

The related fields have the same data type. There are two exceptions. An
AutoNumber field can be related to a Number field with a FieldSize
property setting of Long Integer, and an AutoNumber field with a
FieldSize property setting of Replication ID can be related to a Number
field with a FieldSize property setting of Replication ID.

Both tables belong to the same Microsoft Access database. If the tables are
linked tables, they must be tables in Microsoft Access format, and you must
open the database in which they are stored to set referential integrity.
Referential integrity can't be enforced for linked tables from databases in
other formats.

The following rules apply when you use referential integrity:

You can't enter a value in the foreign key field of the related table that
doesn't exist in the primary key of the primary table. However, you can
enter a Null value in the foreign key, specifying that the records are
unrelated. For example, you can't have an order that is assigned to a
customer that doesn't exist, but you can have an order that is assigned to no
one by entering a Null value in the CustomerID field.

You can't delete a record from a primary table if matching records exist in a
related table. For example, you can't delete an employee record from the
Employees table if there are orders assigned to the employee in the Orders
table.

You can't change a primary key value in the primary table, if that record has
related records. For example, you can't change an employee's ID in the
Employees table if there are orders assigned to that employee in the Orders
table.



Cascading updates and deletes

For relationships in which referential integrity is enforced, you can specify
whether you want Microsoft Access to automatically cascade update and cascade
delete related records. If you set these options, delete and update operations that
would normally be prevented by referential integrity rules are allowed. When
you delete records or change primary key values in a primary table, Microsoft
Access makes necessary changes to related tables to preserve referential
integrity.

If you select the Cascade Update Related Fields check box when defining a
relationship, any time you change the primary key of a record in the primary
table, Microsoft Access automatically updates the primary key to the new value
in all related records. For example, if you change a customer's ID in the
Customers table, the CustomerID field in the Orders table is automatically
updated for every one of that customer's orders so that the relationship isn't
broken. Microsoft Access cascades updates without displaying any message.

Note If the primary key in the primary table is an AutoNumber field, setting the
Cascade Update Related Fields check box will have no effect, because you
can't change the value in an AutoNumber field.

If you select the Cascade Delete Related Records check box when defining a
relationship, any time you delete records in the primary table, Microsoft Access
automatically deletes related records in the related table. For example, if you
delete a customer record from the Customers table, all the customer's orders are
automatically deleted from the Orders table (this includes records in the Order
Details table related to the Orders records). When you delete records from a
form or datasheet with the Cascade Delete Related Records check box
selected, Microsoft Access warns you that related records may also be deleted.
However, when you delete records using a delete query, Microsoft Access
automatically deletes the records in related tables without displaying a warning.
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Ways to get started if you've used
other database or spreadsheet
applications

If you are familiar with other database or spreadsheet applications, then you
probably know the basics of how these applications work and what databases are
used for. Microsoft Access differs from many other database applications by
allowing you to create relational databases. Access also provides many options
for working with other database programs such as Microsoft SQL Server.

Relationships in a database

After you've set up different tables for each subject in your Microsoft Access
database, you need a way of telling Microsoft Access how to bring that
information back together again. The first step in this process is to define
relationships between your tables. After you've done that, you can create queries,
forms, and reports to display information from several tables at once. For
example, this form includes information from four tables:

£
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Product: Lnik Price: | Buantity:
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Pake chinois 3600 10
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- -

1 The Customers table
2z The Orders table
2 The Products table

4 The Order Details table



How relationships work

In the previous example, the fields in four tables must be coordinated so that
they show information about the same order. This coordination is accomplished
with relationships between tables. A relationship works by matching data in key
fields— usually a field with the same name in both tables. In most cases, these
matching fields are the primary key from one table, which provides a unique
identifier for each record, and a foreign key in the other table. For example,
employees can be associated with orders they're responsible for by creating a
relationship between the EmployeelD fields.

=
Employee 0] Last Mame |First Mame
3 1] Davalic  |Mancy
L1
=
Order 1D Customer 1D EmEI_olgee |u]}
10022 [LARAL 1

%

1 EmployeelD appears in both tables— -as a primary key ...

2 ... and as a foreign key.

A one-to-many relationship

A one-to-many relationship is the most common type of relationship. In a one-
to-many relationship, a record in Table A can have many matching records in
Table B, but a record in Table B has only one matching record in Table A.

Company Mame
—1|Exotic Liquids

2 |Mew Qrleans Cajun Delights
3| Grandma Kelly's Homestead
4 |Tokys Traders

Produck ID | Product Mlame Supplicr ID
1|Chai N

2[Chang 2
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4
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1 One supplier ...
2 ... can supply more than one product ...

3 ... but each product has only one supplier.



A many-to-many relationship

In a many-to-many relationship, a record in Table A can have many matching
records in Table B, and a record in Table B can have many matching records in
Table A. This type of relationship is only possible by defining a third table
(called a junction table) whose primary key consists of two fields— the foreign
keys from both Tables A and B. A many-to-many relationship is really two one-
to-many relationships with a third table. For example, the Orders table and the
Products table have a many-to-many relationship that's defined by creating two
one-to-many relationships to the Order Details table. One order can have many
products, and each product can appear on many orders.

=

Order 1D Customer 1D
10000 |FRANS
—1000] [MEREF
aoo2 |FoLED

2
=

1 1 oOrder ID[Froduct ID

= 7 1000 —=
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1 Primary key from the Orders table
2 Primary key from the Products table
2 One order can have many products ...

4 ... and each product can appear on many orders.

A one-to-one relationship

In a one-to-one relationship, each record in Table A can have only one matching
record in Table B, and each record in Table B can have only one matching record
in Table A. This type of relationship is not common, because most information
related in this way would be in one table. You might use a one-to-one
relationship to divide a table with many fields, to isolate part of a table for
security reasons, or to store information that applies only to a subset of the main
table. For example, you might want to create a table to track employees
participating in a fundraising soccer game. Each soccer player in the Soccer



Players table has one matching record in the Employees table.

=

| |Employee IDLast Mame | First Mame
3 —1 |Davalic |Mancy

2|Fulller Andrew
3|Leverling | Janet
4
-
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1 Each soccer player has one matching record in the Employees table.

2 This set of values is a subset of the EmployeelD field and the Employees table.

About defining relationships

The kind of relationship that Microsoft Access creates depends on how the
related fields are defined:

¢ A one-to-many relationship is created if only one of the related fields is a
primary key or has a unique index.

e A one-to-one relationship is created if both of the related fields are primary
keys or have unique indexes.

¢ A many-to-many relationship is really two one-to-many relationships with a
third table whose primary key consists of two fields— the foreign keys
from the two other tables.

You can also create a relationship between a table and itself. This is useful in
situations where you need to perform a Lookup within the same table. In the
Employees table, for example, you can define a relationship between the
EmployeelD and ReportsTo fields, so that the ReportsTo field can display
employee data from a matching EmployeelD.

Note If you drag a field that isn't a primary key and doesn't have a unique index
to another field that isn't a primary key and doesn't have a unique index, an
indeterminate relationship is created. In queries containing tables with an
indeterminate relationship, Microsoft Access displays a default join line between
the tables, but referential integrity won't be enforced, and there's no guarantee
that records are unique in either table.




Referential integrity

Referential integrity is a system of rules that Microsoft Access uses to ensure
that relationships between records in related tables are valid, and that you don't
accidentally delete or change related data. You can set referential integrity when
all of the following conditions are met:

The matching field from the primary table is a primary key or has a unique
index.

The related fields have the same data type. There are two exceptions. An
AutoNumber field can be related to a Number field with a FieldSize
property setting of Long Integer, and an AutoNumber field with a
FieldSize property setting of Replication ID can be related to a Number
field with a FieldSize property setting of Replication ID.

Both tables belong to the same Microsoft Access database. If the tables are
linked tables, they must be tables in Microsoft Access format, and you must
open the database in which they are stored to set referential integrity.
Referential integrity can't be enforced for linked tables from databases in
other formats.

The following rules apply when you use referential integrity:

You can't enter a value in the foreign key field of the related table that
doesn't exist in the primary key of the primary table. However, you can
enter a Null value in the foreign key, specifying that the records are
unrelated. For example, you can't have an order that is assigned to a
customer that doesn't exist, but you can have an order that is assigned to no
one by entering a Null value in the CustomerID field.

You can't delete a record from a primary table if matching records exist in a
related table. For example, you can't delete an employee record from the
Employees table if there are orders assigned to the employee in the Orders
table.

You can't change a primary key value in the primary table, if that record has
related records. For example, you can't change an employee's ID in the
Employees table if there are orders assigned to that employee in the Orders
table.

Cascading updates and deletes




For relationships in which referential integrity is enforced, you can specify
whether you want Microsoft Access to automatically cascade update and cascade
delete related records. If you set these options, delete and update operations that
would normally be prevented by referential integrity rules are allowed. When
you delete records or change primary key values in a primary table, Microsoft
Access makes necessary changes to related tables to preserve referential
integrity.

If you select the Cascade Update Related Fields check box when defining a
relationship, any time you change the primary key of a record in the primary
table, Microsoft Access automatically updates the primary key to the new value
in all related records. For example, if you change a customer's ID in the
Customers table, the CustomerID field in the Orders table is automatically
updated for every one of that customer's orders so that the relationship isn't
broken. Microsoft Access cascades updates without displaying any message.

Note If the primary key in the primary table is an AutoNumber field, setting the
Cascade Update Related Fields check box will have no effect, because you
can't change the value in an AutoNumber field.

If you select the Cascade Delete Related Records check box when defining a
relationship, any time you delete records in the primary table, Microsoft Access
automatically deletes related records in the related table. For example, if you
delete a customer record from the Customers table, all the customer's orders are
automatically deleted from the Orders table (this includes records in the Order
Details table related to the Orders records). When you delete records from a
form or datasheet with the Cascade Delete Related Records check box
selected, Microsoft Access warns you that related records may also be deleted.
However, when you delete records using a delete query, Microsoft Access
automatically deletes the records in related tables without displaying a warning.

Working with other applications

Microsoft Access 2002 or later provides features for working with other
programs.

e Work with Microsoft SQL Server You can create a Microsoft Access
project that is easy to connect to a Microsoft SQL Server database, or use
the Microsoft SQL Server Database Wizard to quickly create a SQL Server




database and an Access project at the same time. Working with an Access
project is similar to working with a Microsoft Access database— the
process of creating forms, reports, data access pages, macros, and modules
is the same. Once you connect to a SQL Server database, you can view,
create, modify, and delete tables, views, stored procedures, and database
diagrams using the Microsoft SQL Server Design Tools.

Create a new Access database from data in another file format You
can open a file that is in another file format— such as text, dBASE,
Paradox, or spreadsheet format— in Access; Microsoft Access
automatically creates an Access database and links the file for you.
Import or link data from Microsoft Outlook or Microsoft Exchange
You can use the Exchange Import Wizard or the Outlook Import Wizard to
import or link data from Microsoft Outlook and Microsoft Exchange
Server. For example, you might want to link to your Microsoft Outlook
Contacts folder and then create form letters and mailing labels by merging
the data with the Microsoft Word Mail Merge Wizard.

Export to other sources You can export data to a number of formats and
applications from Access.

Data formats you can export to

Application Version or format supported

2.0, 7.0/95, 8.0/97, 9.0/2000, 10.0/Access
2002 or later

Microsoft Access project 9.0/2000, 10.0/Access 2002 or later

III, IV, and 5; and 7 (Requires Borland
Database Engine 4.x or later. Updated

Microsoft Access database

dBASE drivers may be available from Microsoft
Technical Support)
3.x, 4.x, and 5.0; and 8.0 (Requires Borland
Paradox, Paradox for Database Engine 4.x or later. Updated
Microsoft Windows drivers may be available from Microsoft

Technical Support)

3.0, 4.0, 5.0, 7.0/95, 8.0/97, 9.0/2000, and

Microsoft Excel 10.0/Excel 2002 or later

Microsoft Word, Rich Text

Format All



Lotus 1-2-3 .wj2, .wkl and .wk3 formats
Delimited text files All character sets
Fixed-width text files All character sets

1.0 (if a list)

2.0, 3.x, 4.x (if a table or list)

HTML and IDC/HTX

Microsoft Active Server

All
Pages
XML Documents All

SQL tables, Microsoft Visual Visual FoxPro 3.0, 5.0, and 6.x

FoxPro, and programs and
databases that support the
ODBC protocol

For an up-to-date list of supported ODBC
drivers, see the Microsoft Knowledge Base.

Import or link data to an Access database Just as you can export to a
number of formats and applications, you can also work with the data from
other sources and applications.

Data formats you can import or link to

Data source Version or format supported

2.0, 7.0/95, 8.0/97, 9.0/2000,
10.0/Access 2002 or later
Microsoft Access project 9.0/2000, 10.0/Access 2002 or later
III, IV, and 5; and 7 (Linking
requires updated ISAM drivers
available from Microsoft Technical
Support)

3.x, 4.x, and 5.0; and 8.0 (Linking
Paradox, Paradox for Microsoft requires updated ISAM drivers
Windows available from Microsoft Technical
Support)

3.0, 4.0, 5.0, 7.0/95, 8.0/97,

Microsoft Excel spreadsheets 9.0/2000, and 10.0/Excel 2002 or
later

Microsoft Access database

dBASE

Lotus 1-2-3 spreadsheets (Linking is

.wks, .wk1, .wk3, and .wk4
read-only)



Microsoft Exchange All versions

Delimited text files All character sets
Fixed-width text files All character sets
HTML 1.0 (if a list)

2.0, 3.x (if a table or list)
XML Documents All versions
Visual FoxPro 2.x, 3.0, 5.0, and 6.x
SQL tables, Microsoft Visual FoxPro, (import only)
and data from other programs and

databases that support the ODBC
protocol

For an up-to-date list of supported
ODBC drivers, see the Microsoft
Knowledge Base.
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Ways to get started if you're using a
database for the first time

Working with databases and database objects can be a daunting task when you
first get started. The following information should help you become more
familiar with the components that make up a Microsoft Access database.

Databases: What they are and how they work

A database is a collection of information that's related to a particular subject or
purpose, such as tracking customer orders or maintaining a music collection. If
your database isn't stored on a computer, or only parts of it are, you may be
tracking information from a variety of sources that you're having to coordinate
and organize yourself.

For example, suppose the phone numbers of your suppliers are stored in various
locations: in a card file containing supplier phone numbers, in product
information files in a file cabinet, and in a spreadsheet containing order
information. If a supplier's phone number changes, you might have to update that
information in all three places. In a database, however, you only have to update
that information in one place— the supplier's phone number is automatically
updated wherever you use it in the database.

Access database files

Using Microsoft Access, you can manage all your information from a single
database file. Within the file, you can use:

Tables to store your data.

Queries to find and retrieve just the data you want.

Forms to view, add, and update data in tables.

Reports to analyze or print data in a specific layout.

Data access pages to view, update, or analyze the database's data from the
Internet or an intranet.



Eustumers : Table

Customer |0 Company Mame City
ESBE Y E's Eeverages 1, |London
EAf 2 -

EEE
Company Mame City Order
E's Eeverages 2 [London|11-8
Eastern Connection | London|12-A

ES Customers : Form

|Customer ;| |BSEEY | |
|Company Mame:|  |E's Beverages 3

Customer: B's Beverages 4!

a Orders by Customer : Data Access |5

Customer Around the Horn
Customer E's Bewerages (3
=

Order 1O Total

[ 10zaa [ $473.00

1 Store data once in one table, but view it from multiple locations. When you
update the data, it's automatically updated everywhere it appears.

2 Display data in a query
3 Display data in a form
4 Display data in a report

s Display data in a data access page

Tables and relationships

To store your data, create one table for each type of information that you track.
To bring the data from multiple tables together in a query, form, report, or data
access page, define relationships between the tables.



EH Customers : Table

Customer I0|{Company Mame City

BSBE v E's Beverages Londan
EASTC Eastern Connection|London
HarAF Hanari Carnes Fio de Janeiro

w

i

EH Orders : Table

Order I0|Customer I0{Required Date
10z [HAMAR 03-May

1023  |BSBEY 25-May

1024 [EASTC 10-May

1 Customer information that once existed in a mailing list now resides in the
Customers table.

2 Order information that once existed in a spreadsheet now resides in the Orders
table.

2 A unique ID, such as a Customer ID, distinguishes one record from another
within a table. By adding one table's unique ID field to another table and
defining a relationship, Microsoft Access can match related records from both
tables so that you can bring them together in a form, report, or query.

Queries

To find and retrieve just the data that meets conditions that you specify,
including data from multiple tables, create a query. A query can also update or
delete multiple records at the same time, and perform predefined or custom
calculations on your data.

EH Customers : Table

Customer 10| Company Mame City

EZEBE W E's Beverages London

E&AET C Eastern Connection|London

HAMNAR Hanari Carnes Rio de Jancire

EH Orders : Table

Order ID|Required Date|Customer [0
10331 [21-Apr HANAR
1034 3|05-Apr EZEBE Y
10357 [25-Apr EASTC

*
Order ID|Required Date|  Company Mame City

10343 05-Apr  |B's Beverages London
10357 25-Apr  |Eastern Connection  (Londaon|

Ln-




1 This query accesses separate tables to retrieve the Order ID, Required Date,
Company Name, and City information for customers in London whose orders
were required in April.

Forms

To easily view, enter, and change data directly in a table, create a form. When
you open a form, Microsoft Access retrieves the data from one or more tables,
and displays it on the screen with the layout you choose in the Form Wizard, or
with the layout that you created on your own in Design view.

L1

Order IO Customer I0{Fequired Date | Employes

o2z |HARAR 09-May Diodsworth, Anne
= 11023 |BSEE W 20-May Dlavalio, Mancy

L2
(2] =

Bill To:|E's Beverages Print Invoice
Fanutleroy Circus

London ECZ5MT]
i I3

Salesperson:
Order ID:[[0Z3] Required Date:[10-[ay|

Froduct Unit Price | Guantity| Extended Price
Chai 18.00 10 $1a0.00
Ipoh Coffes 46.00 30 $1380.00

1 A table displays many records at the same time, but you might have to scroll to
see all of the data in a single record. Also, when viewing a table, you can't
update data from more than one table at the same time.

2 A form focuses on one record at a time, and it can display fields from more
than one table. It can also display pictures and other objects.

2 A form can contain a button that prints, opens other objects, or otherwise
automates tasks.

Reports

To analyze your data or present it a certain way in print, create a report. For
example, you might print one report that groups data and calculates totals, and
another report with different data formatted for printing mailing labels.
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Sales by Category
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Customer: B's Beverages

Order ID:  Sale Amount:

10943 F711.00
10347 $220.00
11023 $1500.00
Total: EJ $2431.00

1 Use a report to create mailing labels.
2 Use a report to show totals in a chart.

2 Use a report to calculate totals.

Data access pages

To make data available on the Internet or an intranet for interactive reporting,
data entry, or data analysis, use a data access page. Microsoft Access retrieves
the data from one or more tables and displays it on the screen with the layout
that you created on your own in Design view, or with the layout you chose in the
Page Wizard.

Orders By Date

Click to expand indicator [+]
to see the records for each date.

Drder Date E
Drder Date E
Drder Date E
Order ID Total E
l
2 |
:

4 4 Orders Totals1-30f6 kB

?J" 4 Orders Totals - OrderDate 1- 3 of 22

1 Click the expand indicator ...

2 ... to display the data and record navigation toolbar for the next level of detail.



2 Use the record navigation toolbars to move to, sort, and filter records, and to

get Help.

Tables: Store and manage your data

A table is a collection of data about a specific topic, such as products or
suppliers. Using a separate table for each topic means that you store that data
only once. This results in a more efficient database and fewer data-entry errors.

How data is organized in tables

Tables organize data into columns (called fields) and rows (called records).

For example, each field in a Products table contains the same type of information
for every product, such as the product's name. Each record in that table contains
all the information about one product, such as the product's name, supplier ID
number, units in stock, and so on.

Table Design view

In table Design view, you can create an entire table from scratch, or add, delete,
or customize the fields in an existing table.

1 2
Ficld Name Diata Type l p
|

E‘{ﬂ—

r | —

Ficld Properties

Format

3

Dizcimal Places
Input Mazk

General Lk

Currency
Auto

1 If you want to track additional data in a table, add more fields. If an existing
field name isn't descriptive enough, you can rename the field.



2 Setting a field's data type defines what kind of values you can enter in a field.
For example, if you want a field to store numerical values that you can use in
calculations, set its data type to Number or Currency.

3 You use a unique tag, called a primary key, to identify each record in your
table. A table's primary key is used to refer to related records in other tables.

+ Field properties are a set of characteristics that provide additional control over
how the data in a field is stored, entered, or displayed. Which properties are
available depends on a field's data type.

How to relate two tables

A common field relates two tables so that Microsoft Access can bring together
the data from the two tables for viewing, editing, or printing. In one table, the
field is a primary key that you set in table Design view. That same field also
exists in the related table as a foreign key.

Eupplicrs : Table
fupplicr ID|Company Man
Exatic Liquid

1

2 | New Orleans
3 | Grandma Eell
4 | Tokyo Trade

Llnitz in Stock

1 In the Suppliers table, you enter a supplier ID, company name, and so on, for
each supplier. SupplierID is the primary key that you set in table Design view.

2 In the Products table, you include the SupplierID field, so that when you enter
a new product, you can identify its supplier by entering that supplier's unique ID
number. SupplierID is the foreign key in the Products table.

Table Datasheet view

In a table or query, Datasheet view provides the tools you need to work with
data.

Using the Table Datasheet and Query Datasheet toolbars




The Table Datasheet and Query Datasheet toolbars provide many of the tools
you need to find, edit, and print records.

v & 9
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1 Print or preview data

2 Check spelling

2 Cut, copy, or paste selected text, fields, whole records, or the entire datasheet
4 Sort records

s Filter records, and find or replace values

& Add or delete records

Working with columns, rows, and subdatasheets

You can find tools for working with columns, rows, and subdatasheets in the
datasheet itself, or by right-clicking a column selector.

[ClZuppliers: Table o
Fupplicr ID 4 Company Mame 1

5 i -t
' —

HE

Product D |Product Mame
k|[+

JHE 4

| [H

1 Use the column selector to move, hide, or rename a column.

2 Resize columns or rows.

s Use subdatasheets to view related data.



s Freeze the leftmost column so that it is displayed as you scroll to the right.

Moving through records

You can use the navigation toolbar to move through the records in a datasheet.

D O §

el
|Hecc\rd: 4] 4 |T|_>||—|W|gf??|
¥4 2 9

1 Go to the first record.

2 Go to the previous record.

3 Type a record number to move to.
4 Go to the next record.

s Go to the last record.

& Go to a blank (new) record.

Queries: Getting answers to your questions

You use queries to view, change, and analyze data in different ways. You can
also use them as a source of records for forms, reports, and data access pages.
There are several types of queries in Microsoft Access.

Select queries

A select query is the most common type of query. It retrieves data from one or
more tables and displays the results in a datasheet where you can update the
records (with some restrictions). You can also use a select query to group records
and calculate sums, counts, averages, and other types of totals.

Parameter queries

A parameter query is a query that when run displays its own dialog box
prompting you for information, such as criteria for retrieving records or a value
you want to insert in a field. You can design the query to prompt you for more




than one piece of information; for example, you can design it to prompt you for
two dates. Access can then retrieve all records that fall between those two dates.

Parameter queries are also handy when used as the basis for forms, reports, and
data access pages. For example, you can create a monthly earnings report based
on a parameter query. When you print the report, Access displays a dialog box
asking for the month that you want the report to cover. You enter a month and
Access prints the appropriate report.

Crosstab queries

You use crosstab queries to calculate and restructure data for easier analysis of
your data. Crosstab queries calculate a sum, average, count, or other type of total
for data that is grouped by two types of information— one down the left side of
the datasheet and another across the top.

Action queries

An action query is a query that makes changes to or moves many records in just
one operation. There are four types of action queries:

e Delete Queries A delete query deletes a group of records from one or
more tables. For example, you could use a delete query to remove products
that are discontinued or for which there are no orders. With delete queries,
you always delete entire records, not just selected fields within records.

e Update Queries An update query makes global changes to a group of
records in one or more tables. For example, you can raise prices by 10
percent for all dairy products, or you can raise salaries by 5 percent for the
people within a certain job category. With an update query, you can change
data in existing tables.

e Append Queries An append query adds a group of records from one or
more tables to the end of one or more tables. For example, suppose that you
acquire some new customers and a database containing a table of
information on those customers. To avoid typing all this information into
your own database, you'd like to append it to your Customers table.

e Make-Table Queries A make-table query creates a new table from all or



part of the data in one or more tables. Make-table queries are helpful for
creating a table to export to other Microsoft Access databases or a history
table that contains old records.

SQL queries

An SQL query is a query you create by using an SQL statement. You can use
Structured Query Language (SQL) to query, update, and manage relational
databases such as Access.

When you create a query in query Design view, Access constructs the equivalent
SQL statements behind the scenes for you. In fact, most query properties in the
property sheet in query Design view have equivalent clauses and options
available in SQL view. If you want, you can view or edit the SQL statement in
SQL view. However, after you make changes to a query in SQL view, the query
might not be displayed the way it was previously in Design view.

Some SQL queries, called SQL-specific queries, can't be created in the design
grid. For pass-through, data-definition, and union queries, you must create the
SQL statements directly in SQL view. For subqueries, you enter the SQL in the
Field row or the Criteria row of the query design grid.

Forms: Putting a friendly face on your data

A form is a type of a database object that is primarily used to enter or display
data in a database. You can also use a form as a switchboard that opens other
forms and reports in the database, or as a custom dialog box that accepts user
input and carries out an action based on the input.

e
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1 A data-entry form

z A switchboard form



2 A custom dialog box

Most forms are bound to one or more tables and queries in the database. A form's
record source refers to the fields in the underlying tables and queries. A form
need not contain all the fields from each of the tables or queries that it is based
on.

A bound form stores or retrieves data from its underlying record source. Other
information on the form, such as the title, date, and page number, is stored in the
form's design.

-

—Product ID:  Produck Mame:  Unit Price:
1}| Chai $15.00
_2 h
—Employes Price: $13.50

- |
Pleaze pay the accounting
_| clerk for your purchases. 3

_b—

1 Graphic elements, such as lines and rectangles, are stored in the form's design.
2 Data comes from the fields in the underlying record source.

3 A calculation comes from an expression, which is stored in the form's design.
4 Descriptive text is stored in the form's design.

You create a link between a form and its record source by using graphical objects
called controls. The most common type of control used to display and enter data
is a text box.

+ Diekail
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1 Labels display descriptive text.

2 Text boxes display data from and enter data into the Products table.



2 A text box uses an expression to calculate a total.

You can also open a form in PivotTable view or PivotChart view to analyze data.
In these views, you can dynamically change the layout of a form to present data
in different ways. You can rearrange row headings, column headings, and filter
fields until you achieve the desired layout. Each time you change the layout, the
form immediately recalculates the data based on the new arrangement.
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1 In PivotTable view, you can view detail or summarized data by arranging
fields in the filter, row, column, and detail areas.

2 In PivotChart view, you can display data visually by selecting a chart type and
viewing data by arranging fields in the filter, series, category, and data areas.

Creating a form

You can create a form quickly by using the AutoForm command or a wizard.
AutoForm creates a form that displays all fields and records in the underlying
table or query. A wizard asks you questions and creates a form based on your
answers. You can then customize the form the way you want it in Design view.

Customizing a form

In Design view

You can customize a form in Design view in the following ways:



Record source Change the tables and queries that a form is based on.

Controlling and assisting the user You can set form properties to allow or
prevent users from adding, deleting, or editing records displayed in a form. You
can also add custom Help to a form to assist your users with using the form.

Form window You can add or remove Maximize and Minimize buttons, short
cut menus, and other Form window elements.

Sections You can add, remove, hide, or resize the header, footer, and details
sections of a form. You can also set section properties to control the appearance
and printing of a form.

Controls You can move, resize, or set the font properties of a control. You can
also add controls to display calculated values, totals, current date and time, and
other useful information on a form.

In PivotTable or PivotChart view

You can customize a form in PivotTable or PivotChart view in the following
ways:

Add, move, or remove fields You can add fields to the filter, row, column, and
detail areas in PivotTable view, and to the filter, category, series, and data areas
in PivotChart view. You can also move fields from one area to another and
remove fields from the view.

Filter records You can filter data displayed in the view by adding or moving a
field to the filter area. You can also filter a field in the row and column area.

Sort records You can sort items in row or column fields in ascending or
descending order. You can also sort items in custom order in PivotTable view.

Group records You can group items in row or column fields on intervals, or
create custom groups.

Format elements and change captions In PivotTable view, you can change
the font settings, alignment, background color, and number format of a field.
You can also change the captions of fields and custom groups. In PivotChart
view, you can change the chart type, format data markers, and more.



Reports: Presenting your data to the world

A report is an effective way to present your data in a printed format. Because
you have control over the size and appearance of everything on a report, you can
display the information the way you want to see it.
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1 Create mailing labels.
2 Show totals in a chart.
3 Group records into categories.

4 Calculate totals.

Most reports are bound to one or more table and query in the database. A report's
record source refers to the fields in the underlying tables and queries. A report
need not contain all the fields from each of the tables or queries that it is based

on.

A bound report gets its data from its underlying record source. Other information
on the form, such as the title, date, and page number, is stored in the report's

design.
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1 The report title and column headings are stored in the report's design.

2 The date comes from an expression stored in the report's design.



2 Data comes from fields in the underlying table, query, or SQL statement.
4 Totals come from expressions, which are stored in the report's design.

You create the link between a report and its record source by using graphical
objects called controls. Controls can be text boxes that display names and
numbers, labels that display titles, or decorative lines that graphically organize
the data and make the report more attractive.

1 + Report Header
| [ —
=DateF -

+ Page Header

[ | [ | [}

+ ZhippedDate Header
Ehipped Dlate 3,
+ Dlekail |

Order 1D [Eale Amount
+ ZhippefiDate Footer
[ ] |[=Eumi[Ealedmount]]] b

| Shipped Date Order IO Sale Amount

1 Lines are decorative.
2 Labels display descriptive text.
2 Text boxes display data from the Sales by Date query.

4 A text box uses an expression to calculate a total.

Creating a report

You can create different types of reports quickly by using wizards. Use the Label
Wizard to create mailing labels, the Chart Wizard to create charts, or the Report
Wizard to create a standard report. The wizard asks you questions and creates a
report based on your answers. You can then customize the report the way you

want it in Design view.

Customizing a report

You can customize a report in the following ways:

Record source Change the tables and queries that a report is based on.



Sorting and grouping data You can sort data in ascending or descending order.
You can also group records on one or more fields, and display subtotals and
grand totals on a report.

Report window You can add or remove Maximize and Minimize buttons,
change the title bar text, and other Report window elements.

Sections You can add, remove, hide, or resize the header, footer, and details
sections of a report. You can also set section properties to control the appearance
and printing of a report.

Controls You can move, resize, or set the font properties of a control. You can
also add controls to display calculated values, totals, current date and time, and
other useful information on a report.

Data access pages: Publishing your data to the Web

A data access page is a special type of Web page designed for viewing and
working with data from the Internet or an intranet— data that is stored in a
Microsoft Access database or a Microsoft SQL Server database. The data access
page may also include data from other sources, such as Microsoft Excel.

A page in Page view or Microsoft Internet Explorer 5.01 with Service
Pack 2 (SP2) or later

Using a data access page is similar to using a form: You can view, enter, edit,
and delete data in a database. However, you can also use a page outside a
Microsoft Access database, so users can update or view data over the Internet or
an intranet.

The following illustration shows how the Product data access page, which is
used for entering and updating product information, looks in Page view or in
Microsoft Internet Explorer 5.01 with Service Pack 2 (SP2) or later.
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1 Enter product information in the text boxes, drop-down list box, and check
box.

2 Use the record navigation toolbar to navigate, add, delete, save, sort, and filter
records, and to get Help.

A page in Design view

The following illustration shows the Products data access page in Design view.
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1 Title in the body of the page
2 Group header for the Products group level

2 Record navigation section for the Products group level



Parts of a data access page

The body The body is the basic design surface of a data access page. On a
page that supports data entry, you can use it to display informational text,
controls bound to data, and sections.

Sections You use sections to display text, data from a database, and toolbars.

Two types of sections are typically used on pages that support data entry: group
header and record navigation sections. A page can also have footer and caption
sections.

¢ Group header and footer Used to display data and calculate values.

¢ Record navigation Used to display the record navigation control for the
group level. A record navigation section for a group appears after the group
header section. You can't place bound controls in a record navigation
section.

e Caption Used to display captions for text boxes and other controls. It
appears immediately before the group header. You can't place bound
controls in a caption section.

Each group level in a data access page has a record source. The name of the
record source is displayed on the section bar for each section used for a group
level.

Designing different types of data access pages

You design data access pages in Design view in Microsoft Access. The page is a
separate file that is stored outside Access; however, when you create the file,
Access automatically adds a shortcut to the file in the Database window.
Designing a data access page is similar to designing forms and reports— you use
a field list, the toolbox, controls, and so on. However, there are some significant
differences in the way that you design and interact with data access pages as
opposed to forms and reports. How you design the page depends on what it will
be used for.

¢ Interactive reporting This type of data access page is often used to
consolidate and group information that is stored in the database, and then
publish summaries of the data. For example, a page might publish the sales



performance for each region in which you do business. Using expand
indicators, you can go from a general summary of the information, such as
a list of all the regions and their combined sales total, to specific details on
individual sales within each region. The data access page might provide
toolbar buttons for sorting and filtering the data, as well as for adding,
editing, and deleting the data in some or all group levels.

e Data analysis This type of data access page may include a PivotTable
list, similar to a Microsoft Excel PivotTable report, that lets you reorganize
the data to analyze it in different ways. The page might contain a chart that
you can use to analyze trends, detect patterns, and compare data in your
database. Or it might contain a spreadsheet, in which you can enter and edit
data and use formulas to calculate as you do in Excel.

Using data access pages in Internet Explorer

A data access page is connected directly to a database. When users display the
data access page in Internet Explorer, they are viewing their own copy of the
page. That means any filtering, sorting, and other changes they make to the way
the data is displayed— including changes they make within a PivotTable list or
spreadsheet— affect only their copy of the data access page. However, changes
that they make to the data itself— such as modifying values, and adding or
deleting data— are stored in the underlying database, and therefore are available
to everyone viewing the data access page.

Users get Help on how to work with the page in Internet Explorer by clicking the
Help 9| button on the record navigation toolbar. The Help file that appears is
automatically included with any data access page that's published with a record
navigation toolbar. If you delete the record navigation toolbar or if you disable
its Help button, you should provide instructions for using the page to those who
will use the page.

Note To view and work with the data access page on the Internet or an intranet,
users need Microsoft Internet Explorer 5.01 with Service Pack 2 (SP2) or later.

Using data access pages in Microsoft Access

You can also work with a data access page in Page view in Access. Data access
pages can supplement the forms and reports that you use in your database
application. When deciding whether to design a data access page, form, or



report, consider the tasks that you want to perform.

You get Help on how to work with the page in Page view by clicking the Help
button on the Page View toolbar to display Access Help. Clicking the Help
button on a record navigation toolbar on the page displays Help for working with
the page in Microsoft Internet Explorer. As mentioned previously, this Help file
is automatically included with any data access page that's published with a
record navigation toolbar. You can delete the Help button on pages that are used
only within Access, or you can modify the button to provide custom Help.

Where a data access page gets its data

Types of data sources for a data access page

A data access page gets its data from a Microsoft Access database, or a
Microsoft SQL Server database version 6.5 or later. To design a page using data
from one of these databases, the page must be connected to the database. If you
have already opened an Access database or an Access project that's connected to
a SQL Server database, the data access page you create automatically connects
to the current database and stores that path in the ConnectionString property of
the data access page. When a user browses to the page in Microsoft Internet
Explorer 5.01 with Service Pack 2 (SP2) or later or displays the page in Page
view, it displays current data from the underlying database by using the path
defined in the ConnectionString property. If you design the data access page
while the database is on a local drive, Access will use the local path, which
means the data won't be accessible to others. For this reason, it's important that
you move or copy the database to a network location that's accessible to users of
your page. Once the database is on the network share, open the database using
the UNC address. If you move or copy the database after you've already
designed the page, you'll have to update the path in the ConnectionString
property to point to the new location.

Instead of having to update the ConnectionString property of each page in the
database separately, you can choose to create a connection file. A connection file
stores the connection information for a data access page, and can be shared
between multiple data access pages. When you open a data access page that uses
a connection file, the page reads the connection file and connects to the
appropriate database. After creating the connection file, if you move or copy the
database, all you have to do is edit the connection information in the connection



file.

Types of data sources for Microsoft Office Web Components on a data
access page

Although the data access page gets its data from a Microsoft Access database or
Microsoft SQL Server database, Microsoft Office Web Component controls on
the page can display data from either of these databases or from other sources.
For example, the page may contain a PivotTable list, spreadsheet, or chart with
data from a Microsoft Excel worksheet or a database other than Access or SQL
Server. Depending on the data source, the data in these controls may be a
snapshot of the original data or it may be live data displayed through a separate
connection that the control has with its data source.

To create an Office Web Component with data from a source other than the
current database, you might have to use a program other than Access to first
publish the data to a Web page. For example, to create a PivotTable list that
contains data from an Excel worksheet, you have to publish the data from Excel.
Then, in Access, you can open the Web page and turn it into a data access page
by adding controls that are bound to an Access or SQL Server database. You can
further customize the page by adding labels, pictures, or other features to
enhance the page's appearance. From within Access, you can create a PivotTable
list that uses data from an external source other than Excel.

Macros: Putting your data to work

Macros are a set of actions that you can create to help you to automate common
tasks. By using groups of macros, you can perform several tasks at once.

What is a macro?

A macro is a set of one or more actions that each perform a particular operation,
such as opening a form or printing a report. Macros can help you to automate
common tasks. For example, you can run a macro that prints a report when a
user clicks a command button.




# Print Invoice : Macro

Action
;l.‘ ¥ |OpenReport | Open the Invaice report
Action Arquments
Report Mame  Invaice
= Wiew Print
= |[Filter Mame
‘whers Condition [OrderlD]=[Formz11[0rders]

1 When you create a macro, you enter the actions you want to carry out in this
portion of the Macro window.

2 You can specify arguments for an action in this portion of the window.

A macro can be one macro composed of a sequence of actions, or it can be a

macro group. You can also use a conditional expression to determine whether in
some cases an action will be carried out when a macro runs.

The following macro is composed of a series of actions. Microsoft Access
carries out these actions each time the macro runs. To run this macro, you refer
to the macro name Review Products.

# Review Products : Macro

Action  Comment
Attached to the Add
~ |Echo Freeze screen while
OpenForm Open the Product List
b | MoveSize Position the Product L
What is a macro group?

If you have numerous macros, grouping related macros in macro groups can help
you to manage your database more easily.

For example, the following macro group, named Buttons, is made up of three
related macros: Employees, Products, and Reps. Each macro carries out the
OpenForm action, and the Products macro also carries out the MoveSize action.

# Buttons : Macro
Macro Mame|  Action

Employees  [OpenForm
Froducts OpenForm
MoweSize
Feps OpenForm

The name in the Macro Name column identifies each macro. When you run a
macro in a macro group, Microsoft Access carries out the action in the action



column and any actions that immediately follow with a blank Macro Name
column.

You can run a macro in a macro group in an event or event procedure by typing
the macro group name followed by a period and then the macro name. In the
preceding example, to refer to the Employees macro in the Buttons macro group,
you would type Buttons.Employees.

Conditional actions

In some cases, you may want to carry out an action or series of actions in a
macro only if a particular condition is true. For example, if you're using a macro
to validate data in a form, you might want to display one message in response to
one set of values entered in a record and another message in response to a
different set of values. In cases like these, you can use conditions to control the
flow of the macro.

A condition is a logical expression that evaluates to True/False or Yes/No. The
macro follows different paths depending on whether the condition is true or
false.

When you run the macro, Microsoft Access evaluates the first conditional
expression. If the condition is true, Microsoft Access carries out the action in
that row and any of the immediately following actions that are preceded by an
ellipsis (...) in the Condition column.

Microsoft Access then runs any additional actions in the macro that have a blank
Condition column until it reaches another expression, a macro name, or the end
of the macro.

If the condition is false, Microsoft Access ignores the action and any
immediately following actions that are preceded by an ellipsis in the Condition
column and moves to the next action row that contains another condition or a
blank Condition column.

The following macro runs the MsgBox and the StopMacro actions only when the
expression in the Condition column is true (when there is a Null value in the
SupplierID field).



# Review Products : Macro
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I=hulll[SupplierD]) - MegBox
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Action arguments

Action arguments are additional information required by some macro actions

— for example, the object affected by the action or special conditions under
which the action is carried out. After you add an action to a macro, you set the
arguments for the action in the lower portion of the Macro window. These
arguments give Microsoft Access additional information on how to carry out the
action.

Tips for setting action arguments:

e In general, it's a good idea to set action arguments in the order they're listed,
because choices for one argument may determine those for arguments that
follow.

¢ If you add an action to your macro by dragging a database object from the
Database window, Microsoft Access automatically sets appropriate
arguments for that action.

e If an action has an argument that calls for the name of a database object,
you can set the argument and the corresponding object type argument
automatically by dragging the object from the Database window to the
argument box.

e You can use an expression preceded by an equal sign (=) to set many action
arguments.

Modules: Automate routine tasks and create business solutions

A module is essentially a collection of declarations, statements, and procedures
stored together as one named unit to organize your Microsoft Visual Basic code.
Microsoft Access has two types of modules: standard modules and class
modules.

What is a module?

A module is a collection of Visual Basic declarations and procedures that are
stored together as a unit.
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Form and report modules are class modules that are associated with a particular

Class modules

form or report. Form and report modules often contain event procedures that run
in response to an event on the form or report. You can use event procedures to
control the behavior of your forms and reports, and their response to user
actions, such as clicking a command button.

When you create the first event procedure for a form or report, Microsoft Access
automatically creates an associated form or report module.

1 To view or add a form procedure, choose one of the form's objects from the

Object box ...




z ... and then choose an event from the Procedure box. Names of events that
already have procedures are bold.

Procedures in your form and report modules can call procedures you have added
to standard modules.

In Access 97 or later, class modules can also exist independent of a form or
report, and this type of class module is listed in the Database window. You can
use a class module to create a definition for a custom object. In Access 95, class
modules exist in association only with a form or report.

Standard modules

Standard modules contain general procedures that aren't associated with any
other object, and frequently used procedures that can be run from anywhere
within your database. The major difference between a standard module and a
class module that is not associated with a particular object is one of scope and
lifetime. The value of any variables or constants that are declared or exist in a
class module without an associated object are available for use only while that
code is running and only from that object.
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|| | Const conObjStateClozed=0
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L

A

1 Function name and arguments
2 Visual Basic declarations and code statements

Standard modules are listed in Modules under Objects in the Database window.
Form, report, and standard modules are also listed in the Object Browser.

Relationships in a database

After you've set up different tables for each subject in your Microsoft Access
database, you need a way of telling Microsoft Access how to bring that
information back together again. The first step in this process is to define
relationships between your tables. After you've done that, you can create queries,



forms, and reports to display information from several tables at once. For
example, this form includes information from four tables:
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1 The Customers table
2z The Orders table
2 The Products table

4 The Order Details table

How relationships work

In the previous example, the fields in four tables must be coordinated so that
they show information about the same order. This coordination is accomplished
with relationships between tables. A relationship works by matching data in key
fields— usually a field with the same name in both tables. In most cases, these
matching fields are the primary key from one table, which provides a unique
identifier for each record, and a foreign key in the other table. For example,
employees can be associated with orders they're responsible for by creating a
relationship between the EmployeelD fields.

Employee 0] Last Mame |First Mame
3 1] Davalic  |Mancy
L1
=
Order 1D Customer 1D EmEI_olgee |u]}
10022 [LARAL 1

%

1 EmployeelD appears in both tables— -as a primary key ...

2 ... and as a foreign key.



A one-to-many relationship

A one-to-many relationship is the most common type of relationship. In a one-
to-many relationship, a record in Table A can have many matching records in
Table B, but a record in Table B has only one matching record in Table A.

Company Mame
—1|Exotic Liquids
Mew Orleans Cajun Delights

2
3| Grandma Kelly's Homestead
4 |Tokys Traders
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Produck ID | Product Mlame Eupplicr
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2[Chang 2
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S[|Chef Anton's Gumbo bix i_
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L L

1 One supplier ...
2 ... can supply more than one product ...

3 ... but each product has only one supplier.

A many-to-many relationship

In a many-to-many relationship, a record in Table A can have many matching
records in Table B, and a record in Table B can have many matching records in
Table A. This type of relationship is only possible by defining a third table
(called a junction table) whose primary key consists of two fields— the foreign
keys from both Tables A and B. A many-to-many relationship is really two one-
to-many relationships with a third table. For example, the Orders table and the
Products table have a many-to-many relationship that's defined by creating two
one-to-many relationships to the Order Details table. One order can have many
products, and each product can appear on many orders.
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1 Primary key from the Orders table
2 Primary key from the Products table
2 One order can have many products ...

4 ... and each product can appear on many orders.

A one-to-one relationship

In a one-to-one relationship, each record in Table A can have only one matching
record in Table B, and each record in Table B can have only one matching record
in Table A. This type of relationship is not common, because most information
related in this way would be in one table. You might use a one-to-one
relationship to divide a table with many fields, to isolate part of a table for
security reasons, or to store information that applies only to a subset of the main
table. For example, you might want to create a table to track employees
participating in a fundraising soccer game. Each soccer player in the Soccer
Players table has one matching record in the Employees table.

=

| |Employee IDLast Mame | First Mame
3 —1 |Davalic |Mancy

2|Fulller Andrew
3|Leverling | Janet
4
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1 Each soccer player has one matching record in the Employees table.

2 This set of values is a subset of the EmployeelD field and the Employees table.

About defining relationships

The kind of relationship that Microsoft Access creates depends on how the
related fields are defined:

e A one-to-many relationship is created if only one of the related fields is a

primary key or has a unique index.
e A one-to-one relationship is created if both of the related fields are primary



keys or have unique indexes.

¢ A many-to-many relationship is really two one-to-many relationships with a
third table whose primary key consists of two fields— the foreign keys
from the two other tables.

You can also create a relationship between a table and itself. This is useful in
situations where you need to perform a Lookup within the same table. In the
Employees table, for example, you can define a relationship between the
EmployeelD and ReportsTo fields, so that the ReportsTo field can display
employee data from a matching EmployeelD.

Note If you drag a field that isn't a primary key and doesn't have a unique index
to another field that isn't a primary key and doesn't have a unique index, an
indeterminate relationship is created. In queries containing tables with an
indeterminate relationship, Microsoft Access displays a default join line between
the tables, but referential integrity won't be enforced, and there's no guarantee
that records are unique in either table.

Referential integrity

Referential integrity is a system of rules that Microsoft Access uses to ensure
that relationships between records in related tables are valid, and that you don't
accidentally delete or change related data. You can set referential integrity when
all of the following conditions are met:

e The matching field from the primary table is a primary key or has a unique
index.

e The related fields have the same data type. There are two exceptions. An
AutoNumber field can be related to a Number field with a FieldSize
property setting of Long Integer, and an AutoNumber field with a
FieldSize property setting of Replication ID can be related to a Number
field with a FieldSize property setting of Replication ID.

e Both tables belong to the same Microsoft Access database. If the tables are
linked tables, they must be tables in Microsoft Access format, and you must
open the database in which they are stored to set referential integrity.
Referential integrity can't be enforced for linked tables from databases in
other formats.

The following rules apply when you use referential integrity:



¢ You can't enter a value in the foreign key field of the related table that
doesn't exist in the primary key of the primary table. However, you can
enter a Null value in the foreign key, specifying that the records are
unrelated. For example, you can't have an order that is assigned to a
customer that doesn't exist, but you can have an order that is assigned to no
one by entering a Null value in the CustomerID field.

* You can't delete a record from a primary table if matching records exist in a
related table. For example, you can't delete an employee record from the
Employees table if there are orders assigned to the employee in the Orders
table.

* You can't change a primary key value in the primary table, if that record has
related records. For example, you can't change an employee's ID in the
Employees table if there are orders assigned to that employee in the Orders
table.

Cascading updates and deletes

For relationships in which referential integrity is enforced, you can specify
whether you want Microsoft Access to automatically cascade update and cascade
delete related records. If you set these options, delete and update operations that
would normally be prevented by referential integrity rules are allowed. When
you delete records or change primary key values in a primary table, Microsoft
Access makes necessary changes to related tables to preserve referential
integrity.

If you select the Cascade Update Related Fields check box when defining a
relationship, any time you change the primary key of a record in the primary
table, Microsoft Access automatically updates the primary key to the new value
in all related records. For example, if you change a customer's ID in the
Customers table, the CustomerID field in the Orders table is automatically
updated for every one of that customer's orders so that the relationship isn't
broken. Microsoft Access cascades updates without displaying any message.

Note If the primary key in the primary table is an AutoNumber field, setting the
Cascade Update Related Fields check box will have no effect, because you
can't change the value in an AutoNumber field.

If you select the Cascade Delete Related Records check box when defining a
relationship, any time you delete records in the primary table, Microsoft Access



automatically deletes related records in the related table. For example, if you
delete a customer record from the Customers table, all the customer's orders are
automatically deleted from the Orders table (this includes records in the Order
Details table related to the Orders records). When you delete records from a
form or datasheet with the Cascade Delete Related Records check box
selected, Microsoft Access warns you that related records may also be deleted.
However, when you delete records using a delete query, Microsoft Access
automatically deletes the records in related tables without displaying a warning.



Access Glossary
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Absolute Positioning
Places the element relative to either the element's parent or, if there isn't
one, the body. Values for the element's Left and Top properties are relative
to the upper-left corner of the element's parent.

Access Project
An Access file that connects to a Microsoft SQL Server database and is
used to create client/server applications. A project file doesn't contain any
data or data-definition-based objects such as tables and views.

Action
The basic building block of a macro; a self-contained instruction that can be
combined with other actions to automate tasks. This is sometimes called a
command in other macro languages.

Action Argument
Additional information required by some macro actions. For example, the
object affected by the action or special conditions under which the action is
carried out.

Action List
The list that appears when you click the arrow in the Action column of the
Macro window.

Action Query
A query that copies or changes data. Action queries include append, delete,
make-table, and update queries. They are identified by an exclamation point
(!) next to their name in the Database window.

Action Row
A row in the upper part of the Macro window in which you enter macro
names, actions, conditions, and comments associated with a particular
macro or macro group.



ADE File
A Microsoft Access project (.adp) file with all modules compiled and all
editable source code removed.

Admin Account
The default user account. When you install Access, the Setup program
automatically includes the Admin user account in the workgroup
information file it creates.

Admins Group
The system administrator's group account that retains full permissions on all
databases used by a workgroup. The Setup program automatically adds the
default Admin user account to the Admins group.

Advanced Filter Sort
A window in which you can create a filter from scratch. You enter criteria
expressions in the filter design grid to restrict the records in the open form
or datasheet to a subset of records that meet the criteria.

Aggregate Function
A function, such as Sum, Count, Avg, or Var, that you use to calculate
totals.

Anonymous Replica
In an Access database, a special type of replica in which you don't keep
track of individual users. The anonymous replica is particularly useful in an
Internet situation where you expect many users to download replicas.

ANSI SQL Query Mode
One of two types of SQL syntax: ANSI-89 SQL (also called Microsoft Jet
SQL and ANSI SQL), which is the traditional Jet SQL syntax; and ANSI-92
SQL, which has new and different reserved words, syntax rules, and
wildcard characters.

Append Query
An action query that adds the records in a query's result set to the end of an
existing table.

Application Background
The background area of an application window. In Access, this is the screen
area behind the Database window or any other open windows, but
contained within the Access application window.

Attach Link
An action that establishes a connection to data from another application so
that you can view and edit the data in both the original application and in
Access.

Attached Table



A table stored in a file outside the open database from which Access can
access records. You can add, delete, and edit records in a linked table, but
you can't change its structure.

Auto format
A collection of formats that determines the appearance of the controls and
sections in a form or report.

Auto Number
In a Microsoft Access database, a field data type that automatically stores a
unique number for each record as it's added to a table. Three kinds of
numbers can be generated: sequential, random, and Replication ID.

Autofiltering
Filtering data in PivotTable or PivotChart view by selecting one or more
items in a field that allows filtering.

Automatic Link
A link from an OLE object in Access to an OLE server that automatically
updates the object in Access when the information in the object file
changes.
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Bigint Data Type
In an Access project, a data type of 8 bytes (64 bits) that stores whole
numbers in the range of -2/63 (-9,223,372,036,854,775,808) through 2/63-
1(9,223,372,036,854,775,807).

Binary Data Type
In an Access project, a fixed-length data type with a maximum of 8,000
bytes of binary data.

Bit Data Type
In an Access project, a data type that stores either a 1 or 0 value. Integer
values other than 1 or 0 are accepted, but are always interpreted as 1.

Bit Mask
A value used with bit-wise operators (And, Eqv, Imp, Not, Or, and Xor)
to test, set, or reset the state of individual bits in a bit-wise field value.

Body
The basic design surface of a data access page. It displays informational
text, controls bound to data, and sections.

Bookmark



A property of a Recordset object or a form that contains a binary string
identifying the current record.

Bound Column
The column in a list box, combo box, or drop-down list box that's bound to
the field specified by the control's ControlSource property.

Bound Field
A control used on a form, report, or data access page to display or modify
data from a table, query, or SQL statement. The control's ControlSource
property stores the field name to which the control is bound.

Bound HTML Control
A control used on a data access page to bind HTML code to a Text or
Memo field in an Access database or to a text, ntext, or varchar column in
an Access project. You cannot edit the contents of a bound span control.

Bound Hyperlink Control
A control used on a data access page to bind a link, an intranet address, or
an Internet address to an underlying Text field. You can click the hyperlink
to navigate to the target location.

Bound Object Frame
A control on a form or report used to display and manipulate OLE objects
that are stored in tables.

Bound Picture
A control used on a form, report, or data access page to bind an image to an
OLE Object field in an Access database or an image column in an Access
project.

Builder
An Access tool that simplifies a task. For example, you can quickly create a
complex expression with the Expression Builder.

Built-In Toolbar
A toolbar that is part of Access when it's installed on your computer. In
contrast, a custom toolbar is one you create for your own application.

Byte Data Type
An Access database data type used to hold small positive integers ranging
from 0 to 255.
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Calculated Control



A control used on a form, report, or data access page to display the result of
an expression. The result is recalculated each time there is a change in any
of the values that the expression is based on.

Calculated Field
A field, defined in a query, that displays the result of an expression rather
than displaying stored data. The value is recalculated each time a value in
the expression changes.

Call Tree
All modules that might be called by any procedure in the module in which
code is currently running.

Caption Section
The section on a grouped data access page that displays captions for
columns of data. It appears immediately before the group header. You
cannot add a bound control to a caption section.

Cascade Delete
For relationships that enforce referential integrity between tables, the
deletion of all related records in the related table or tables when a record in
the primary table is deleted.

Cascade Update
For relationships that enforce referential integrity between tables, the
updating of all related records in the related table or tables when a record in
the primary table is changed.

Cascading Event
A sequence of events caused by an event procedure directly or indirectly
calling itself; also called an event cascade or a recursion. Be careful using
cascading events, because they often result in stack-overflow or other run-
time errors.

Category Field
A field displayed in the category area of PivotChart view. Items in a
category field appear as labels on the category axis.

Channel Number
An integer that corresponds to an open Dynamic Data Exchange (DDE)
channel. Channel numbers are assigned by Microsoft Windows 95 or later,
created with the DDElnitiate function, and used by other DDE functions
and statements.

Char Data Type
In an Access project, a fixed-length data type with a maximum of 8,000
ANSI characters.

Check Box



A control that indicates whether an option is selected. A check mark
appears in the box when the option is selected.

Class Module
A module that can contain the definition for a new object. Each instance of
a class creates a new object. Procedures defined in the module become
properties and methods of the object. Class modules can exist alone or with
forms and reports.

Class Name
The name used to refer to a class module. If the class module is a form or
report module, the class name is prefaced with the type of module. For
example, Form_OrderForm.

Class Name OLE
A predefined name, used to refer to an OLE object in Visual Basic. It
consists of the name of the application used to create the OLE object, the
object's type, and, optionally, the version number of the application.
Example: Excel.Sheet

Code Stub
A segment of Visual Basic code that defines the beginning and end of a
procedure.

Column
A location within a database table that stores a particular type of data. It is
also the visual representation of a field in a datasheet, and in an Access
database, the query design grid or the filter design grid.

Column Area
The part of PivotTable view that contains column fields.

Column Field
A field in the column area of PivotTable view. Items in column fields are
listed across the top of a PivotTable list. Inner column fields are closest to
the detail area; outer column fields are above the inner column fields.

Column Selector
The horizontal bar at the top of a column. You can click a column selector
to select an entire column in the query design grid or the filter design grid.

Combo Box
A control used on a form that provides the combined functionality of a list
box and a text box. You can type a value, or click the control to display a
list and select an item from the list.

Command Button
A control that runs a macro, calls a Visual Basic function, or runs an event
procedure. This is sometimes called a push button in other applications.



Comparison Operator
An operator used to compare two values or expressions; For example, <
(less than), > (greater than), and = (equal to).

Compound Control
A control and an attached label, such as a text box with an attached label.

Conditional Filtering
Filtering a field to show the top or bottom n items based on a total. For
example, you could filter for the three cities that generated the most sales or
the five products that are least profitable.

Conditional Formatting
Formatting the contents of a control in a form or report based on one or
more conditions. A condition can reference another control, the control with
focus, or a user-defined Visual Basic for Applications function.

Conflict
Can occur if data has changed in the same record of two replica set
members. When a conflict occurs, a winning change is selected and applied
in all replicas, and the losing change is recorded as a conflict at all replicas.

Connection String
A string expression used to open an external database.

Constraint
A restriction placed upon the value that can be entered into a column or a
row. For example, values in the Age column cannot be less than 0 or greater
than 110.

Container Application
An application that contains a linked or embedded OLE object from another
application. For example, if an OLE object in an Access database contains a
Microsoft Excel worksheet, Access is the OLE container.

Continuous Form
A form that displays more than one record on the screen in Form view.

Control Containing Hyperlink
A control that makes it possible for a user to jump to a document, Web
page, or object. For example, a text box bound to a field that contains
hyperlinks.

Crosstab Query
A query that calculates a sum, average, count, or other type of total on
records, and then groups the result by two types of information: one down
the left side of the datasheet and the other across the top.

Currency Data Type
In a Microsoft Access database, a data type that is useful for calculations



involving money or for fixed-point calculations in which accuracy is
extremely important.

Current Record
The record in a recordset that you can modify or retrieve data from. There
is only one current record in a recordset, but a recordset may have no
current record, for example, after a record has been deleted from a dynaset-
type recordset.

Cursor Data Type
In an Access project, a data type you can only use for creating a cursor
variable. This data type cannot be used for columns in a table. A cursor is a
mechanism used to work with one row at a time in the result set of a
SELECT statement.

Custom Group
An item of a custom group field. A custom group contains two or more
items from a row or column field.

Custom GroupField
A field in the row or column area that contains custom groups as its items.

Custom Order
User-defined sort order. For example, you could define a custom sort order
to display values in the EmployeeTitle column on the basis of the title's
seniority.

Custom Properties Dialog
A custom property sheet that allows users to set properties for an ActiveX
control.

Custom Toolbar
A toolbar that you create for your application. In contrast, a built-in toolbar
is part of Access when it's installed on your computer.
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Data Access Page Properties
Attributes of a data access page that identify the database the page is
connected to and define the page's appearance and behavior.
Data Access Page Window
The window that displays data access pages in Design view and Page view.
Data Area
The part of PivotTable or PivotChart view that contains summary data.



Values in the data area are displayed as records in PivotTable view and as
data points in PivotChart view.
Data Definition
The fields in underlying tables and queries, and the expressions, that make
up the record source for a data access page.
Data Field
A field that contains summarized data in PivotTable or PivotChart view. A
data field usually contains numeric data.
Data Files
An Access database or Access project file. An Access database stores
database objects and data in an .mdb file. A project file doesn't contain data
and is used to connect to a Microsoft SQL Server database.
Data Item
An application-specific piece of data that can be transferred over a DDE
channel.
Data Label
A label that provides additional information about a data marker, which
represents a single data point or value.
Data Marker
A bar, area, dot, slice, or other symbol in a chart that represents a single
data point or value. Related data markers in a chart constitute a data series.
Data Outline
A window that you can display when a data access page is open in Design
view. The data outline provides a tree view of the data model of a page. You
can select and set properties of the elements displayed in the window.
Data Series
Related data points that are plotted in a chart. Each data series in a chart has
a unique color or pattern. You can plot one or more data series in a chart.
Data Source Control
The engine behind data access pages and Microsoft Office Web
Components that manages the connection to the underlying data source.
The data source control has no visual representation.
Database Diagram
A graphical representation of any portion of a database schema. It can be
either a whole or partial picture of the structure of the database. It includes
tables, the columns they contain, and the relationships between the tables.
Database Objects
An Access database contains objects such as tables, queries, forms, reports,
pages, macros, and modules. An Access project contains objects such as



forms, reports, pages, macros, and modules.

Database Replication
The process of creating two or more special copies (replicas) of an Access
database. Replicas can be synchronized changes made to data in one
replica, or design changes made in the Design Master, are sent to other
replicas.

Database Window
The window that appears when you open an Access database or an Access
project. It displays shortcuts for creating new database objects and opening
existing objects.

Data-definition Query
A SQL-specific query that contains data definition language (DDL)
statements. These statements allow you to create or alter objects in the
database.

Datasheet
Data from a table, form, query, view, or stored procedure displayed in a
row-and-column format.

Datasheet View
A window that displays data from a table, form, query, view, or stored
procedure in a row-and-column format. In Datasheet view, you can edit
fields, add and delete data, and search for data.

Date Data Type
An Access database data type used to hold date and time information.

Datetime Data Type
In an Access project, a date and time data type that ranges from January 1,
1753, to December 31, 9999, to an accuracy of three-hundredths of a
second, or 3.33 milliseconds.

Decimal Data Type
An exact numeric data type that holds values from -10A38 - 1 through
10138 - 1. You can specify the scale (maximum total number of digits) and
precision (maximum number of digits to the right of the decimal point).

Decimal Data Type Microsoft Access Database
An exact numeric data type that holds values from -10/28 - 1 through
10128 - 1. You can specify the scale (maximum number of digits) and
precision (maximum total number of digits to the right of the decimal
point).

Declarations Section
The section of a module containing declarations that apply to every
procedure in the module. It can include declarations for variables,



constants, user-defined data types, and external procedures in a dynamic-
link library.

Default Property
A property that you can set for a control so that each time a new control of
that type is created, this property will have the same value.

Default Value
A value that is automatically entered in a field or control when you add a
new record. You can either accept the default value or override it by typing
a value.

Delete Query
A query (SQL statement) that removes rows matching the criteria you
specify from one or more tables.

Design Master
The only member of the replica set in which you can make changes to the
database structure that can be propagated to other replicas.

Design View
A window that shows the design of these database objects: tables, queries,
forms, reports, macros, and data access pages. In Design view, you can
create new database objects and modify the design of existing ones.

Detail Area
The part of PivotTable view that contains detail and total fields.

Detail Field
A field that displays all rows, or records, from the underlying record source.

Detail Section
Used to contain the main body of a form or report. This section usually
contains controls bound to the fields in the record source, but can also
contain unbound controls, such as labels that identify a field's contents.

Direct Synchronization
A method used to synchronize data between replicas that are connected
directly to the local area network and are available through shared network
folders.

Disabled Field
A control that appears dimmed on a form or data access page. A disabled
control cannot get the focus and will not respond to mouse clicks.

DLL
A set of routines that can be called from Visual Basic procedures and are
loaded and linked into your application at run time.

Document Properties
Properties, such as title, subject, and author, that are stored with each data



access page.

Domain
A set of records defined by a table, a query, or an SQL expression. Domain
aggregate functions return statistical information about a specific domain or
set of records.

Domain Function
A function, such as DAvg or DMax, that is used to calculate statistics over
a set of records (a domain).

Drop Area
An area in PivotTable or PivotChart view where you can drop fields from
the field list to display the data in the field. The labels on each drop area
indicate the types of fields you can create in the view.

Drop-down List Box
A control on a data access page that, when clicked, displays a list from
which you can select a value. You cannot type a value in a drop-down list
box.
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Echo
The process of Access updating or repainting the screen while a macro is
running.

Edit Control
Also known as a text box, an edit control is a rectangular window in which
a user can enter and edit text.

Embed
To insert a copy of an OLE object from another application. The source of
the object, called the OLE server, can be any application that supports
object linking and embedding. Changes to an embedded object are not
reflected in the original object.

Enabled Database
A previous-version database that has been opened in Access 2000 or later
without converting its format. To change the design of the database, you
must open it in the version of Access in which it was created.

Exclusive
A type of access to data in a database shared over a network. When you
open a database in exclusive mode, you prevent others from opening the



database.

Expand Control
A control on a data access page that, when clicked, expands or collapses a
grouped record to display or hide its detail records.

Expand Indicator
A button that is used to expand or collapse groups of records; it displays the
plus (+) or minus (-) sign.

Export
To output data and database objects to another database, spreadsheet, or file
format so another database or program can use the data or database objects.
You can export data to a variety of supported databases, programs, and file
formats.

Expression Builder
An Access tool you can use to create an expression. It includes a list of
common expressions that you can select.

External Database
The source of the table that is to be linked or imported to the current
database, or the destination of a table that is to be exported.

External Table
A table outside the open Access database or Access project.
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Field Data Type
A characteristic of a field that determines what kind of data it can store. For
example, a field whose data type is Text can store data consisting of either
text or number characters, but a Number field can only store numerical
data.

Field List
A window that lists all the fields in the underlying record source or database
object, except in data access page Design view. In data access page Design
view, it lists all the record sources and their fields in the underlying
database.

Field Selector
A small box or bar that you click to select an entire column in a datasheet.

Fill
A report magnification that fills the Report Snapshot window by fitting



either the width or the height of a page, depending on whether the report is
in portrait or landscape orientation.

Filter
A set of criteria applied to data in order to display a subset of the data or to
sort the data. In Access, you can use filtering techniques, such as Filter By
Selection and Filter By Form to filter data.

Filter Area
The part of PivotTable or PivotChart view that contains filter fields.

Filter By Form
A technique for filtering data that uses a version of the current form or
datasheet with empty fields in which you can type the values you want the
filtered records to contain.

Filter By Selection
A technique for filtering records in a form, datasheet, or data access page in
which you retrieve only records that contain the selected value.

Filter Excluding Selection
A technique in which you filter records in a form, datasheet, or data access
page to retrieve only those records that don't contain the selected value.

Filter Field
A field in the filter area that you can use to filter data displayed in
PivotTable or PivotChart view. Filter fields perform the same functions as
page fields in Microsoft Excel PivotTable reports.

Filter For Input
A technique for filtering records that uses a value or expression you enter to
find only records that contain the value or satisfy the expression.

Fixed-width Text
A file containing data where each field has a fixed width.

Float Data Type
In an Access project, an approximate numeric data type with 15-digit
precision. It can hold positive values from approximately 2.23E - 308
through 1.79E + 308, negative values from approximately -2.23E - 308
through -1.79E + 308, or zero.

Floating Toolbar
Able to move freely as its own window. A floating window is always on
top. Toolbars, menu bars, the toolbox, and palettes can float.

Foreign Key
One or more table fields (columns) that refer to the primary key field or
fields in another table. A foreign key indicates how the tables are related.

Foreign Table



A table (such as Customer Orders) that contains a foreign key field (such as
CustomerID) that's the primary key field in another table (such as
Customers) in the database, and that is usually on the "many" side of a one-
to-many relationship.

Form
An Access database object on which you place controls for taking actions
or for entering, displaying, and editing data in fields.

Form Footer
Use to display instructions for using a form, command buttons, or unbound
controls to accept input. Displays at the bottom of the form in Form view
and at the end of a printout.

Form Header
Use to display a title for a form, instructions for using it, or command
buttons that open related forms or carry out other tasks. Displays at the top
of the form in Form view and at the beginning of a printout.

Form Module
A module that includes code for all event procedures triggered by events
occurring on a specific form or its controls.

Form Properties
Attributes of a form that affect its appearance or behavior. For example, the
DefaultView property is a form property that determines whether a form
will automatically open in Form view or Datasheet view.

Form Selector
The box where the rulers meet, in the upper-left corner of a form in Design
view. Use the box to perform form-level operations, such as selecting the
form.

Form View
A window that displays a form to show or accept data. Form view is the
primary means of adding and modifying data in tables. You can also change
the design of a form in this view.

Form Window
A window in which you work with forms in Design view, Form view,
Datasheet view, or Print Preview.

Format
Specifies how data is displayed and printed. An Access database provides
standard formats for specific data types, as does an Access project for the
equivalent SQL data types. You can also create custom formats.

Front-end/Back-end App
An application consisting of a "back-end" database file that contains tables,



and copies of a "front-end" database file that contain all other database
objects with links to the "back-end" tables.

Function
A query that takes input parameters and returns a result like a stored
procedure. Types: scalar (multistatement; returns one value), inline (one
statement; an updateable table value), and table (multistatement; table
value).

Function Procedure
A procedure that returns a value and that can be used in an expression. You
declare a function with the Function statement and end it with the End
Function statement.
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General Sort Order
The default sort order determines how characters are sorted in the entire
database, such as in tables, queries, and reports. Define General sort order if
you plan to use a database with multiple language editions of Access.

Global Menu Bar
A special custom menu bar that replaces the built-in menu bar in all
windows in your application, except where you've specified a custom menu
bar for a form or report.

Global Replica
A replica in which changes are fully tracked and can be exchanged with any
global replica in the set. A global replica can also exchange changes with
any local or anonymous replicas for which it becomes the hub.

Global Shortcut Menu
A custom shortcut menu that replaces the built-in shortcut menu for the
following objects: fields in table and query datasheets; forms and form
controls in Form view, Datasheet view, and Print Preview; and reports in
Print Preview.

Global Variable
A variable you declare with the Public keyword in the Declarations section
of a module. A public variable can be shared by all the procedures in every
module in a database.

Graph
A graphical representation of data in a form, report, or data access page.



Grid
An arrangement of vertical and horizontal dotted and solid lines that help
you position controls precisely when you design a form, report, or data
access page.

Grid Datasheet View
Vertical and horizontal lines that visually divide rows and columns of data
into cells in a table, query, form, view, or stored procedure. You can show
and hide these grid lines.

Group
Two or more controls that can be treated as one unit while designing a form
or report. You can select the group instead of selecting each individual
control as you're arranging controls or assigning properties.

Group Account
A collection of user accounts in a workgroup, identified by group name and
personal ID (PID). Permissions assigned to a group apply to all users in the
group.

Group Filter Control
A drop-down list box control on a data access page that retrieves records
from an underlying recordset based on the value you select from the list. On
a grouped page, the control retrieves a specific group of records.

Group Footer
Use to place information, such as group name or group total, at the end of a
group of records.

Group Header
Use to place information, such as group name or group total, at the
beginning of a group of records.

Group Level
The depth at which a group in a report or data access page is nested inside
other groups. Groups are nested when a set of records is grouped by more
than one field, expression, or group record source.

Grouped Data Access Page
A data access page that has two or more group levels.

GUID
A 16-byte field used in an Access database to establish a unique identifier
for replication. GUIDs are used to identify replicas, replica sets, tables,
records, and other objects. In an Access database, GUIDs are referred to as
Replication IDs.
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Handle
A unique Integer value (Long in a 32-bit environment) you use to identify
and access a Form or Report window. Use the hWnd property to return the
handle.

Hotspot
A control used on a data access page to display an unbound image that
represents a hyperlink to a file or Web page. In Browse mode, you can click
the image to navigate to the target location.

Hub
A global replica that all replicas in the replica set synchronize their changes
to. The hub serves as the parent replica.

Hyperlink Address
The path to a destination such as an object, document, or Web page. A
hyperlink address can be a URL (address to an Internet or intranet site) or a
UNC network path (address to a file on a local area network).

Hyperlink Data Type
A data type for an Access database field that stores hyperlink addresses. An
address can have up to four parts and is written using the following format:
displaytext#address#subaddress#.

Hyperlink Field
A field that stores hyperlink addresses. In an Access database (.mdb), it's a
field with a Hyperlink data type. In an Access project (.adp), it's a field that
has the IsHyperlink property set to True.
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IDC HTX files
Microsoft Internet Information Server uses an IDC file and an HTX file to
retrieve data from an ODBC data source and format it as an HTML
document.

Identifier
An element of an expression that refers to the value of a field, control, or
property. For example, Forms![Orders]![OrderID] is an identifier that refers
to the value in the OrderID control on the Orders form.



Image Frame
A control that is used to display a picture on a form, report, or data access
page.

Image OLE Object Data Type
In an Access project, a variable-length data type that can hold a maximum
of 2/A31 - 1 (2,147,483,647) bytes of binary data. It is used to store BLOBs
(Binary Large Objects), such as pictures, documents, sounds, and compiled
code.

Import
To copy data from a text file, spreadsheet, or database table into an Access
table. You can use the imported data to create a new table, or you can
append (add) it to an existing table that has a matching data structure.

Import Export Spec
A specification that stores the information Access needs to import or export
a fixed-width or delimited text file.

Index
A feature that speeds up searching and sorting in a table based on key
values and can enforce uniqueness on the rows in a table. The primary key
of a table is automatically indexed. Some fields can't be indexed because of
their data type.

Indexes Window
In an Access database, a window in which either you can view or edit a
table's indexes or you can create multiple-field indexes.

Indirect Synchronization
A synchronization method used in a disconnected environment, such as
when you travel with a portable computer.

In-Place Activation
Activation of an OLE object's OLE server from within a field or control.
For example, you can play a waveform audio (.wav) file contained in a
control by double-clicking the control.

Input Mask
A format that consists of literal display characters (such as parentheses,
periods, and hyphens) and mask characters that specify where data is to be
entered as well as what kind of data and how many characters are allowed.

Instance
An object created from the class that contains its definition. For example,
multiple instances of a form class share the same code and are loaded with
the same controls that were used to design the form class.

Int Data Type



In an Access project, a data type of 4 bytes (32 bits) that stores whole
numbers in the range of -2A31 (-2,147,483,648) through 2A31 - 1
(2,147,483,647).

Integer Data Type
A fundamental data type that holds integers. An Integer variable is stored
as a 16-bit (2-byte) number ranging in value from -32,768 to 32,767.

Internet Synchronization
Used to synchronize replicas in a disconnected environment in which an
Internet server is configured.

Intrinsic Constant
A constant supplied by Access, VBA, ADO, or DAO. These constants are
available in the Object Browser by clicking globals in each of these
libraries.

Item
A unique element of data within a field. When a lower level of items is
available for display in a PivotTable list or the field list, an expand indicator
(+) appears beside the item.
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Jet Replication Objects (JRO)
A set of automation interfaces that you can use to perform actions specific
to Microsoft Jet databases. Using JRO, you can compact databases, refresh
data from the cache, and create and maintain replicated databases.
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Keyboard Handler
Code that determines and responds to keys or key combinations pressed by
the user.
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Label
A control that displays descriptive text, such as a title, a caption, or



instructions, on a form, report or data access page. Labels might or might
not be attached to another control.

Layout Preview
A preview of a report that uses a minimum amount of data to display the
general layout of the report. Click Print Preview to display the exact data
that appears in the report.

Left Outer Join
An outer join in which all the records from the left side of the LEFT JOIN
operation in the query's SQL statement are added to the query's results, even
if there are no matching values in the joined field from the table on the
right.

Legend
A box that identifies the patterns or colors assigned to data series or
categories in a chart.

Library Database
A collection of procedures and database objects that you can call from any
application. In order to use the items in the library, you must first establish a
reference from the current database to the library database.

Link
A connection between an OLE object and its OLE server, or between a
dynamic data exchange (DDE) source document and a destination
document.

List Index
The sequence of numbers for items in a list, starting with 0 for the first
item, 1 for the second item, and so forth.

Local Object
A table, query, form, report, macro, or module that remains in the replica or
Design Master where it was created. Neither the object nor changes to the
object are copied to other members in the replica set.

Local Replica
A replica that exchanges data with its hub or a global replica, but not with
other replicas in the replica set.

Locked
The condition of a record, recordset, or database that makes it read-only to
all users except the user currently modifying it.

Lookup Field
A field, used on a form or report in an Access database, that either displays
a list of values retrieved from a table or query, or stores a static set of
values.
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Macro
An action or set of actions you can use to automate tasks.

Macro Group
A collection of related macros that are stored together under a single macro
name. The collection is often referred to simply as a macro.

Main Form
A form that contains one or more subforms.

Make Table Query
A query (SQL statement) that creates a new table and then creates records
(rows) in it by copying records from an existing table.

Manual Link
A link that requires you to take action to update your data after the data in
the source document changes.

Many-To-Many Relationship
An association between two tables in which one record in either table can
relate to many records in the other table. To establish one, create a third
table and add the primary key fields from the other two tables to this table.

Marquee
Moving text used on a data access page to draw the user's attention to a
specific page element, such as a headline or an important announcement. To
place a marquee on a page, create a scrolling text control.

Maximum Record Limit
To improve performance, you can specify the maximum number of records
that will be retrieved from a Microsoft SQL Server database for a form or
datasheet in an Access project.

MDE File
Microsoft Access database (.mdb) file with all modules compiled and all
editable source code removed.

Memo Data Type
Memo data type: In a Microsoft Access database, this is a field data type.
Memo fields can contain up to 65,535 characters.

Microsoft Access Database
A collection of data and objects, such as tables, queries, or forms, related to
a particular topic or purpose. The Microsoft Jet database engine manages
the data.



Microsoft Access Object
An object defined by Access that relates to Access, its interface, or an
application's forms, reports, and data access pages, and that you use to
program the elements of the interface used for entering and displaying data.

Microsoft Data Engine (MSDE)
A client/server data engine that provides local data storage on a smaller
computer system, such as a single-user computer or small workgroup
server, and is compatible with Microsoft SQL Server 7.0.

Microsoft Jet Database Engine
The part of the Access database system that retrieves and stores data in user
and system databases. It can be thought of as a data manager upon which
database systems, such as Access, are built.

Microsoft SQL Server Database
A database in Microsoft SQL Server, it consists of tables, views, indexes,
stored procedures, functions, and triggers.

Module Level
Describes any variable or constant declared in the Declarations section of a
module or outside a procedure. Variables or constants declared at the
module level are available to all procedures in a module.

Module Level Variable
A variable that's declared in the Declarations section of a module by using
the Private keyword. These variables are available to all procedures in the
module.

Money Data Type
In an Access project, a data type that stores monetary values in the range
-922,337,203,685,477.5707 through 922,337,203,685,477.5807, with
accuracy to a ten-thousandth of a monetary unit.

Move Handle
The large square displayed in the upper-left corner of the selected control in
Design view. You can click and move the handle to move the control to
another location.

Move Mode
The mode in which you can move column(s) in Datasheet view by using the
left and right arrow keys.

MultiUser Database
A database that permits more than one user to access and modify the same
set of data at the same time.
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Name Auto Correct
A feature that automatically corrects common side effects that occur when
you rename forms, reports, tables, queries, or fields, or controls on forms
and reports. However, Name AutoCorrect cannot repair all references to
renamed objects.

Navigation Buttons
The buttons that you use to move through records. They are located in the
lower-left corner of the Datasheet view and Form view windows. They are
also available during previewing so that you can move through the pages of
your document.

Nchar Data Type
In an Access project, a fixed-length data type with a maximum of 4,000
Unicode characters. Unicode characters use 2 bytes per character and
support all international characters.

Normalize
To minimize the duplication of information in a relational database through
effective table design. You can use the Table Analyzer Wizard to normalize
your database.

Ntext Data Type
In an Access project, a variable-length data type that can hold a maximum
of 2/A30 - 1 (1,073,741,823) characters. Columns with the ntext data type
store a 16-byte pointer in the data row, and the data is stored separately.

Null
A value you can enter in a field or use in expressions or queries to indicate
missing or unknown data. In Visual Basic, the Null keyword indicates a
Null value. Some fields, such as primary key fields, can't contain Null.

Null Field
A field containing a Null value. A null field isn't the same as a field that
contains a zero-length string ("") or a field with a value of 0.

Number Data Type
Number data type: In a Microsoft Access database, a field data type
designed for numerical data that will be used in mathematical calculations.
Use the Currency data type, however, to display or calculate currency
values.

Numeric Data Type
In an Access project, an exact numeric data type that holds values from



-10A38 - 1 through 10/38 - 1. You can specify the scale (maximum total
number of digits) and precision (maximum number of digits to the right of
the decimal point).

Nvarchar Data Type
In an Access project, a variable-length data type with a maximum of 4,000
Unicode characters. Unicode characters use 2 bytes per character and
support all international characters.
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Object Application
An application or DLL that supplies a linked or embedded OLE object to
another application. For example, if an OLE object in an Access database
contains a Microsoft Excel worksheet, Excel is the OLE server.

Object Data Type
A fundamental data type representing any object that can be recognized by
Visual Basic. Although you can declare any object variable as type Object,
it's best to declare object variables according to their specific type.

Object Library
A file that contains definitions of objects and their methods and properties.
The file that contains an object library typically has the extension .olb.

ODBC Connect String Builder
An Access tool you can use to connect to an SQL database when you create
a pass-through query. If you save the query, the connection string is stored
with the query.

ODBC Data Source
Data and the information needed to access that data from programs and
databases that support the Open Database Connectivity (ODBC) protocol.

ODBC Database
A database for which an Open Database Connectivity (ODBC) driver that
you can use for importing, linking to, or exporting data is supplied.

ODBC Direct
A technology that allows you to access ODBC data sources directly by
using DAO features that bypass the Microsoft Jet database engine.

OLE Object
An object supporting the OLE protocol for object linking and embedding.
An OLE object from an OLE server, for example, a Windows Paint picture



or a Microsoft Excel spreadsheet can be linked or embedded in a field,
form, or report.

OLE Object Data Type
A field data type you use for objects created in other applications that can
be linked or embedded (inserted) in an Access database.

OLEDB
A component database architecture that provides efficient network and
Internet access to many types of data sources, including relational data,
mail files, flat files, and spreadsheets.

OLEDB Provider
A program in the OLE DB architecture that enables native access to data,
instead of accessing data using ODBC or IISAM drivers, which are external
ways to access the data.

One-To-Many
An association between two tables in which the primary key value of each
record in the primary table corresponds to the value in the matching field or
fields of many records in the related table.

One-To-One
An association between two tables in which the primary key value of each
record in the primary table corresponds to the value in the matching field or
fields of one and only one record in the related table.

Option Button
A control, also called radio button, that is typically used as part of an option
group to present alternatives on a form, report, or data access page. The
user cannot select more than one option.

Option Group
A frame that can contain check boxes, toggle buttons, and option buttons on
a form, report, or data access page. You use an option group to present
alternatives from which the user can select a single option.

Outer Join
A join in which each matching record from two tables is combined into one
record in the query's results, and one table contributes all of its records,
even if the values in the joined field don't match those in the other table.

Owner
When security is being used, the user account that has control over a
database or database object. By default, the user account that created a
database or database object is the owner.
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Page
A portion of the database (.mdb) file in which record data is stored.
Depending on the size of the records, a page (4 KB in size) may contain
more than one record.

Page Footer
Use to display page summaries, dates, or page numbers at the bottom of
every page in a form or report. In a form, the page footer appears only when
you print the form.

Page Header
Use to display a title, column headings, dates, or page numbers at the top of
every page in a form or report. In a form, the page header appears only
when you print the form.

Page View
An Access window in which you can browse the contents of a data access
page. Pages have the same functionality in Page view as in Microsoft
Internet Explorer 5.01 with Service Pack 2 (SP2) or later.

Parameter Query
A query in which a user interactively specifies one or more criteria values.
A parameter query is not a separate kind of query; rather, it extends the
flexibility of a query.

Partial Replica
A database that contains only a subset of the records in a full replica. With a
partial replica, you can set filters and identify relationships that define
which subset of the records in the full replica should be present in the
database.

Pass Through Query
An SQL-specific query you use to send commands directly to an ODBC
database server. By using pass-through queries, you work directly with the
tables on the server instead of having the Microsoft Jet database engine
process the data.

Permissions
A set of attributes that specify what kind of access a user has to data or
objects in a database.

Pin
A case-sensitive alphanumeric string 4 to 20 characters long that Access
uses in combination with the account name to identify a user or group in an



Access workgroup.

PivotChart View
A view that shows a graphical analysis of data in a datasheet or form. You
can see different levels of detail or specify the layout by dragging fields and
items, or by showing and hiding items in the drop-down lists for the fields.

PivotTable
An interactive table that summarizes large amounts of data by using format
and calculation methods that you choose. You can rotate its row and column
headings to view the data in different ways, similar to an Excel PivotTable
report.

PivotTable List
A Microsoft Office Web Component used to analyze data interactively on a
Web page. Data displayed in a row and column format can be moved,
filtered, sorted, and calculated in ways that are meaningful for your
audience.

PivotTable View
A view that summarizes and analyzes data in a datasheet or form. You can
use different levels of detail or organize data by dragging the fields and
items, or by showing and hiding items in the drop-down lists for the fields.

Plus Pointer
The pointer that appears when you move the pointer to the left edge of a
field in a datasheet. When the plus pointer appears, you can click to select
the entire field.

Pop-up
A form that stays on top of other windows. A pop-up form can be modal or
modeless.

Primary Key
One or more fields (columns) whose values uniquely identify each record in
a table. A primary key cannot allow Null values and must always have a
unique index. A primary key is used to relate a table to foreign keys in other
tables.

Primary Table
The "one" side of two related tables in a one-to-many relationship. A
primary table should have a primary key and each record should be unique.

Private Procedure
A Sub or Function procedure is declared as private by using the Private
keyword in a Declare statement. Private procedures are available for use
only by other procedures within the same module.

Procedure



A sequence of declarations and statements in a module that are executed as
a unit. Procedures in Visual Basic include both Sub and Function
procedures.

Procedure Level
Describes any variables or constants declared within a procedure. Variables
and constants declared within a procedure are available to that procedure
only.

Procedure Level Variable
A variable that's declared within a procedure. Procedure-level variables are
always private to the procedure in which they're declared.

Project
The set of all code modules in a database, including standard modules and
class modules. By default, the project has the same name as the database.

Property Sheet
A window used to view or modify the properties of various objects such as
tables, queries, fields, forms, reports, data access pages, and controls.

Publication
In an Access project, a publication can contain one or more published tables
or stored procedure articles from one user database. Each user database can
have one or more publications. An article is a grouping of data replicated as
a unit.

Publish
The process of exporting datasheets, forms, or reports to static HTML or
server-generated HTML, or creating data access pages, and setting up these
files and all related files as a Web application on a Web server such as
Microsoft IIS.
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QBEGrid
The grid that you use to design a query or filter in query Design view or in
the Advanced Filter/Sort window. For queries, this grid was formerly
known as the QBE grid.

Query
A question about the data stored in your tables, or a request to perform an
action on the data. A query can bring together data from multiple tables to
serve as the source of data for a form, report, or data access page.



Query Window
A window in which you work with queries in Design view, Datasheet view,
SQL view, or Print Preview.
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Real Data Type
In an Access project, an approximate numeric data type with seven-digit
precision. It can hold positive values from approximately 1.18E - 38
through 3.40E + 38, negative values from approximately -1.18E - 38
through -3.40E + 38, or zero.
Record Navigation Control
A control used on a data access page to display a record navigation toolbar.
In a grouped page, you can add a navigation toolbar to each group level.
You can customize the record navigation control by changing its properties.
Record Navigation Section
A section in a data access page that displays the record navigation control
for a specific group level. It appears after the corresponding group header
section. You can't place bound controls in a record navigation section.
Record Number Box
A small box that displays the current record number in the lower-left corner
in Datasheet view and Form view. To move to a specific record, you can
type the record number in the box, and press ENTER.
Record Selector
A small box or bar to the left of a record that you can click to select the
entire record in Datasheet view and Form view.
Record Source
The underlying source of data for a form, report, or data access page. In an
Access database, it could be a table, query, or SQL statement. In an Access
project, it could be a table, view, SQL statement, or stored procedure.
Recordset
The collective name given to table-, dynaset-, and snapshot-type Recordset
objects, which are sets of records that behave as objects.
Referenced Database
The Access database to which the user has established a reference from the
current database. The user can create a reference to a database and then call
procedures within standard modules in that database.



Referencing Database
The current Access database from which the user has created a reference to
another Access database. The user can create a reference to a database and
then call procedures within standard modules in that database.

Referential Integrity
Rules that you follow to preserve the defined relationships between tables
when you enter or delete records.

Refresh
In an Access database, to redisplay the records in a form or datasheet to
reflect changes that other users have made. In an Access project, to rerun a
query underlying the active form or datasheet in order to reflect changes to
records.

Relationship
An association established between common fields (columns) in two tables.
A relationship can be one-to-one, one-to-many, or many-to-many.

Relationships Window
A window in which you view, create, and modify relationships between
tables and queries.

Relative Positioning
Places the element in the natural HTML flow of the document but offsets
the position of the element based on the preceding content.

Repaint
To redraw the screen. The Repaint method completes any pending screen
updates for a specified form.

Replica
A copy of a database that is a member of a replica set and can be
synchronized with other replicas in the set. Changes to the data in a
replicated table in one replica are sent and applied to the other replicas.

Replica Set
The Design Master and all replicas that share the same database design and
unique replica set identifier.

Replica Set Topology
The order in which changes are propagated from replica to replica.
Topology determines how quickly changes in another replica appear in your
replica.

Replication
The process of copying a database so that two or more copies can exchange
updates of data or replicated objects. This exchange is called
synchronization.



Report
An Access database object that prints information formatted and organized
according to your specifications. Examples of reports are sales summaries,
phone lists, and mailing labels.

Report Footer
A report section used to place information that normally appears at the
bottom of the page, such as page numbers, dates, and sums.

Report Header
A report section used to place information, such as a title, date, or report
introduction, at the beginning of a report.

Report Module
A module that includes code for all event procedures triggered by events
occurring on a specific report or its controls.

Report Selector
The box where the rulers meet in the upper-left corner of a report in Design
view. Use the box to perform report-level operations, such as selecting the
report.

Report Snapshot
A file (.snp extension) that contains a high-fidelity copy of each page of an
Access report. It preserves the two-dimensional layout, graphics, and other
embedded objects of the report.

Report Window
A window in which you work with reports in Design view, Layout Preview,
or Print Preview.

Requery
To rerun a query underlying the active form or datasheet in order to reflect
changes to the records, display newly added records, and eliminate deleted
records.

Reserved Word
A word that's part of the Visual Basic for Applications programming
language. Keywords include the names of statements, data types, methods,
operators, objects, and predefined functions. Don't use keywords for
variable or object names.

Right Outer Join
An outer join in which all the records from the right side of the RIGHT
JOIN operation in the query's SQL statement are added to the query's
results, even if there are no matching values in the joined field from the
table on the left.

Row Area



The part of PivotTable view that contains row fields.

Row Field
A field in the row area of PivotTable view. Items in row fields are listed
down the left side of the view. Inner row fields are closest to the detail area;
outer row fields are to the left of the inner row fields.

Row Selector
A small box or bar that, when clicked, selects an entire row in table or
macro Design view, or when you sort and group records in report Design
view.
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Script Window
The window in which you create and modify macros.

Scrolling Text Control
A control used on a data access page to display a marquee, or moving text.
You can customize the display of text by setting options such as direction
and speed. Browsers that do not support scrolling text will display static
text.

Section
A part of a form, report, or data access page such as a header, footer, or
detail section.

Section Bar
The horizontal bar above a data access page section in Design view. The
section bar displays the type and name of the section. Use it to access the
section's property sheet.

Section Selector
The box on the left side of a section bar when an object is open in Design
view. Use the box to perform section-level operations, such as selecting the
section.

Secure System
An Access workgroup in which users log on with a user name and
password and access to database objects is restricted according to
permissions granted to specific user accounts and groups.

Select Query
A query that asks a question about the data stored in your tables and returns
a result set in the form of a datasheet without changing the data.



Selection Rectangle
The rectangle formed by the currently selected rows (records) and columns
(fields) within Datasheet view.

Self Join
A join in which a table is joined to itself. Records from the table are
combined with other records from the same table when there are matching
values in the joined fields.

Separator
A character that separates units of text or numbers.

Series Field
A field displayed in the series area of a chart and containing series items. A
series is a group of related data points.

Series Point
An individual data value plotted in a chart and represented by a column,
bar, line, pie or doughnut slice, or other type of data marker.

Server Filter By Form
A technique that uses a version of the current form or datasheet with empty
fields in which you can type values you want the filtered records to contain.
The data is filtered by the server before it's retrieved from the database.

Server-generated HTML
An Active Server Pages (ASP) or IDC/HTX file that is output from a table,
query, or form, connected to an ODBC data source, and processed by the
Internet Information Server to dynamically create read-only HTML files.

Session
A sequence of operations performed by the Microsoft Jet database engine
that begins when a user logs on and ends when the user logs off. All
operations during a session form one transaction scope and are subject to
the user's logon permissions.

Smalldatetime Data Type
In an Access project, a date and time data type that is less precise than the
datetime data type. Data values range from January 1, 1900, through June 6,
2079, to an accuracy of one minute.

Smallint Data Type
In an Access project, a data type of 2 bytes (16 bits) that stores whole
numbers in the range of -2A15 (-32,768) through 2/15 - 1 (32,767).

Smallmoney Data Type
In an Access project, a data type that stores monetary values from
-214,748.3648 to 214,748.3647, with accuracy to a ten-thousandth of a
monetary unit. When smallmoney values are displayed, they are rounded up



to two decimal places.

Snapshot
A static image of a set of data, such as the records displayed as the result of
a query. Snapshot-type Recordset objects can be created from a base table,
a query, or another recordset.

Snapshot Viewer
A program that you can use to view, print, or mail a snapshot, such as a
report snapshot. Snapshot Viewer 11.0 consists of a stand-alone executable
program, a Snapshot Viewer control (Snapview.ocx), and other related files.

Snapshot Viewer Control
An ActiveX control (Snapview.ocx) that you use to view a snapshot report
from Microsoft Internet Explorer 3.0 or later, or from any application that
supports ActiveX controls, such as Access or Microsoft Visual Basic.

SQL Database ODBC
A database based on Structured Query Language (SQL).

SQL Specific Query
A query that consists of an SQL statement. Subqueries and pass-through,
union, and data-definition queries are SQL-specific queries.

SQL String
An expression that defines an SQL command, such as SELECT, UPDATE,
or DELETE, and includes clauses such as WHERE and ORDER BY. SQL
strings/statements are typically used in queries and in aggregate functions.

SQL Variant Data Type
In an Access project, a data type that stores values of several data types,
except for text, ntext, image, timestamp, and sql_variant types. It is used in
a column, parameter, variable, or return value of a user-defined function.

SQL View
A window that displays the SQL statement for the current query or is used
to create an SQL-specific query (union, pass-through, or data definition).
When you create a query in Design view, Access constructs the SQL
equivalent in SQL view.

Standard Module
A module in which you can place Sub and Function procedures that you
want to be available to other procedures throughout your database.

Stored Procedure
A precompiled collection of SQL statements and optional control-of-flow
statements stored under a name and processed as a unit. They are stored in
an SQL database and can be run with one call from an application.

String Delimiter



Text characters that set apart a string embedded within a string. Single
quotation marks (') and double quotation marks (") are string delimiters.
Sub Procedure
A procedure that carries out an operation. Unlike a Function procedure, a
Sub procedure doesn't return a value. You begin a Sub procedure with a
Sub statement and end it with an End Sub statement.
Subdatasheet
A datasheet that is nested within another datasheet and that contains data
related or joined to the first datasheet.
Subform
A form contained within another form or a report.
Subform Subreport
A control that displays a subform in a form or a subform or a subreport in a
report.
Subquery
An SQL SELECT statement inside another select or action query.
Subreport
A report contained within another report.
Subscribe
To agree to receive a publication in an Access database (.mdb) or an Access
project (.adp). A subscriber database subscribes to replicated data from a
publisher database.
Subscription
The database that receives tables and data replicated from a publisher
database in an Access project (.adp).
Synchronization
The process of updating two members of a replica set by exchanging all
updated records and objects in each member. Two replica set members are
synchronized when the changes in each have been applied to the other.
Sysname Data Type
In an Access project, a special system-supplied, user-defined data type that
is used for table columns, variables, and stored procedure parameters that
store object names.
System Objects
Database objects that are defined by the system, such as the table
MSysIndexes, or by the user. You can create a system object by naming the
object with USys as the first four characters in the object name.
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Tab Control
A control you can use to construct a single form or dialog box that contains
several pages, each with a tab, and each containing similar controls, such as
text boxes or option buttons. When a user clicks a tab, that page becomes
active.

Table
A database object that stores data in records (rows) and fields (columns).
The data is usually about a particular category of things, such as employees
or orders.

Table Data Type
In an Access project, a special data type used to store a result set in a local
variable or return value of a user-defined function for later processing. It
can be used in place of a temporary table stored in the tempdb database.

Table Properties
In an Access database, attributes of a table that affect the appearance or
behavior of the table as a whole. Table properties are set in table Design
view, as are field properties.

Table Window
In an Access database, a window in which you work with tables in Design
view or Datasheet view.

Text Box
A control, also called an edit field, used on a form, report, or data access
page to display text or accept data entry. It can have a label attached to it.

Text Data Type
In a Microsoft Access database, this is a field data type. Text fields can
contain up to 255 characters or the number of characters specified by the
Fieldsize property, whichever is less.

Textmemo Data Type
In an Access project, a variable-length data type that can hold a maximum
of 2A31 - 1 (2,147,483,647) characters; default length is 16.

Theme
A collection of formats that determines the appearance of the controls,
sections, body, and text on a data access page.

Timestamp Data Type
In an Access project, a data type that is automatically updated every time a
row is inserted or updated. Values in timestamp columns are not datetime



data, but binary(8) or varbinary(8), indicating the sequence of data
modifications.

Tinyint Data Type
In an Access project, a data type of 1 byte (8 bits) that stores whole
numbers in the range of 0 through 255.

Toggle Button
A control used to provide on/off options on a form or report. It can display
either text or a picture, and can be standalone or part of an option group.

Tool Properties
The default property setting of a control type. You customize a control type
before you create two or more similar controls to avoid customizing each
control individually.

Toolbox
A set of tools that are available in Design view to add controls to a form,
report, or data access page. The toolset available in page Design view is
different from the toolset available in form and report Design view.

ToolTips
Brief descriptions of the names of buttons and boxes on toolbars and in the
toolbox. A ToolTip is displayed when the mouse pointer rests on the button
or combo box.

Topology
The order in which changes are propagated from replica to replica.
Topology is important because it determines how quickly changes in
another replica appear in your replica.

Total Field
A field that summarizes data from the underlying record source. A total
field might use a summary function, such as Sum or Count, or use an
expression to calculate summary values.

Totals Query
A query that displays a summary calculation, such as an average or sum, for
values in various fields from a table or tables. A totals query is not a
separate kind of query; rather, it extends the flexibility of select queries.

Transaction
A series of changes made to a database's data and schema.

Trigger
A special form of a stored procedure that is carried out automatically when
data in a specified table is modified. Triggers are often created to enforce
referential integrity or consistency among logically related data in different
tables.
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Unbound Field
A control that is not connected to a field in an underlying table, query, or
SQL statement. An unbound control is often used to display informational
text or decorative pictures.

Unbound Form Report
A form or report that isn't connected to a record source such as a table,
query, or SQL statement. (The form's or report's RecordSource property is
blank.)

Unbound Object Frame
A control you place on a form or report to contain an unbound object. An
unbound object is an object, such as a picture, whose value isn't derived
from data stored in a table.

Union Query
A query that uses the UNION operator to combine the results of two or
more select queries.

Unique Index
An index defined by setting a field's Indexed property to Yes (No
Duplicates). A unique index will not allow duplicate entries in the indexed
field. Setting a field as the primary key automatically defines the field as
unique.

Uniqueidentifier Data Type
In an Access project, a 16-byte globally unique identifier (GUID).

Updatable Snapshot
A type of recordset that works efficiently in a client/server environment by
caching data on the client and minimizing round trips to the server to access
and update data.

Update
To accept changes to data in a record. The changes are saved in the database
when you move to another record on a form, datasheet, or data access page,
or when you explicitly save the record.

Update Query
An action query (SQL statement) that changes a set of records according to
criteria (search conditions) that you specify.

User Account
An account identified by a user name and personal ID (PID) that is created



to manage the user's permissions to access database objects in an Access
workgroup.

User-Defined Collection
A collection that you create by adding objects to a Collection object. Items
in a collection defined by the Collection object are indexed beginning with
1.

User-Defined Data Type
In a Microsoft SQL Server database, a definition of the type of data a
column can contain. It is defined by the user with existing system data
types. Rules and defaults can only be bound to user-defined data types.

User-Defined Function
A query that takes input parameters and returns a result like a stored
procedure. Types: scalar (multistatement; returns one value), inline (one
statement; an updateable table value), and table (multistatement; table
value).

User-Defined Object
A custom object defined in a form or report class module. In a class
module, you can create methods and properties for a new object, create a
new instance of this object, and manipulate it with these properties and
methods.

User-Level Security
When using user-level security in an Access database, a database
administrator or an object's owner can grant individual users or groups of
users specific permissions to tables, queries, forms, reports, and macros.

Users Group
The group account that contains all user accounts. Access automatically
adds user accounts to the Users group when you create them.

v
Back to top

Validation
The process of checking whether entered data meets certain conditions or
limitations.

Validation Rule
A property that defines valid input values for a field or record in a table, or
a control on a form. Access displays the message specified in the
ValidationText property when the rule is violated.



Varbinary Data Type
In an Access project, a variable-length data type with a maximum of 8,000
bytes of binary data.

Varchar Data Type
In an Access project, a variable-length data type with a maximum of 8,000
ANSI characters.

View object
In an Access project, a type of query that is a virtual table based on an SQL
SELECT statement. For example, a view might only contain 3 out of 10
available columns in a join of two tables, in order to limit access to certain
data.

Visibility
A property of a replica that indicates which members of the replica set it
can synchronize with and which conflict resolution rules apply. Replicas
fall into three visibility types: global, local, and anonymous.

Visual Basic Identifier
A data member in a Visual Basic code module. An identifier can be a Sub,
Function, or Property procedure, a variable, a constant, a Declare
statement, or a user-defined data type.
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Web Page Preview
Opens a data access page for preview in Microsoft Internet Explorer 5.01
with Service Pack 2 (SP2) or later.
Where Clause
The part of an SQL statement that specifies which records to retrieve.
WorkGroup
A group of users in a multiuser environment who share data and the same
workgroup information file.
Workgroup ID
A case-sensitive alphanumeric string 4 to 20 characters long that you enter
when creating a new workgroup information file by using the Workgroup
Administrator. This uniquely identifies the Admins group for this
workgroup file.
Workgroup Information File
A file Access reads at startup that contains information about the users in a



workgroup. This information includes users' account names, their
passwords, and the groups of which they are members.
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XML Attribute
Information added to a tag to provide more information about the tag, such
as <ingredient quantity="2" units="cups">flour</ingredient>.

XML Element
Information delimited by a start and end tag in an Extended Markup
Language (XML) document. An example would be
<LastName>Davolio</LastName>.

XML Entities
Combinations of characters and symbols that replace other characters when
an XML document is parsed, usually those that have other meanings in
XML. For example, &lt; represents the < symbol which is also the opening
bracket for a tag.
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Yes/No DataType
Yes/No data type: A field data type you use for fields that will contain only
one of two values, such as Yes or No and True or False. Null values are not
allowed.
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Zero-Length String
A string that contains no characters. You can use a zero-length string to
indicate that you know there's no value for a field. You enter a zero-length
string by typing two double quotation marks with no space between them

")
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Access specifications

Microsoft Access database specifications

Access database

Attribute

Microsoft Access database (.mdb) file size

Number of objects in a database

Modules (including forms and reports with the
HasModule property set to True)

Maximum

2 gigabytes minus the space
needed for system objects.

Number of characters in an object name 64

Number of characters in a password
Number of characters in a user name or group

name
Number of concurrent users

Table

Attribute

Number of characters in a table
name

Number of characters in a field
name

Number of fields in a table

Number of open tables

Table size

Number of characters in a Text
field

32,768

1,000

14

20

255

Maximum

64
64
255

2048; the actual number may be less
because of tables opened internally by
Microsoft Access

2 gigabyte minus the space needed for the
system objects

255



65,535 when entering data through the user

Number of characters in a Memo interface;

field 1 gigabyte of character storage when
entering data programmatically
Size of an OLE Object field 1 gigabyte
Number of indexes in a table 32
Number of fields in an index 10
Number of characters in a
a1 255
validation message
Numbgr of characters in a 2,048
validation rule
Number of characters in a table or 755

field description

Number of characters in a record
(excluding Memo and OLE Object 2,000

fields)

Number of characters in a field

property setting

uer

Attribute

Number of enforced
relationships

Number of tables in a

query
Number of fields in a
recordset

Recordset size
Sort limit

Number of levels of
nested queries

Number of characters in

a cell in the query
design grid

255

Maximum

32 per table minus the number of indexes that are on
the table for fields or combinations of fields that are
not involved in relationships

32

255

1 gigabyte
255 characters in one or more fields

50

1,024



Number of characters

for a parameter in a 255
parameter query
Number of ANDs in a
WHERE or HAVING 99
clause
Number of characters in .
an SQL statement approximately 64,000

Form and report

Attribute Maximum

Number of characters in a label 2,048
Number of characters in a text box 65,535
Form or report width 22 in. (55.87 cm)
Section height 22 in. (55.87 cm)
Helght of all sections plus section headers (in Design 200 in. (508 cm)
view)
Number of levels of nested forms or reports 7

Number of fields or expressions you can sort or group 10
on in a report

1 report header/footer; 1
Number of headers and footers in a report page header/footer; 10
group headers/footers

Number of printed pages in a report 65,536

Number of controls and sections you can add over the

lifetime of the form or report 754

Number of characters in an SQL statement that serves
as the Recordsource or Rowsource property of a 32,750
form, report, or control (both .mdb and .adp)

Macro

Attribute Maximum
Number of actions in a macro 999



Number of characters in a condition 255
Number of characters in a comment 255
Number of characters in an action argument 255



Microsoft Access project specifications

Access project

Attribute Maximum

Number of objects in a Microsoft Access project 37 768

(.adp) ’

Modules (including forms and reports with the 1.000

HasModule property set to True) ’

Number of characters in an object name 64
250 (Microsoft SQL Server
6.5)

Number of columns in a table 1024 (Microsoft SQL
Server 7.0 and 2000)

Microsoft SQL Server database

Microsoft SQL Server maximum capacity specifications are described in the
SQL Server documentation. For more information about SQL Server Books
Online, see the Microsoft Developer NetworkWeb site

Form and report

Attribute Maximum
Number of characters in a label 2,048
Number of characters in a text box 65,535
Form or report width 22 in. (55.87 cm)
Section height 22 in. (55.87 cm)
Height of all sections plus section headers (in Design 200 in. (508 cm)
view)
Number of levels of nested forms or reports 7

Number of fields or expressions you can sort or group 10
on in a report


http://r.office.microsoft.com/r/rlidAWSContentRedir?AssetID=XT010183231033&CTT=11&Origin=HP051868081033

1 report header/footer; 1
Number of headers and footers in a report page header/footer; 10
group headers/footers

Number of printed pages in a report 65,536

Number of controls and sections you can add over the

lifetime of the form or report 754

Number of characters in an SQL statement that serves
as the Recordsource or Rowsource property of a 32,750
form, report, or control (both .mdb and .adp)

Macro
Attribute Maximum
Number of actions in a macro 999
Number of characters in a condition 255
Number of characters in a comment 255

Number of characters in an action argument 255
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Ways to get help on writing code

Some of the content in this topic may not be applicable to some languages.

There are many ways to access Help for answers to questions about Microsoft
Visual Basic and for information about Visual Basic keywords. To access Help,
you can:

Press F1 in a Visual Basic module While you are working in a module,
you can go directly to Help on a method, property, function, statement, or
object by clicking the keyword in a line of code and then pressing F1.
Press F1 in the Object Browser You can use the Object Browser to see
information about objects, properties, methods, and constants.

Ask the Microsoft Office Assistant To display the assistant balloon and
type an entry, either click Office Assistant on the toolbar, or if the Assistant
is already displayed with no balloon, click the Assistant. The Assistant
makes it easy to find the topics you're looking for. Just type the method,
property, statement, or function you want help on, or type a question, and
then select one of the topics the Assistant suggests. The more specific your
question is, the more specific the suggested topics will be. An example of a
specific entry is "Program my form to automatically update data."

Use the Contents tabs Click the Contents tab, and then double-click the
Programming Information book to see the categories of reference
information, such as actions, events, functions, objects and collections,
methods, properties, and statements. Double-click a category book to view
lists of topics for each category. To print a topic or book of topics, select the
topic or book and then click Print.

Switch between your application and language reference Help Press
ALT+TAB or use the Microsoft Windows taskbar. If you leave Help active,
you can immediately return to the last topic you were viewing.
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Get help on Access events and
properties

You can get help on a specific event or property, such as the BeforeUpdate
event, the Format property, or the OnClick event, in one of the three ways:

From the property sheet

In Design view, select the object whose property or event you want help on.
Press F4 to display the object's property sheet.

On the All tab, click the property or event.

Press F1.

=

From the Visual Basic Editor

In the Database window, press ALT+F11 to start the Visual Basic Editor.
On the Insert menu, click Module.

Type the name of the event or property on which you want to get help.
Place the cursor inside the string, or right after the last character of the
string.

5. Press F1.

A=

Notes

¢ You can also press F1 in the Object Browser to get help on the selected
Visual Basic keyword.

e Press ALT+TAB to switch between your application and the Visual Basic
Editor.

From the Table of Contents

1. Click Microsoft Access Help on the toolbar.
On the Microsoft Access Help pane, click Table of Contents.
3. Under Microsoft Access Visual Basic Reference, look for the event or

property.

N



4. Click the title to display the corresponding help topic.

Note Typing a Visual Basic keyword in the Search box on the Microsoft
Access Help pane will not return help on the keyword.
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About getting Access product help
while in the Visual Basic Editor

The Help topics for Microsoft Access are divided into topics about Access
features and programming-related topics. While there isn't a clear distinction as
to what constitutes Access features versus programming-related features (some
features appear in both such as properties that appear in Access property sheets),
generally Access features are those features that don't require the user to write
Microsoft Visual Basic for Applications code or access the ADO object model.
Programming-related features include methods, events, controls, and anything
specific to the ADO object model. Programming-related features are usually
accessed in the Visual Basic Editor or in the property sheet of an object. Pressing
F1 when the cursor is in a field in a property sheet will always bring up Help.

When you're working with Access features, the Help system queries the Access
feature topics; when you're in the Visual Basic Editor, the Help system queries
the programming topics.

This result is that Help topics on programming features are not available when
you're working with Access features, and vice versa. This organization simplifies
the Help system and keeps the query results to a minimum number of relevant
topics.

There are cases in which you might want to query both sets of Help topics. For
example, if you are writing Visual Basic code to programmatically populate a
report and you want to know more about adding a background picture or
watermark to the report. Specific help for adding a background picture is only
available in Help topics for Access features.

You can change the default setting so that the Help system searches both sets of
topics by selecting the Search for both product and programming help when
programming check box in the Office Assistant dialog box. Note that this
option applies only when you are in the Visual Basic Editor.

Selecting this option can result in duplicate topics being displayed in the Help
window. In most cases, the help you need on programming features will be



available while working with Access features, without your having to start the
Visual Basic Editor.

Note You can start the Visual Basic Editor while in the Database window by
pressing ALT+F11 or by going to the Tools menu, pointing to Macro, and then
selecting Visual Basic Editor.
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About getting help on SQL Server
(ADP)

Note The information in this topic applies only to a Microsoft Access project
(.adp).

Microsoft Access documents in its Help system how to use and program a
Microsoft Access project that is connected to a Microsoft SQL Server database.
However, you may also need additional information about SQL Server to answer
specific product questions you might have, such as reference information on
Transact-SQL or the SQL Server Enterprise Manager.

Access to SQL Server Books Online and Transact SQIL. Reference

information

The primary source of information about Microsoft SQL Server is SQL Server
Books Online. If you have access to SQL Server 2000 on either a local or remote
computer, then you have access to SQL Server Books Online through the Start
menu. However, if you don't have access to SQL Server Books Online, you can
download it from the SQL Server Books Online download Web page.

An overview of the SQL Server documentation

SQL Server documentation contains the following information.

Item Description

Contains comprehensive documentation about SQL
Server 2000 including:

Conceptual information.

General instructions.

Reference information about Transact-SQL syntax.
Reference information about SQL Server error
messages, numbers, and recovery actions.

e General programming references.

SQL Server Books
Online



Enterprise Manager Help information about administering an SQL Server
Help database.

Help information about configuring and managing

Replication Wizard L
replication.

Client Configuration Help information about managing SQL Server network
Utility Help connectivity options.
Help information about creating SQL Server ODBC data

ODBC Driver Help source definitions.

Help information about capturing SQL Server events in a

Profiler Help trace file for analysis and replay.

Help information about a graphical user interface that is
Query Analyzer Help used to interactively design and test Transact-SQL
statements, batches, and scripts.

Data Transformation

Services (DTS) Help information about importing, exporting, and

transforming a variety of data sources.

Designer Help

SQL Distributed Context-sensitive help information that is available from
Management Objects the development environment for SQL-DMO objects,
(SQL-DMO) properties and methods.

The Pubs Sample The traditional SQL Server sample database.

Database

The Northwind SQL A sample database similar to the Access Northwind
Sample Database sample database with specific SQL Server examples.
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About getting Help on Microsoft Jet
SQL

You can access the Microsoft Jet SQL Reference help topics while working in
Access or from the Visual Basic Editor.

From Access

¢ By searching for a Jet SQL keyword In the Access Help pane, simply
type a Jet SQL keyword, such as WHERE or Drop in the Search text box
on the pane, and you will see a set of Jet SQL Help topics.

Note These topics do not include links to DAO reference topics or
examples.

e From the Table of Contents Click Table of Contents on the Access
Help pane. Under the Creating and Working with Databases and
Objects folder, click Database objects, then click Queries to display the
Microsoft Jet SQL Reference folder.

Note These topics do not include links to DAO reference topics or
examples. If you want to display topics with links, open the Microsoft Jet
SQL Reference folder located towards the bottom of the Table of Contents.

e By pressing F1 from SQL View Open a query in SQL view, and place
the cursor on the keyword on which you want to display Help, and press F1.

From the Visual Basic Editor

e From the Table of Contents In the Microsoft Visual Basic Help pane,
under Table of Contents, locate the Microsoft Jet SQL Reference folder.
Open this folder and browse to the topic you want.
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Get Script Editor help in a data
access page

1. Open a data access page in Design view or Page view.
2. On the Tools menu, point to Macro, and then click Microsoft Script

Editor.
3. In the Microsoft Script Editor, click Help ¢/ on the Standard toolbar, and
then do one of the following:
o To search for any words you want to find in the Script Editor Help,
click Answer Wizard.
o For a table of contents of Script Editor Help, click Contents.
o To browse through an index of keywords to find information in the
Script Editor Help, click Index.

Note The debugging feature of the Microsoft Script Editor does not work with
Microsoft Windows Terminal Services.
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Sample databases included with
Access

Microsoft Access provides sample databases that you can use while you're
learning Access.

Northwind Traders sample database

The Northwind database and Access project (available from the Sample
Databases command on the Help menu) contains the sales data for a fictitious
company called Northwind Traders, which imports and exports specialty foods
from around the world. By viewing the database objects included in the
Northwind database, you can develop ideas for your own database application.
You can also use the Northwind data to experiment with Access before you enter
your own data. For example, you may want to practice designing queries using
the Orders table in Northwind, since it contains enough records to produce
meaningful results.

About creating the NorthwindCS.adp SQL Server database

Unlike the sample Microsoft Access database (Northwind.mdb) , the data and
data definitions for the sample Access project (NorthwindCS.adp) need to be
created the first time you open the project from the Sample Databases
command on the Help menu. However, Access can automatically create the
Northwind SQL Server database for you the first time you open the Northwind
Access project.

The Startup form first asks you to log on to SQL Server, looks for Microsoft
SQL Server 2000 Personal Desktop Engine or SQL Server running on your
computer, and then does one of the following:

e If the Startup form finds SQL Server running on your computer, it asks if
you want to create the NorthwindCS SQL Server database so that you can
connect to it.



e If the Startup form doesn't find SQL Server running on your computer, it
prompts you to enter a server name, user name, and password so you can
connect to a SQL Server database on the network.

In either case if you say yes, the Northwind sample Access project runs the SQL
installation script (NorthwindCS.SQL), located in the \Program Files\Microsoft
Office\Office 11\Samples folder. This SQL script is a sequence of SQL
statements that creates the SQL Server database data structure, extended
properties, queries, and database diagrams, and then loads the sample data. Once
the script has finished running, the Northwind sample Access project connects to
the newly-created SQL server database.

Database wizard

Microsoft Access also includes a Database Wizard that you can use to create
common types of Access databases. You can use the databases exactly as created
by the Database Wizard or as learning tools to help you design your own
databases.
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About the sample XSL transforms
that come with Access

Extensible Stylesheet L.anguage (XSL) style sheets are used to display
Extensible Markup Language (XML) documents in a browser such as Microsoft
Internet Explorer. The XSL style sheet is linked to the XML document and tells
the browser how to display the data, allowing you to open the document directly
in the browser. By using an XSL style sheet, you can select just the data you
want to display, present that data in any order or grouping, and add or modify the
information. You can also sort or filter the XML data, include scripts in the style
sheet, and use programming methods to work with the data.

Microsoft Access 2003 comes with a sample XSL transform (XSLT) file,
Rpt2HTM4.xsl, to assist you in creating your own XSL style sheet. This
transform is a sample and should be tested thoroughly before use in your own
application. This sample is used to transform ReportML (XML that describes an
object's presentation-specific attributes) into a style sheet that will convert the
XML data that Access exports into an HTML 4.0 data format document.

Access also comes with a featured transform titled Rpt2DAP.xsl. This file has
been tested and is ready to use in your application. This file is used to transform
ReportML into a data access page. Both files are located in "C:\Program
Files\Microsoft Office\Office11\AccessWeb".
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About accessibility for people with
disabilities

Accessibility features in Microsoft Access

You can do the following to take advantage of the accessibility features in
Access:

e View and print lists of all available shortcut keys.

e Use the keyboard to define relationships, add or copy text boxes or other
controls on forms and reports, and rearrange columns in Datasheet view.

e Create a toolbar that contains only the buttons and menus you use most
often for the current database or for all your databases. You can also
increase the size of the buttons and group related buttons together.

e Set menus to display all commands all the time. You can also change
toolbars to appear as they did in earlier versions of Office.

e Create custom colors or change the background color for a section or
control on a form or report.

¢ Insert repeated entries in a column quickly by using the keyboard.

e Automatically correct common typing errors and even specify a list of
errors you want corrected as you type.

Customizing the operating system

Using the operating system running on your computer, you can set or change
system accessibility options.

For example, you can use the Windows MouseKeys feature to set up the numeric
keypad to move the mouse pointer and to click, double-click, and drag objects.

To access or change the accessibility options for any Windows operating system,
press CTRL+ESC to open the Windows Start menu, choose Settings, choose
Control Panel, and then choose the Accessibility Options icon. For Help on an
option, select the option and press SHIFT+F1.



Printed information about Microsoft services

More information about Microsoft services for people with disabilities is
available in an appendix in the book Discovering the Microsoft Office 2003
Editions which is included in the Office 2003 CD-ROM. For example, you'll
find information about how people who are deaf or hard-of-hearing can contact
the Microsoft Sales Information Center or the Microsoft Support Network. You'll
also find information about obtaining Microsoft documentation for those who
have difficulty reading or handling printed documentation. The appendix also
describes third-party hardware and software products that make personal
computers easier to use for people with disabilities, and lists organizations to
contact for more information.

Information on the Web

If you have access to the Web, you can learn more about creating accessible
content for Web pages by referring to the accessibility standards developed by
the World Wide Web Consortium. To learn more about accessibility in Microsoft
products, visit the Microsoft Accessibility Web site.



http://r.office.microsoft.com/r/rlidAWSContentRedir?AssetID=XT010183321033&CTT=11&Origin=HP052700241033
http://r.office.microsoft.com/r/rlidAWSContentRedir?AssetID=XT010183361033&CTT=11&Origin=HP052700241033
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Using accessibility features in Access

Microsoft Access contains accessibility features that make it easier to use for
people with disabilities.



Use the keyboard instead of the mouse

Use keyboard shortcuts

You can use shortcut keys for quick access to frequently used commands or
operations. The topics below list the shortcut keys available in Microsoft Access.
You can also use access keys to move the focus to a menu, command, or control
without using the mouse.

General shortcut keys

Global Access shortcut keys

Opening databases

CTRL+N

To open a new database
CTRL+O

To open an existing database
ALT+F4

To quit Microsoft Access

Printing and saving

CTRL+P
To print the current or selected object
P or CTRL+P
To open the Print dialog box
S
To open the Page Setup dialog box
Cor ESC
To cancel Print Preview or Layout Preview
CTRL+S or SHIFT+F12 or ALT+SHIFT+F2
To save a database object
F12 or ALT+F2
To open the Save As dialog box



Using a combo box or list box

F4 or ALT+DOWN ARROW
To open a combo box
F9
To refresh the contents of a Lookup field list box or combo box
DOWN ARROW
To move down one line
PAGE DOWN
To move down one page
UP ARROW
To move up one line
PAGE UP
To move up one page
TAB
To exit the combo box or list box

Finding and replacing text or data

CTRL+F
To open the Find tab in the Find and Replace dialog box (Datasheet view
and Form view only)

CTRL+H
To open the Replace tab in the Find and Replace dialog box (Datasheet
view and Form view only)

SHIFT+F4
To find the next occurrence of the text specified in the Find and Replace
dialog box when the dialog box is closed (Datasheet view and Form view
only)

Working in Design view

F2
To switch between Edit mode (with insertion point displayed) and
Navigation mode

F4
To switch to the property sheet (Design view in forms and reports in
databases and Access projects)




F5
To switch to Form view from form Design view
F6
To switch between the upper and lower portions of a window (Design view
of tables, macros, and queries and the Advanced Filter/Sort window only)
F7
To switch to the Code Builder from form or report Design view (Design
view window or property sheet)
SHIFT+F7
To switch from the Visual Basic Editor to form or report Design view
ALT+V+P
To open property sheet for a selected object

Editing controls in form and report Design view

SHIFT+ENTER

To add a control to a section
CTRL+C

To copy the selected control to the Clipboard
CTRL+X

To cut the selected control and copy it to the Clipboard
CTRL+V

To paste the contents of the Clipboard in the upper-left corner of the

selected section
CTRL+RIGHT ARROW

To move the selected control to the right
CTRL+LEFT ARROW

To move the selected control to the left
CTRL+UP ARROW

To move the selected control up
CTRL+DOWN ARROW

To move the selected control down
SHIFT+DOWN ARROW

To increase the height of the selected control
SHIFT+RIGHT ARROW

To increase the width of the selected control
SHIFT+UP ARROW

To reduce the height of the selected control
SHIFT+LEFT ARROW



To reduce the width of the selected control

Window operations

F11
To bring the Database window to the front
CTRL+F6
To cycle between open windows
ENTER
To restore the selected minimized window when all windows are minimized
CTRL+F8
To turn on Resize mode for the active window when it’s not maximized;
press the arrow keys to resize the window
ALT+SPACEBAR
To display the Control menu
SHIFT+F10
To display the shortcut menu
CTRL+W or CTRL+F4
To close the active window
ALT+F11
To switch between the Visual Basic Editor and the previous active window
ALT+SHIFT+F11
To switch to the Microsoft Script Editor from the previous active window

Working with Wizards

TAB

Move to the Help ¢/ button in the wizard
ALT+N

To move to the next window in the wizard
ALT+B

To move to the previous window in the wizard
ALT+F

To close the wizard window

Note You can not use CTRL+TAB to navigate from one wizard window to
another. CTRL+TAB will move the cursor between dialog boxes and controls
on the wizard window.



Miscellaneous

F2
To display the complete hyperlink address for a selected hyperlink
F7
To check spelling
SHIFT+F2
To open the Zoom box to conveniently enter expressions and other text in
small input areas
ALT+ENTER
To display a property sheet in Design view
ALT+F4
To quit Microsoft Access, close a dialog box, or close a property sheet
CTRL+F2
To invoke a Builder
CTRL+F11
To toggle between a custom menu bar and a built-in menu bar
CTRL+RIGHT ARROW or CRTL+COMMA (,)
To toggle forward between views when in a table, query, form, report, page,
view , PivotTable list, PivotChart report, stored procedure, or Access
project (.adp) function. If there are additional views available, successive
keystrokes will move to the next available view.
CTRL+LEFT ARROW or CRTL+PERIOD (.)
To toggle back between views when in a table, query, form, report, page,
view, PivotTable list, PivotChart report, stored procedure, or .adp function.
If there are additional views available, successive keystrokes will move to
the previous view

Database window shortcut keys

Editing and navigating the Object list

F2

To rename a selected object
DOWN ARROW

To move down one line
PAGE DOWN

To move down one window



END

To move to the last object
UP ARROW

To move up one line
PAGE UP

To move up one window
HOME

To move to the first object

Navigating and opening objects

CTRL+TAB
To cycle through the Objects bar top to bottom
SHIFT+CTRL+TAB
To cycle through the Objects bar bottom to top
ENTER or ALT+O
To open the selected table or query in Datasheet view, or form in Form view
ENTER
To open the selected report in Print Preview
ENTER
To open the selected data access page in Page view
ENTER
To run the selected macro
CTRL+ENTER or ALT+D
To open the selected table, query, form, report, data access page, macro, or
module in Design view
ALT+N
To create a new table, query, form, report, data access page, macro, or
module
F5
To refresh the Database window
CTRL+G
To display the Immediate window in the Visual Basic Editor

Work with menus

SHIFT+F10
To show the shortcut menu



F10
To make the menu bar active
ALT+SPACEBAR
To show the program icon menu (on the program title bar)
DOWN ARROW or UP ARROW
With the menu or submenu is visible, to select the next or previous
command
LEFT ARROW or RIGHT ARROW
To select the menu to the left or right; or, when a submenu is visible, to
switch between the main menu and the submenu
HOME or END
To select the first or last command on the menu or submenu
ALT
To close the visible menu and submenu at the same time
ESC
To close the visible menu; or, with a submenu visible, to close the submenu
only

Work with toolbars

CTRL+TAB or CTRL+SHIFT+TAB
To select the next or previous toolbar
TAB or SHIFT+TAB
When a toolbar is active, to select the next or previous button or menu on
the toolbar
ENTER
When a menu on a toolbar is selected, to open the menu
ENTER
When a button is selected, to perform the action assigned to a button

Work in windows and dialog boxes

Using a program window

ALT+TAB

To switch to the next program
ALT+SHIFT+TAB

To switch to the previous program




CTRL+ESC
To show the Windows Start menu
CTRL+W
To close the active database window
CTRL+F6
To switch to the next database window
CTRL+SHIFT+F6
To switch to the previous database window
ENTER
To restore the selected minimized window when all windows are minimized

Using a dialog box

CTRL+TAB or CTRL+PAGE DOWN
To switch to the next tab in a dialog box
CTRL+SHIFT+TAB or CTRL+PAGE UP
To switch to the previous tab in a dialog box
TAB
To move to the next option or option group
SHIFT+TAB
To move to the previous option or option group
Arrow keys
To move between options in the selected drop-down list box, or to move
between some options in a group of options
SPACEBAR
To perform the action assigned to the selected button; select or clear the
check box
Letter key for the first letter in the option name you want (when a drop-down list
box is selected)
To move to the option by the first letter in the option name in a drop-down
list box
ALT+letter key
To select the option, or to select or clear the check box by the letter
underlined in the option name
ALT+DOWN ARROW
To open the selected drop-down list box
ESC
To close the selected drop-down list box
ENTER



To perform the action assigned to the default button in the dialog box
ESC

To cancel the command and close the dialog box
ALT+F4

To close a dialog box

Editing in a text box

HOME
To move to the beginning of the entry
END
To move to the end of the entry
LEFT ARROW or RIGHT ARROW
To move one character to the left or right
CTRL+LEFT ARROW or CTRL+RIGHT ARROW
To move one word to the left or right
SHIFT+HOME
To select from the insertion point to the beginning of the entry
SHIFT+END
To select from the insertion point to the end of the entry
SHIFT+LEFT ARROW
To select one character to the left
SHIFT+RIGHT ARROW
To select one character to the right
CTRL+SHIFT+LEFT ARROW
To select one word to the left
CTRL+SHIFT+RIGHT ARROW
To select one word to the right

Work with the Open, File New Database, and Save dialog boxes

ALT+1
Go to the previous folder ()
ALT+2
Open the folder up one level from the open folder (Up One Level button
)
ALT+3
Close the dialog box, and open your World Wide WebWorld Wide Web



search page (Search the Web button )
ALT+4
Delete the selected folder or file (Delete button )
ALT+5
Create a new subfolder in the open folder (Create New Folder button )
ALT+6
Switch between List, Details, Properties, and Preview views
ALT+7
Show the Tools menu (Tools button)

Work with task panes

F6
Move to a task pane from another pane in the program window. (You may
need to press F6 more than once.)

Note If pressing F6 doesn't display the task pane you want, try pressing
ALT to place focus on the menu bar, and then pressing CTRL+TAB to
move to the task pane.

CTRL+TAB
When a menu or toolbar is active, move to a task pane. (You may need to
press CTRL+TAB more than once.)
TAB or SHIFT+TAB
When a task pane is active, select the next or previous option in the task
pane
CTRL+DOWN ARROW
Display the full set of commands on the task pane menu
DOWN ARROW or UP ARROW
Move among choices in a selected submenu; move among certain options
in a group of options
SPACEBAR or ENTER
Open the selected menu, or perform the action assigned to the selected
button
SHIFT+F10
Open a shortcut menu; open a drop-down menu for the selected gallery item
HOME or END
When a menu or submenu is visible, select the first or last command on the
menu or submenu




PAGE UP or PAGE DOWN

Scroll up or down in the selected gallery list
CTRL+HOME or CTRL+END

Move to the top or bottom of the selected gallery list

Keyboard shortcuts for using the Help task pane and Help window

The Help Pane is a task pane that provides access to all Office Help content. As
a task pane, the Help Pane appears as part of the active application. The Help
window displays topics and other Help content and appears as a window next to,
but separate from, the active application.



In the Help task pane

F1
Display the Help task pane.
F6
Switch between the Help task pane and the active application.
TAB
Select the next item in the Help task pane.
SHIFT+TAB
Select the previous item in the Help task pane.
ENTER
Perform the action for the selected item.
DOWN ARROW and UP ARROW
In a Table of Contents, select the next and previous item, respectively.
RIGHT ARROW and LEFT ARROW
In a Table of Contents, expand and collapse the selected item, respectively.
ALT+LEFT ARROW
Move back to the previous task Pane.
ALT+RIGHT ARROW
Move forward to the next task Pane.
CTRL+SPACEBAR
Open the menu of Pane options.
CTRL+F1
Close and reopen the current task pane.
RIGHT ARROW
Expand a +/- list.
LEFT ARROW
Collapse a +/- list.



In the Help window

TAB
Select the next hidden text or hyperlink, or Show All or Hide All at the top
of a topic

SHIFT+TAB
Select the previous hidden text or hyperlink, or the Browser View button at
the top of a Microsoft Office Web site article

ENTER
Perform the action for the selected Show All, Hide All, hidden text, or
hyperlink

ALT+LEFT ARROW
Move back to the previous Help topic.

ALT+RIGHT ARROW
Move forward to the next Help topic.

CTRL+P
Print the current Help topic.

UP ARROW AND DOWN ARROW
Scroll small amounts up and down, respectively, within the currently-
displayed Help topic.

PAGE UP AND PAGE DOWN
Scroll larger amounts up and down, respectively, within the currently-
displayed Help topic.

ALT+U
Change whether the Help window appears connected to (tiled) or separate
from (untiled) the active application.

SHIFT+F10
Display a menu of commands for the Help window; requires that the Help
window have active focus (click an item in the Help window).

Send e-mail messages

ALT+F+D+A

Send the active database object as an e-mail message
CTRL+SHIFT+B

Open the Address Book
ALT+K



Check the names in the To, Cc, and Bcc boxes against the Address Book
TAB
Select the next box in the e-mail header or the body of the message when
the last box in the e-mail header is active
SHIFT+TAB
Select the previous field or button in the e-mail header

Keys for working with text and data

Select text and data

Selecting text in a field

SHIFT+RIGHT ARROW

To extend one character to the right
CTRL+SHIFT+RIGHT ARROW

To extend one word to the right
SHIFT+LEFT ARROW

To extend one character to the left
CTRL+SHIFT+LEFT ARROW

To extend one word to the left

Selecting a field or record

Note To cancel a selection, use the opposite arrow key.

TAB
To select the next field
F2
To switch between Edit mode (with insertion point displayed) and
Navigation mode
SHIFT+SPACEBAR
To switch between selecting the current record and the first field of the
current record, in Navigation mode
SHIFT+UP ARROW
To extend selection to the previous record, if the current record is selected
SHIFT+DOWN ARROW
To extend selection to the next record, if the current record is selected
CTRL+A or CTRL+SHIFT+SPACEBAR




To select all records

Extending a selection

F8
To turn on Extend mode (EXT appears in the lower-right corner of the
window); pressing F8 repeatedly extends the selection to the word, the
field, the record (in Datasheet view only), and all records
LEFT ARROW or RIGHT ARROW
To extend a selection to adjacent fields in the same row in Datasheet view
UP ARROW or DOWN ARROW
To extend a selection to adjacent rows in Datasheet view
SHIFT+F8
To undo the previous extension
ESC
To cancel Extend mode

Selecting and moving a column in Datasheet view

CTRL+SPACEBAR
To select the current column or cancel the column selection, in Navigation
mode only

SHIFT+RIGHT ARROW

To select the column to the right, if the current column is selected
SHIFT+LEFT ARROW

To select the column to the left, if the current column is selected
CTRL+SHIFT+F8

To turn on Move mode; then press the RIGHT ARROW or LEFT ARROW

key to move selected column(s) to the right or left

Edit text and data

Note If the insertion point isn't visible, press F2 to display it.

Moving the insertion point in a field

RIGHT ARROW
To move it one character to the right



CTRL+RIGHT ARROW

To move it one word to the right
LEFT ARROW

To move it one character to the left
CTRL+LEFT ARROW

To move it one word to the left
END

To move it to the end of the field, in single-line fields
CTRL+END

To move it to the end of the field, in multiple-line fields
HOME

To move it to the beginning of the field, in single-line fields
CTRL+HOME

To move it to the beginning of the field, in multiple-line fields

Copying, moving, or deleting text

CTRL+C

To copy the selection to the Clipboard
CTRL+X

To cut the selection and copy it to the Clipboard
CTRL+V

To paste the contents of the Clipboard at the insertion point
BACKSPACE

To delete the selection or the character to the left of the insertion point
DELETE

To delete the selection or the character to the right of the insertion point
CTRL+DELETE

To delete all characters to the right of the insertion point

Undoing changes

CTRL+Z or ALT+BACKSPACE
To undo typing

ESC
To undo changes in the current field or current record; if both have been
changed, press ESC twice to undo changes, first in the current field and
then in the current record



Entering data in Datasheet or Form view

CTRL+SEMICOLON (;)
To insert the current date
CTRL+SHIFT+COLON (:)
To insert the current time
CTRL+ALT+SPACEBAR
To insert the default value for a field
CTRL+APOSTROPHE (')
To insert the value from the same field in the previous record
CTRL+PLUS SIGN (+)
To add a new record
CTRL+MINUS SIGN (-)
To delete the current record
SHIFT+ENTER
To save changes to the current record
SPACEBAR
To switch between the values in a check box or option button
CTRL+ENTER
To insert a new line

Refreshing fields with current data

F9
To recalculate the fields in the window
SHIFT+F9

To requery the underlying tables; in a subform, this requeries the underlying

table for the subform only
F9
Refresh the contents of a Lookup field list box or combo box

Keys for navigating records

Navigate in Design view

E2

To switch between Edit mode (with insertion point displayed) and

Navigation mode



F4
To switch to the property sheet (Design view in forms and reports in
databases and Access projects)
F5
To switch to Form view from form Design view
F6
To switch between the upper and lower portions of a window (Design view
of the Advanced Filter/Sort window only)
F7
To switch to the Code Builder from form or report Design view (Design
view window or property sheet)
F8
Invokes the field list in a form, report , or data access page. If field list is
already open, moves focus to field list
SHIFT+F7
To switch from the Visual Basic Editor to form or report Design view
SHIFT+F7
To switch from a control's property sheet in form or report Design view to
the design surface without changing the control focus
ALT+ENTER
To display a property sheet in Design view
ENTER or ALT+O
To open the selected form in Form view
CTRL+ENTER or ALT+D
To open the selected table, query, form, report, data access page, macro, or
module in Design view
CTRL+TAB
With focus set to a section, will move the focus to a subsection
SHIFT+ENTER
To add a control to a section
CTRL+C
To copy the selected control to the Clipboard
CTRL+X
To cut the selected control and copy it to the Clipboard
CTRL+V
To paste the contents of the Clipboard in the upper-left corner of the
selected section
RIGHT ARROW
To move the selected control to the right by a pixel along the page's grid



LEFT ARROW
To move the selected control to the left by a pixel along the page’s grid
UP ARROW
To move the selected control up by a pixel along the page’s grid
DOWN ARROW
To move the selected control down by a pixel along the page’s grid
CTRL+RIGHT ARROW
To move the selected control to the right by a pixel (irrespective of the
page’s grid)
CTRL+LEFT ARROW
To move the selected control to the left by a pixel (irrespective of the page’s
grid)
CTRL+UP ARROW
To move the selected control up by a pixel (irrespective of the page’s grid)
CTRL+DOWN ARROW
To move the selected control down by a pixel (irrespective of the page’s
grid)
SHIFT+RIGHT ARROW
To increase the width of the selected control (to the right) by a pixel
SHIFT+LEFT ARROW
To decrease the width of the selected control (to the left) by a pixel
SHIFT+UP ARROW
To decrease the height of the selected control (from the bottom) by a pixel
SHIFT+DOWN ARROW
To increase the height of the selected control (from the bottom) by a pixel
SHIFT+TAB
To move the focus from the page design surface to the address/subject
dialog box when sending a page as an e-mail
ESC
To move the focus from the Field List or Data Outline back to the data
access page design surface

Navigate in Datasheet view

Going to a specific record

F5
To move to the record number box; then type the record number and press




ENTER

Navigating between fields and records

TAB or RIGHT ARROW

To move to the next field
END

To move to the last field in the current record, in Navigation mode
SHIFT+TAB, or LEFT ARROW

To move to the previous field
HOME

To move to the first field in the current record, in Navigation mode
DOWN ARROW

To move to the current field in the next record
CTRL+DOWN ARROW

To move to the current field in the last record, in Navigation mode
CTRL+END

To move to the last field in the last record, in Navigation mode
UP ARROW

To move to the current field in the previous record
CTRL+UP ARROW

To move to the current field in the first record, in Navigation mode
CTRL+HOME

To move to the first field in the first record, in Navigation mode

Navigating to another screen of data

PAGE DOWN

To go down one screen
PAGE UP

To go up one screen
CTRL+PAGE DOWN

To go right one screen
CTRL+PAGE UP

To go left one screen

Navigate in subdatasheets




Going to a specific record

F5
From the subdatasheet to move to the record number box; then type the
record number and press ENTER

Expanding and collapsing subdatasheet

CTRL+SHIFT+DOWN ARROW

From the datasheet to expand the record’s subdatasheet
CTRL+SHIFT+UP ARROW

To collapse the subdatasheet

Navigating between the datasheet and subdatasheet

TAB
To enter the subdatasheet from the last field of the previous record in the
datasheet

SHIFT+TAB
To enter the subdatasheet from the first field of the following record in the
datasheet

CTRL+TAB
To exit the subdatasheet and move to the first field of the next record in the
datasheet

CTRL+SHIFT+TAB
To exit the subdatasheet and move to the last field of the previous record in
the datasheet

TAB
From the last field in the subdatasheet to enter the next field in the datasheet

DOWN ARROW
From the datasheet to bypass the subdatasheet and move to the next record
in the datasheet

UP ARROW
From the datasheet to bypass the subdatasheet and move to the previous
record in the datasheet

Note You can navigate between fields and records in a subdatasheet with the
same shortcut keys used in Datasheet view.



Navigate in Form view

Going to a specific record

F5
To move to the record number box; then type the record number and press
ENTER

Navigating between fields and records

TAB

To move to the next field
SHIFT+TAB

To move to the previous field
END

To move to the last field in the current record, in Navigation mode
CTRL+END

To move to the last field in the last record, in Navigation mode
HOME

To move to the first field in the current record, in Navigation mode
CTRL+HOME

To move to the first field in the first record, in Navigation mode
CTRL+PAGE DOWN

To move to the current field in the next record
CTRL+PAGE UP

To move to the current field in the previous record

Navigating in forms with more than one page

PAGE DOWN
To go down one page; at the end of the record, moves to the equivalent
page on the next record

PAGE UP
To go up one page; at the end of the record, moves to the equivalent page
on the previous record

Navigating between the main form and subform




TAB
To enter the subform from the preceding field in the main form
SHIFT+TAB
To enter the subform from the following field in the main form
CTRL+TAB
To exit the subform and move to the next field in the master form or next
record
CTRL+SHIFT+TAB
To exit the subform and move to the previous field in the main form or
previous record

Navigate in Print Preview and Layout Preview

Dialog box and window operations

P or CTRL+P

To open the Print dialog box
S

To open the Page Setup dialog box
Z

To zoom in or out on a part of the page
C or ESC
To cancel Print Preview or Layout Preview

Viewing different pages

F5
To move to the page number box; then type the page number and press
ENTER
PAGE DOWN or DOWN ARROW
To view the next page (when Fit To Window is selected)
PAGE UP or UP ARROW
To view the previous page (when Fit To Window is selected)

Navigating in Print and Layout Preview

DOWN ARROW
To scroll down in small increments



PAGE DOWN

To scroll down one full screen
CTRL+DOWN ARROW

To move to the bottom of the page
UP ARROW

To scroll up in small increments
PAGE UP

To scroll up one full screen
CTRL+UP ARROW

To move to the top of the page
RIGHT ARROW

To scroll to the right in small increments
END or CTRL+RIGHT ARROW

To move to the right edge of the page
CTRL+END

To move to the lower-right corner of the page
LEFT ARROW

To scroll to the left in small increments
HOME or CTRL+LEFT ARROW

To move to the left edge of the page
CTRL+HOME

To move to the upper-left corner of the page

Navigate in the Database Diagram window in a Microsoft Access project

ESC
Move from a table cell to the table’s title bar
ENTER
Move from a table’s title bar to the last cell you edited
TAB
Move from table title bar to table title bar, or
from cell to cell inside a table
ALT + DOWN ARROW
Expand a list inside a table
DOWN ARROW
Scroll through the items in a drop-down list from top to bottom
UP ARROW
Move to the previous item in a list
ENTER



Select an item in a list and move to the next cell
SPACEBAR
Change the setting in a check box
HOME
Go to the first cell in the row, or
to the beginning of the current cell
END
Go to the last cell in the row, or
to the end of the current cell
PAGE DOWN
Scroll to the next "page" inside a table, or
to the next "page" of the diagram
PAGE UP
Scroll to the previous "page" inside a table, or
to the previous "page" of the diagram

Navigate in the Query Designer in an Access project

Any Pane

F6, SHIFT+F6
Move among the Query Designer panes

Diagram Pane

TAB, or SHIFT+TAB
Move among tables, views, and functions, (and to join lines, if available)
Arrow keys
Move between columns in a table, view, or function
SPACEBAR or PLUS key
Choose the selected data column for output
SPACEBAR or MINUS key
Remove the selected data column from the query output
DELETE
Remove the selected table, view, or function, or join line from the query

Note If multiple items are selected, pressing SPACEBAR affects all selected
items. Select multiple items by holding down the SHIFT key while clicking



them. Toggle the selected state of a single item by holding down CTRL while
clicking it.

Grid Pane

Arrow keys or TAB or SHIFT+TAB

Move among cells
CTRL+DOWN ARROW

Move to the last row in the current column
CTRL+UP ARROW

Move to the first row in the current column
CTRL+HOME

Move to the top left cell in the visible portion of grid
CTRL+END

Move to the bottom right cell
UP ARROW or DOWN ARROW

Move in a drop-down list
CTRL+SPACEBAR

Select an entire grid column
F2

Toggle between edit mode and cell selection mode
CTRL+C

Copy selected text in cell to the Clipboard (in edit mode)
CTRL+X

Cut selected text in cell and place it on the Clipboard (in edit mode)
CTRL+V

Paste text from the Clipboard (in edit mode)
INS

Toggle between insert and overstrike mode while editing in a cell
SPACEBAR

Toggle the check box in the Output column

Note If multiple items are selected, pressing this key affects all selected
items.

DELETE
Clear the selected contents of a cell
DELETE
Remove row containing selected data column from the query



Note If multiple items are selected, pressing this key affects all selected
items.

DELETE

Clear all values for a selected grid column
INS ( after you select grid row)

Insert row between existing rows

INS ( after you select any Or ... column)
Add an Or ... column

SQL Pane

You can use the standard Windows editing keys when working in the SQL pane,
such as CTRL+Arrow keys to move between words, and the Cut, Copy, and
Paste commands on the Edit menu.

Note You can only insert text; there is no overstrike mode.

Navigate in Page view

Note To use the following keys, press the TAB key repeatedly until the expand
indicator or record navigation toolbar has the focus. If a PivotTable list or
spreadsheet control currently has the focus, press ESC.

SPACE or ENTER
Expand or collapse a group of records corresponding to the expand
indicator in a grouped data access page
TAB or SHIFT+TAB
Select a button on the record navigation toolbar
SPACE or ENTER
Activate the selected button on the record navigation toolbar

Work with PivotTable views

PivotTable view

Keys for selecting elements in PivotTable view




The TAB key
Move the selection from left to right, and then down
ENTER
Move the selection from top to bottom, and then to the right
SHIFT+TAB
Select the cell to the left. If the current cell is the leftmost cell, SHIFT+TAB
selects the last cell in the previous row.
SHIFT+ENTER
Select the cell above the current cell. If the current cell is the topmost cell,
SHIFT+ENTER selects the last cell in the previous column.
CTRL+ENTER
Select the detail cells for the next item in the row area
SHIFT+CTRL+ENTER
Select the detail cells for the previous item in the row area
Arrow keys
Move the selection in the direction of the arrow key. If a row or column
field is selected, press DOWN ARROW to move to the first item of data in
the field, and then press an arrow key to move to the next or previous item
or back to the field. If a detail field is selected, press DOWN ARROW or
RIGHT ARROW to move to the first cell in the detail area.
SHIFT+arrow key
Extend or reduce the selection in the direction of the arrow key
CTRL+arrow key
Move the selection to the last cell in the direction of the arrow key
SHIFT+ALT+arrow key
Move the selected item in the direction of the arrow key
HOME
Select the leftmost cell of the current row
END
Select the rightmost cell of the current row
CTRL+HOME
Select the leftmost cell of the first row
CTRL+END
Select the last cell of the last row
SHIFT+CTRL+HOME
Extend selection to the leftmost cell of the first row
SHIFT+CTRL+END
Extend selection to the last cell of the last row
CTRL+SPACEBAR



Select the field for the currently selected item of data, total, or detail
SHIFT+SPACEBAR

Select the entire row containing the currently selected cell
CTRL+A

Select the entire PivotTable view
PAGE DOWN

Display the next screen
PAGE UP

Display the previous screen
SHIFT+PAGE DOWN

Extend a selection down one screen
SHIFT+PAGE UP

Reduce a selection by one screen
ALT+PAGE DOWN

Display the next screen to the right
ALT+PAGE UP

Display the previous screen to the left
SHIFT+ALT+PAGE DOWN

Extend selection to the page on the right
SHIFT+ALT+PAGE UP

Extend selection to the page on the left

Keys for carrying out commands

F1
Display Help topics.
SHIFT+F10
Display the shortcut menu for the selected element of the PivotTable view.
Use the shortcut menus to carry out commands in the PivotTable view.
Underlined letter
Carry out a command on the shortcut menu
ESC
Close the shortcut menu without carrying out a command
ALT+ENTER
Display the Properties dialog box
ALT+F4
Close the Properties dialog box
ESC
Cancel a refresh operation in progress




CTRL+C

Copy the selected data from the PivotTable view to the Clipboard
CTRL+E

Export the contents of the PivotTable view to Microsoft Excel

Keys for displaying, hiding, filtering, or sorting data

CTRL+8
Show or hide the expand indicators (= and = boxes) beside items
CTRL+PLUS SIGN
Expand the currently selected item
CTRL+MINUS SIGN
Hide the currently selected item
ALT+DOWN ARROW
Open the list for the currently selected field
The TAB key
Alternately move to the most recently selected item, the OK button, and the
Cancel button in the drop-down list for a field
Arrow keys
Move to the next item in the drop-down list for a field
SPACEBAR
Select or clear the check box for the current item in the drop-down list for a
field
ENTER
Close the drop-down list for a field and apply any changes you made
ESC
Close the drop-down list for a field without applying your changes
CTRL+T
Turn AutoFilter on or off
CTRL+SHIFT+A
Sort data in the selected field or total in ascending order (A —Z 0 —9)
CTRL+SHIFT+Z
Sort data in the selected field or total in descending order (Z — A 9 — 0)
ALT+SHIFT+UP ARROW or ALT+SHIFT+LEFT ARROW
Move the selected member up or left
ALT+SHIFT+DOWN ARROW or ALT+SHIFT+RIGHT ARROW
Move the selected member down or right



Keys for adding fields and totals and changing the layout of a PivotTable
view

Keys for working with the field list

CTRL+L
Display the field list, or activate it if it's already displayed
Arrow keys
Move to the next item in the field list
SHIFT+UP ARROW
Move to the previous item and include it in the selection
SHIFT+DOWN ARROW
Move to the next item and include it in the selection
CTRL+UP ARROW
Move to the previous item, but don't include the item in the selection
CTRL+DOWN ARROW
Move to the next item, but don't include the item in the selection
CTRL+SPACEBAR
Remove the item from the selection, if the item that has focus is included in
the selection, and vice versa
PLUS SIGN (numeric keypad)
Expand the current item in the field list to display its contents. Or expand
Totals to display the available total fields.
MINUS SIGN (numeric keypad)
Collapse the current item in the field list to hide its contents. Or collapse
Totals to hide the available total fields.
The TAB key
Alternately move to the most recently selected item, the Add te button, and
the list next to the Add to button in the field list
ALT+DOWN ARROW
Open the drop-down list next to the Add to button in the field list. Use the
arrow keys to move to the next item in the list, and then press ENTER to
select an item.
ENTER
Add the highlighted field in the field list to the area in the PivotTable view
that's displayed in the Add to list
ALT+F4
Close the field list




Keys for adding fields and totals

CTRL+SHIFT+S
Add a new total field for the selected field in the PivotTable view by using
the Sum summary function

CTRL+SHIFT+C
Add a new total field for the selected field in the PivotTable view by using
the Count summary function

CTRL+SHIFT+M
Add a new total field for the selected field in the PivotTable view by using
the Min summary function

CTRL+SHIFT+X
Add a new total field for the selected field in the PivotTable view by using
the Max summary function

CTRL+SHIFT+E
Add a new total field for the selected field in the PivotTable view by using
the Average summary function

CTRL+SHIFT+D
Add a new total field for the selected field in the PivotTable view by using
the Standard Deviation summary function

CTRL+SHIFT+T
Add a new total field for the selected field in the PivotTable view by using
the Standard Deviation Population summary function

CTRL+SHIFT+V
Add a new total field for the selected field in the PivotTable view by using
the Variance summary function

CTRL+SHIFT+R
Add a new total field for the selected field in the PivotTable view by using
the Variance Population summary function

CTRL+SHIFT+B
Turn subtotals and grand totals on or off for the selected field in the
PivotTable view

CTRL+F
Add a calculated detail field

Keys for changing the layout

Note The following four shortcuts do not work if you press the keys 1, 2, 3, or 4



from the numeric pad of your keyboard.

CTRL+1
Move the selected field in the PivotTable view to the row area
CTRL+2
Move the selected field in the PivotTable view to the column area
CTRL+3
Move the selected field in the PivotTable view to the filter area
CTRL+4
Move the selected field in the PivotTable view to the detail area
CTRL+LEFT ARROW
Move the selected row or column field in the PivotTable view to a higher
level
CTRL+RIGHT ARROW
Move the selected row or column field in the PivotTable view to a lower
level

Keys for formatting elements in PivotTable view

To use the following shortcuts, first select a detail field or a data cell for a total
field.

The first seven keyboard shortcuts change the number format of the selected
field.

CTRL+SHIFT+~ (tilde)
Apply the general number format to values in the selected total or detail
field
CTRL+SHIFT+$
Apply the currency format, with two decimal places and negative numbers
in parentheses, to values in the selected total or detail field
CTRL+SHIFT+%
Apply the percentage format, with no decimal places, to values in the
selected total or detail field
CTRL+SHIFT+A
Apply the exponential number format, with two decimal places, to values in
the selected total or detail field
CTRL+SHIFT+#
Apply the date format, with the day, month, and year, to values in the



selected total or detail field

CTRL+SHIFT+@
Apply the time format, with the hour, minute, and AM or PM, to values in
the selected total or detail field

CTRL+SHIFT+!
Apply the numeric format, with two decimal places, thousands separator,
and a minus sign for negative values, to values in the selected total or detail
field

CTRL+B
Make text bold in the selected field of the PivotTable view

CTRL+U
Make text underlined in the selected field of the PivotTable view

CTRL+I
Make text italic in the selected field of the PivotTable view

PivotChart view

Keys for selecting items in a chart

RIGHT ARROW

Select the next item in the chart
LEFT ARROW

Select the previous item in the chart
DOWN ARROW

Select the next group of items
UP ARROW

Select the previous group of items

Keys for working with properties and options

ALT+ENTER
Display the Properties dialog box
ALT+F4
Close the Properties dialog box
The TAB key
When the Properties dialog box is active, select the next item on the active
tab
RIGHT ARROW



When a tab in the Properties dialog box is active, select the next tab
LEFT ARROW
When a tab in the Properties dialog box is active, select the previous tab
DOWN ARROW
Display a list or palette when a button that contains a list or palette is
selected
SHIFT+F10
Display the shortcut menu
Underlined letter
Carry out a command on the shortcut menu
ESC
Close the shortcut menu without carrying out a command

Keys for working with fields

ALT+DOWN ARROW
Open the list for the currently selected field
The TAB key
In the drop-down list for a field, alternately move to the most recently
selected item, the OK button, and the Cancel button
Arrow keys
In the drop-down list for a field, move to the next item
SPACEBAR
In the drop-down list for a field, select or clear the check box for the current
item
ENTER
Close the drop-down list for a field and apply any changes you made
ESC
Close the drop-down list for a field without applying your changes

Keys for working with the field list

CTRL+L

Display the field list, or activate it if it's already displayed
Arrow keys

Move to the next item in the field list
SHIFT+UP ARROW

Move to the previous item and include it in the selection



SHIFT+DOWN ARROW
Move to the next item and include it in the selection
CTRL+UP ARROW
Move to the previous item, but don't include the item in the selection
CTRL+DOWN ARROW
Move to the next item, but don't include the item in the selection
CTRL+SPACEBAR
Remove the item from the selection if the item that has focus is included in
the selection, and vice versa
PLUS SIGN (numeric keypad)
Expand the current item in the field list to display its contents, or expand
Totals to display the available total fields
MINUS SIGN (numeric keypad)
Collapse the current item in the field list to hide its contents, or collapse
Totals to hide the available total fields.
The TAB key
In the field list, alternately move to the most recently selected item, the
Add to button, and the list next to the Add to button
ALT+DOWN ARROW
Open the drop-down list next to the Add to button in the field list. Use the
arrow keys to move to the next item in the list, and then press ENTER to
select an item.
ENTER
Add the highlighted field in the field list to the drop area that's displayed in
the Add to list
ALT+F4
Close the field list



Show All



Keyboard Shortcuts

You can use shortcut keys for quick access to frequently used commands or
operations. The topics below list the shortcut keys available in Microsoft Access.
You can also use access keys to move the focus to a menu, command, or control
without using the mouse.

General shortcut keys

Global Access shortcut keys

Opening databases

CTRL+N

To open a new database
CTRL+O

To open an existing database
ALT+F4

To quit Microsoft Access

Printing and saving

CTRL+P
To print the current or selected object
P or CTRL+P
To open the Print dialog box
S
To open the Page Setup dialog box
Cor ESC
To cancel Print Preview or Layout Preview
CTRL+S or SHIFT+F12 or ALT+SHIFT+F2
To save a database object
F12 or ALT+F2
To open the Save As dialog box

Using a combo box or list box




F4 or ALT+DOWN ARROW
To open a combo box
F9
To refresh the contents of a Lookup field list box or combo box
DOWN ARROW
To move down one line
PAGE DOWN
To move down one page
UP ARROW
To move up one line
PAGE UP
To move up one page
TAB
To exit the combo box or list box

Finding and replacing text or data

CTRL+F
To open the Find tab in the Find and Replace dialog box (Datasheet view
and Form view only)

CTRL+H
To open the Replace tab in the Find and Replace dialog box (Datasheet
view and Form view only)

SHIFT+F4
To find the next occurrence of the text specified in the Find and Replace
dialog box when the dialog box is closed (Datasheet view and Form view
only)

Working in Design view

F2
To switch between Edit mode (with insertion point displayed) and
Navigation mode

F4
To switch to the property sheet (Design view in forms and reports in
databases and Access projects)

F5
To switch to Form view from form Design view




F6
To switch between the upper and lower portions of a window (Design view
of tables, macros, and queries and the Advanced Filter/Sort window only)
F7
To switch to the Code Builder from form or report Design view (Design
view window or property sheet)
SHIFT+F7
To switch from the Visual Basic Editor to form or report Design view
ALT+V+P
To open property sheet for a selected object

Editing controls in form and report Design view

SHIFT+ENTER

To add a control to a section
CTRL+C

To copy the selected control to the Clipboard
CTRL+X

To cut the selected control and copy it to the Clipboard
CTRL+V

To paste the contents of the Clipboard in the upper-left corner of the

selected section
CTRL+RIGHT ARROW

To move the selected control to the right
CTRL+LEFT ARROW

To move the selected control to the left
CTRL+UP ARROW

To move the selected control up
CTRL+DOWN ARROW

To move the selected control down
SHIFT+DOWN ARROW

To increase the height of the selected control
SHIFT+RIGHT ARROW

To increase the width of the selected control
SHIFT+UP ARROW

To reduce the height of the selected control
SHIFT+LEFT ARROW

To reduce the width of the selected control



Window operations

F11
To bring the Database window to the front
CTRL+F6
To cycle between open windows
ENTER
To restore the selected minimized window when all windows are minimized
CTRL+F8
To turn on Resize mode for the active window when it’s not maximized;
press the arrow keys to resize the window
ALT+SPACEBAR
To display the Control menu
SHIFT+F10
To display the shortcut menu
CTRL+W or CTRL+F4
To close the active window
ALT+F11
To switch between the Visual Basic Editor and the previous active window
ALT+SHIFT+F11
To switch to the Microsoft Script Editor from the previous active window

Working with Wizards

TAB

Move to the Help ¢/ button in the wizard
ALT+N

To move to the next window in the wizard
ALT+B

To move to the previous window in the wizard
ALT+F

To close the wizard window

Note You can not use CTRL+TAB to navigate from one wizard window to
another. CTRL+TAB will move the cursor between dialog boxes and controls
on the wizard window.

Miscellaneous




F2
To display the complete hyperlink address for a selected hyperlink
F7
To check spelling
SHIFT+F2
To open the Zoom box to conveniently enter expressions and other text in
small input areas
ALT+ENTER
To display a property sheet in Design view
ALT+F4
To quit Microsoft Access, close a dialog box, or close a property sheet
CTRL+F2
To invoke a Builder
CTRL+F11
To toggle between a custom menu bar and a built-in menu bar
CTRL+RIGHT ARROW or CRTL+COMMA (,)
To toggle forward between views when in a table, query, form, report, page,
view , PivotTable list, PivotChart report, stored procedure, or Access
project (.adp) function. If there are additional views available, successive
keystrokes will move to the next available view.
CTRL+LEFT ARROW or CRTL+PERIOD (.)
To toggle back between views when in a table, query, form, report, page,
view, PivotTable list, PivotChart report, stored procedure, or .adp function.
If there are additional views available, successive keystrokes will move to
the previous view

Database window shortcut keys

Editing and navigating the Object list

F2

To rename a selected object
DOWN ARROW

To move down one line
PAGE DOWN

To move down one window
END

To move to the last object



UP ARROW

To move up one line
PAGE UP

To move up one window
HOME

To move to the first object

Navigating and opening objects

CTRL+TAB
To cycle through the Objects bar top to bottom
SHIFT+CTRL+TAB
To cycle through the Objects bar bottom to top
ENTER or ALT+O
To open the selected table or query in Datasheet view, or form in Form view
ENTER
To open the selected report in Print Preview
ENTER
To open the selected data access page in Page view
ENTER
To run the selected macro
CTRL+ENTER or ALT+D
To open the selected table, query, form, report, data access page, macro, or
module in Design view
ALT+N
To create a new table, query, form, report, data access page, macro, or
module
F5
To refresh the Database window
CTRL+G
To display the Immediate window in the Visual Basic Editor

Work with menus

SHIFT+F10

To show the shortcut menu
F10

To make the menu bar active



ALT+SPACEBAR
To show the program icon menu (on the program title bar)

DOWN ARROW or UP ARROW
With the menu or submenu is visible, to select the next or previous
command

LEFT ARROW or RIGHT ARROW
To select the menu to the left or right; or, when a submenu is visible, to
switch between the main menu and the submenu

HOME or END
To select the first or last command on the menu or submenu

ALT
To close the visible menu and submenu at the same time

ESC
To close the visible menu; or, with a submenu visible, to close the submenu
only

Work with toolbars

CTRL+TAB or CTRL+SHIFT+TAB
To select the next or previous toolbar
TAB or SHIFT+TAB
When a toolbar is active, to select the next or previous button or menu on
the toolbar
ENTER
When a menu on a toolbar is selected, to open the menu
ENTER
When a button is selected, to perform the action assigned to a button

Work in windows and dialog boxes

Using a program window

ALT+TAB

To switch to the next program
ALT+SHIFT+TAB

To switch to the previous program
CTRL+ESC

To show the Windows Start menu



CTRL+W
To close the active database window
CTRL+F6
To switch to the next database window
CTRL+SHIFT+F6
To switch to the previous database window
ENTER
To restore the selected minimized window when all windows are minimized

Using a dialog box

CTRL+TAB or CTRL+PAGE DOWN
To switch to the next tab in a dialog box
CTRL+SHIFT+TAB or CTRL+PAGE UP
To switch to the previous tab in a dialog box
TAB
To move to the next option or option group
SHIFT+TAB
To move to the previous option or option group
Arrow keys
To move between options in the selected drop-down list box, or to move
between some options in a group of options
SPACEBAR
To perform the action assigned to the selected button; select or clear the
check box
Letter key for the first letter in the option name you want (when a drop-down list
box is selected)
To move to the option by the first letter in the option name in a drop-down
list box
ALT+letter key
To select the option, or to select or clear the check box by the letter
underlined in the option name
ALT+DOWN ARROW
To open the selected drop-down list box
ESC
To close the selected drop-down list box
ENTER
To perform the action assigned to the default button in the dialog box
ESC



To cancel the command and close the dialog box
ALT+F4
To close a dialog box

Editing in a text box

HOME
To move to the beginning of the entry
END
To move to the end of the entry
LEFT ARROW or RIGHT ARROW
To move one character to the left or right
CTRL+LEFT ARROW or CTRL+RIGHT ARROW
To move one word to the left or right
SHIFT+HOME
To select from the insertion point to the beginning of the entry
SHIFT+END
To select from the insertion point to the end of the entry
SHIFT+LEFT ARROW
To select one character to the left
SHIFT+RIGHT ARROW
To select one character to the right
CTRL+SHIFT+LEFT ARROW
To select one word to the left
CTRL+SHIFT+RIGHT ARROW
To select one word to the right

Work with the Open, File New Database, and Save dialog boxes

ALT+1
Go to the previous folder ()
ALT+2
Open the folder up one level from the open folder (Up One Level button

)
ALT+3

Close the dialog box, and open your World Wide WebWorld Wide Web

search page (Search the Web button [2))
ALT+4



Delete the selected folder or file (Delete button )
ALT+5

Create a new subfolder in the open folder (Create New Folder button )
ALT+6

Switch between List, Details, Properties, and Preview views
ALT+7

Show the Tools menu (Tools button)

Work with task panes

F6
Move to a task pane from another pane in the program window. (You may
need to press F6 more than once.)

Note If pressing F6 doesn't display the task pane you want, try pressing
ALT to place focus on the menu bar, and then pressing CTRL+TAB to
move to the task pane.

CTRL+TAB
When a menu or toolbar is active, move to a task pane. (You may need to
press CTRL+TAB more than once.)
TAB or SHIFT+TAB
When a task pane is active, select the next or previous option in the task
pane
CTRL+DOWN ARROW
Display the full set of commands on the task pane menu
DOWN ARROW or UP ARROW
Move among choices in a selected submenu; move among certain options
in a group of options
SPACEBAR or ENTER
Open the selected menu, or perform the action assigned to the selected
button
SHIFT+F10
Open a shortcut menu; open a drop-down menu for the selected gallery item
HOME or END
When a menu or submenu is visible, select the first or last command on the
menu or submenu
PAGE UP or PAGE DOWN
Scroll up or down in the selected gallery list




CTRL+HOME or CTRL+END
Move to the top or bottom of the selected gallery list

Keyboard shortcuts for using the Help task pane and Help window

The Help Pane is a task pane that provides access to all Office Help content. As
a task pane, the Help Pane appears as part of the active application. The Help
window displays topics and other Help content and appears as a window next to,
but separate from, the active application.



In the Help task pane

F1
Display the Help task pane.
F6
Switch between the Help task pane and the active application.
TAB
Select the next item in the Help task pane.
SHIFT+TAB
Select the previous item in the Help task pane.
ENTER
Perform the action for the selected item.
DOWN ARROW and UP ARROW
In a Table of Contents, select the next and previous item, respectively.
RIGHT ARROW and LEFT ARROW
In a Table of Contents, expand and collapse the selected item, respectively.
ALT+LEFT ARROW
Move back to the previous task Pane.
ALT+RIGHT ARROW
Move forward to the next task Pane.
CTRL+SPACEBAR
Open the menu of Pane options.
CTRL+F1
Close and reopen the current task pane.
RIGHT ARROW
Expand a +/- list.
LEFT ARROW
Collapse a +/- list.



In the Help window

TAB
Select the next hidden text or hyperlink, or Show All or Hide All at the top
of a topic

SHIFT+TAB
Select the previous hidden text or hyperlink, or the Browser View button at
the top of a Microsoft Office Web site article

ENTER
Perform the action for the selected Show All, Hide All, hidden text, or
hyperlink

ALT+LEFT ARROW
Move back to the previous Help topic.

ALT+RIGHT ARROW
Move forward to the next Help topic.

CTRL+P
Print the current Help topic.

UP ARROW AND DOWN ARROW
Scroll small amounts up and down, respectively, within the currently-
displayed Help topic.

PAGE UP AND PAGE DOWN
Scroll larger amounts up and down, respectively, within the currently-
displayed Help topic.

ALT+U
Change whether the Help window appears connected to (tiled) or separate
from (untiled) the active application.

SHIFT+F10
Display a menu of commands for the Help window; requires that the Help
window have active focus (click an item in the Help window).

Send e-mail messages

ALT+F+D+A

Send the active database object as an e-mail message
CTRL+SHIFT+B

Open the Address Book
ALT+K



Check the names in the To, Cc, and Bcc boxes against the Address Book
TAB
Select the next box in the e-mail header or the body of the message when
the last box in the e-mail header is active
SHIFT+TAB
Select the previous field or button in the e-mail header

Keys for working with text and data

Select text and data

Selecting text in a field

SHIFT+RIGHT ARROW

To extend one character to the right
CTRL+SHIFT+RIGHT ARROW

To extend one word to the right
SHIFT+LEFT ARROW

To extend one character to the left
CTRL+SHIFT+LEFT ARROW

To extend one word to the left

Selecting a field or record

Note To cancel a selection, use the opposite arrow key.

TAB
To select the next field
F2
To switch between Edit mode (with insertion point displayed) and
Navigation mode
SHIFT+SPACEBAR
To switch between selecting the current record and the first field of the
current record, in Navigation mode
SHIFT+UP ARROW
To extend selection to the previous record, if the current record is selected
SHIFT+DOWN ARROW
To extend selection to the next record, if the current record is selected
CTRL+A or CTRL+SHIFT+SPACEBAR




To select all records

Extending a selection

F8
To turn on Extend mode (EXT appears in the lower-right corner of the
window); pressing F8 repeatedly extends the selection to the word, the
field, the record (in Datasheet view only), and all records
LEFT ARROW or RIGHT ARROW
To extend a selection to adjacent fields in the same row in Datasheet view
UP ARROW or DOWN ARROW
To extend a selection to adjacent rows in Datasheet view
SHIFT+F8
To undo the previous extension
ESC
To cancel Extend mode

Selecting and moving a column in Datasheet view

CTRL+SPACEBAR
To select the current column or cancel the column selection, in Navigation
mode only

SHIFT+RIGHT ARROW

To select the column to the right, if the current column is selected
SHIFT+LEFT ARROW

To select the column to the left, if the current column is selected
CTRL+SHIFT+F8

To turn on Move mode; then press the RIGHT ARROW or LEFT ARROW

key to move selected column(s) to the right or left

Edit text and data

Note If the insertion point isn't visible, press F2 to display it.

Moving the insertion point in a field

RIGHT ARROW
To move it one character to the right



CTRL+RIGHT ARROW

To move it one word to the right
LEFT ARROW

To move it one character to the left
CTRL+LEFT ARROW

To move it one word to the left
END

To move it to the end of the field, in single-line fields
CTRL+END

To move it to the end of the field, in multiple-line fields
HOME

To move it to the beginning of the field, in single-line fields
CTRL+HOME

To move it to the beginning of the field, in multiple-line fields

Copying, moving, or deleting text

CTRL+C

To copy the selection to the Clipboard
CTRL+X

To cut the selection and copy it to the Clipboard
CTRL+V

To paste the contents of the Clipboard at the insertion point
BACKSPACE

To delete the selection or the character to the left of the insertion point
DELETE

To delete the selection or the character to the right of the insertion point
CTRL+DELETE

To delete all characters to the right of the insertion point

Undoing changes

CTRL+Z or ALT+BACKSPACE
To undo typing

ESC
To undo changes in the current field or current record; if both have been
changed, press ESC twice to undo changes, first in the current field and
then in the current record



Entering data in Datasheet or Form view

CTRL+SEMICOLON (;)
To insert the current date
CTRL+SHIFT+COLON (:)
To insert the current time
CTRL+ALT+SPACEBAR
To insert the default value for a field
CTRL+APOSTROPHE (')
To insert the value from the same field in the previous record
CTRL+PLUS SIGN (+)
To add a new record
CTRL+MINUS SIGN (-)
To delete the current record
SHIFT+ENTER
To save changes to the current record
SPACEBAR
To switch between the values in a check box or option button
CTRL+ENTER
To insert a new line

Refreshing fields with current data

F9
To recalculate the fields in the window
SHIFT+F9

To requery the underlying tables; in a subform, this requeries the underlying

table for the subform only
F9
Refresh the contents of a Lookup field list box or combo box

Keys for navigating records

Navigate in Design view

E2

To switch between Edit mode (with insertion point displayed) and

Navigation mode



F4
To switch to the property sheet (Design view in forms and reports in
databases and Access projects)
F5
To switch to Form view from form Design view
F6
To switch between the upper and lower portions of a window (Design view
of the Advanced Filter/Sort window only)
F7
To switch to the Code Builder from form or report Design view (Design
view window or property sheet)
F8
Invokes the field list in a form, report , or data access page. If field list is
already open, moves focus to field list
SHIFT+F7
To switch from the Visual Basic Editor to form or report Design view
SHIFT+F7
To switch from a control's property sheet in form or report Design view to
the design surface without changing the control focus
ALT+ENTER
To display a property sheet in Design view
ENTER or ALT+O
To open the selected form in Form view
CTRL+ENTER or ALT+D
To open the selected table, query, form, report, data access page, macro, or
module in Design view
CTRL+TAB
With focus set to a section, will move the focus to a subsection
SHIFT+ENTER
To add a control to a section
CTRL+C
To copy the selected control to the Clipboard
CTRL+X
To cut the selected control and copy it to the Clipboard
CTRL+V
To paste the contents of the Clipboard in the upper-left corner of the
selected section
RIGHT ARROW
To move the selected control to the right by a pixel along the page's grid



LEFT ARROW
To move the selected control to the left by a pixel along the page’s grid
UP ARROW
To move the selected control up by a pixel along the page’s grid
DOWN ARROW
To move the selected control down by a pixel along the page’s grid
CTRL+RIGHT ARROW
To move the selected control to the right by a pixel (irrespective of the
page’s grid)
CTRL+LEFT ARROW
To move the selected control to the left by a pixel (irrespective of the page’s
grid)
CTRL+UP ARROW
To move the selected control up by a pixel (irrespective of the page’s grid)
CTRL+DOWN ARROW
To move the selected control down by a pixel (irrespective of the page’s
grid)
SHIFT+RIGHT ARROW
To increase the width of the selected control (to the right) by a pixel
SHIFT+LEFT ARROW
To decrease the width of the selected control (to the left) by a pixel
SHIFT+UP ARROW
To decrease the height of the selected control (from the bottom) by a pixel
SHIFT+DOWN ARROW
To increase the height of the selected control (from the bottom) by a pixel
SHIFT+TAB
To move the focus from the page design surface to the address/subject
dialog box when sending a page as an e-mail
ESC
To move the focus from the Field List or Data Outline back to the data
access page design surface

Navigate in Datasheet view

Going to a specific record

F5
To move to the record number box; then type the record number and press




ENTER

Navigating between fields and records

TAB or RIGHT ARROW

To move to the next field
END

To move to the last field in the current record, in Navigation mode
SHIFT+TAB, or LEFT ARROW

To move to the previous field
HOME

To move to the first field in the current record, in Navigation mode
DOWN ARROW

To move to the current field in the next record
CTRL+DOWN ARROW

To move to the current field in the last record, in Navigation mode
CTRL+END

To move to the last field in the last record, in Navigation mode
UP ARROW

To move to the current field in the previous record
CTRL+UP ARROW

To move to the current field in the first record, in Navigation mode
CTRL+HOME

To move to the first field in the first record, in Navigation mode

Navigating to another screen of data

PAGE DOWN

To go down one screen
PAGE UP

To go up one screen
CTRL+PAGE DOWN

To go right one screen
CTRL+PAGE UP

To go left one screen

Navigate in subdatasheets




Going to a specific record

F5
From the subdatasheet to move to the record number box; then type the
record number and press ENTER

Expanding and collapsing subdatasheet

CTRL+SHIFT+DOWN ARROW

From the datasheet to expand the record’s subdatasheet
CTRL+SHIFT+UP ARROW

To collapse the subdatasheet

Navigating between the datasheet and subdatasheet

TAB
To enter the subdatasheet from the last field of the previous record in the
datasheet

SHIFT+TAB
To enter the subdatasheet from the first field of the following record in the
datasheet

CTRL+TAB
To exit the subdatasheet and move to the first field of the next record in the
datasheet

CTRL+SHIFT+TAB
To exit the subdatasheet and move to the last field of the previous record in
the datasheet

TAB
From the last field in the subdatasheet to enter the next field in the datasheet

DOWN ARROW
From the datasheet to bypass the subdatasheet and move to the next record
in the datasheet

UP ARROW
From the datasheet to bypass the subdatasheet and move to the previous
record in the datasheet

Note You can navigate between fields and records in a subdatasheet with the
same shortcut keys used in Datasheet view.



Navigate in Form view

Going to a specific record

F5
To move to the record number box; then type the record number and press
ENTER

Navigating between fields and records

TAB

To move to the next field
SHIFT+TAB

To move to the previous field
END

To move to the last field in the current record, in Navigation mode
CTRL+END

To move to the last field in the last record, in Navigation mode
HOME

To move to the first field in the current record, in Navigation mode
CTRL+HOME

To move to the first field in the first record, in Navigation mode
CTRL+PAGE DOWN

To move to the current field in the next record
CTRL+PAGE UP

To move to the current field in the previous record

Navigating in forms with more than one page

PAGE DOWN
To go down one page; at the end of the record, moves to the equivalent
page on the next record

PAGE UP
To go up one page; at the end of the record, moves to the equivalent page
on the previous record

Navigating between the main form and subform




TAB
To enter the subform from the preceding field in the main form
SHIFT+TAB
To enter the subform from the following field in the main form
CTRL+TAB
To exit the subform and move to the next field in the master form or next
record
CTRL+SHIFT+TAB
To exit the subform and move to the previous field in the main form or
previous record

Navigate in Print Preview and Layout Preview

Dialog box and window operations

P or CTRL+P

To open the Print dialog box
S

To open the Page Setup dialog box
Z

To zoom in or out on a part of the page
C or ESC
To cancel Print Preview or Layout Preview

Viewing different pages

F5
To move to the page number box; then type the page number and press
ENTER
PAGE DOWN or DOWN ARROW
To view the next page (when Fit To Window is selected)
PAGE UP or UP ARROW
To view the previous page (when Fit To Window is selected)

Navigating in Print and Layout Preview

DOWN ARROW
To scroll down in small increments



PAGE DOWN

To scroll down one full screen
CTRL+DOWN ARROW

To move to the bottom of the page
UP ARROW

To scroll up in small increments
PAGE UP

To scroll up one full screen
CTRL+UP ARROW

To move to the top of the page
RIGHT ARROW

To scroll to the right in small increments
END or CTRL+RIGHT ARROW

To move to the right edge of the page
CTRL+END

To move to the lower-right corner of the page
LEFT ARROW

To scroll to the left in small increments
HOME or CTRL+LEFT ARROW

To move to the left edge of the page
CTRL+HOME

To move to the upper-left corner of the page

Navigate in the Database Diagram window in a Microsoft Access project

ESC
Move from a table cell to the table’s title bar
ENTER
Move from a table’s title bar to the last cell you edited
TAB
Move from table title bar to table title bar, or
from cell to cell inside a table
ALT + DOWN ARROW
Expand a list inside a table
DOWN ARROW
Scroll through the items in a drop-down list from top to bottom
UP ARROW
Move to the previous item in a list
ENTER



Select an item in a list and move to the next cell
SPACEBAR
Change the setting in a check box
HOME
Go to the first cell in the row, or
to the beginning of the current cell
END
Go to the last cell in the row, or
to the end of the current cell
PAGE DOWN
Scroll to the next "page" inside a table, or
to the next "page" of the diagram
PAGE UP
Scroll to the previous "page" inside a table, or
to the previous "page" of the diagram

Navigate in the Query Designer in an Access project

Any Pane

F6, SHIFT+F6
Move among the Query Designer panes

Diagram Pane

TAB, or SHIFT+TAB
Move among tables, views, and functions, (and to join lines, if available)
Arrow keys
Move between columns in a table, view, or function
SPACEBAR or PLUS key
Choose the selected data column for output
SPACEBAR or MINUS key
Remove the selected data column from the query output
DELETE
Remove the selected table, view, or function, or join line from the query

Note If multiple items are selected, pressing SPACEBAR affects all selected
items. Select multiple items by holding down the SHIFT key while clicking



them. Toggle the selected state of a single item by holding down CTRL while
clicking it.

Grid Pane

Arrow keys or TAB or SHIFT+TAB

Move among cells
CTRL+DOWN ARROW

Move to the last row in the current column
CTRL+UP ARROW

Move to the first row in the current column
CTRL+HOME

Move to the top left cell in the visible portion of grid
CTRL+END

Move to the bottom right cell
UP ARROW or DOWN ARROW

Move in a drop-down list
CTRL+SPACEBAR

Select an entire grid column
F2

Toggle between edit mode and cell selection mode
CTRL+C

Copy selected text in cell to the Clipboard (in edit mode)
CTRL+X

Cut selected text in cell and place it on the Clipboard (in edit mode)
CTRL+V

Paste text from the Clipboard (in edit mode)
INS

Toggle between insert and overstrike mode while editing in a cell
SPACEBAR

Toggle the check box in the Output column

Note If multiple items are selected, pressing this key affects all selected
items.

DELETE
Clear the selected contents of a cell
DELETE
Remove row containing selected data column from the query



Note If multiple items are selected, pressing this key affects all selected
items.

DELETE

Clear all values for a selected grid column
INS ( after you select grid row)

Insert row between existing rows

INS ( after you select any Or ... column)
Add an Or ... column

SQL Pane

You can use the standard Windows editing keys when working in the SQL pane,
such as CTRL+Arrow keys to move between words, and the Cut, Copy, and
Paste commands on the Edit menu.

Note You can only insert text; there is no overstrike mode.

Navigate in Page view

Note To use the following keys, press the TAB key repeatedly until the expand
indicator or record navigation toolbar has the focus. If a PivotTable list or
spreadsheet control currently has the focus, press ESC.

SPACE or ENTER
Expand or collapse a group of records corresponding to the expand
indicator in a grouped data access page
TAB or SHIFT+TAB
Select a button on the record navigation toolbar
SPACE or ENTER
Activate the selected button on the record navigation toolbar

Work with PivotTable views

PivotTable view

Keys for selecting elements in PivotTable view




The TAB key
Move the selection from left to right, and then down
ENTER
Move the selection from top to bottom, and then to the right
SHIFT+TAB
Select the cell to the left. If the current cell is the leftmost cell, SHIFT+TAB
selects the last cell in the previous row.
SHIFT+ENTER
Select the cell above the current cell. If the current cell is the topmost cell,
SHIFT+ENTER selects the last cell in the previous column.
CTRL+ENTER
Select the detail cells for the next item in the row area
SHIFT+CTRL+ENTER
Select the detail cells for the previous item in the row area
Arrow keys
Move the selection in the direction of the arrow key. If a row or column
field is selected, press DOWN ARROW to move to the first item of data in
the field, and then press an arrow key to move to the next or previous item
or back to the field. If a detail field is selected, press DOWN ARROW or
RIGHT ARROW to move to the first cell in the detail area.
SHIFT+arrow key
Extend or reduce the selection in the direction of the arrow key
CTRL+arrow key
Move the selection to the last cell in the direction of the arrow key
SHIFT+ALT+arrow key
Move the selected item in the direction of the arrow key
HOME
Select the leftmost cell of the current row
END
Select the rightmost cell of the current row
CTRL+HOME
Select the leftmost cell of the first row
CTRL+END
Select the last cell of the last row
SHIFT+CTRL+HOME
Extend selection to the leftmost cell of the first row
SHIFT+CTRL+END
Extend selection to the last cell of the last row
CTRL+SPACEBAR



Select the field for the currently selected item of data, total, or detail
SHIFT+SPACEBAR

Select the entire row containing the currently selected cell
CTRL+A

Select the entire PivotTable view
PAGE DOWN

Display the next screen
PAGE UP

Display the previous screen
SHIFT+PAGE DOWN

Extend a selection down one screen
SHIFT+PAGE UP

Reduce a selection by one screen
ALT+PAGE DOWN

Display the next screen to the right
ALT+PAGE UP

Display the previous screen to the left
SHIFT+ALT+PAGE DOWN

Extend selection to the page on the right
SHIFT+ALT+PAGE UP

Extend selection to the page on the left

Keys for carrying out commands

F1
Display Help topics.
SHIFT+F10
Display the shortcut menu for the selected element of the PivotTable view.
Use the shortcut menus to carry out commands in the PivotTable view.
Underlined letter
Carry out a command on the shortcut menu
ESC
Close the shortcut menu without carrying out a command
ALT+ENTER
Display the Properties dialog box
ALT+F4
Close the Properties dialog box
ESC
Cancel a refresh operation in progress




CTRL+C

Copy the selected data from the PivotTable view to the Clipboard
CTRL+E

Export the contents of the PivotTable view to Microsoft Excel

Keys for displaying, hiding, filtering, or sorting data

CTRL+8
Show or hide the expand indicators (= and = boxes) beside items
CTRL+PLUS SIGN
Expand the currently selected item
CTRL+MINUS SIGN
Hide the currently selected item
ALT+DOWN ARROW
Open the list for the currently selected field
The TAB key
Alternately move to the most recently selected item, the OK button, and the
Cancel button in the drop-down list for a field
Arrow keys
Move to the next item in the drop-down list for a field
SPACEBAR
Select or clear the check box for the current item in the drop-down list for a
field
ENTER
Close the drop-down list for a field and apply any changes you made
ESC
Close the drop-down list for a field without applying your changes
CTRL+T
Turn AutoFilter on or off
CTRL+SHIFT+A
Sort data in the selected field or total in ascending order (A —Z 0 —9)
CTRL+SHIFT+Z
Sort data in the selected field or total in descending order (Z — A 9 — 0)
ALT+SHIFT+UP ARROW or ALT+SHIFT+LEFT ARROW
Move the selected member up or left
ALT+SHIFT+DOWN ARROW or ALT+SHIFT+RIGHT ARROW
Move the selected member down or right



Keys for adding fields and totals and changing the layout of a PivotTable
view

Keys for working with the field list

CTRL+L
Display the field list, or activate it if it's already displayed
Arrow keys
Move to the next item in the field list
SHIFT+UP ARROW
Move to the previous item and include it in the selection
SHIFT+DOWN ARROW
Move to the next item and include it in the selection
CTRL+UP ARROW
Move to the previous item, but don't include the item in the selection
CTRL+DOWN ARROW
Move to the next item, but don't include the item in the selection
CTRL+SPACEBAR
Remove the item from the selection, if the item that has focus is included in
the selection, and vice versa
PLUS SIGN (numeric keypad)
Expand the current item in the field list to display its contents. Or expand
Totals to display the available total fields.
MINUS SIGN (numeric keypad)
Collapse the current item in the field list to hide its contents. Or collapse
Totals to hide the available total fields.
The TAB key
Alternately move to the most recently selected item, the Add te button, and
the list next to the Add to button in the field list
ALT+DOWN ARROW
Open the drop-down list next to the Add to button in the field list. Use the
arrow keys to move to the next item in the list, and then press ENTER to
select an item.
ENTER
Add the highlighted field in the field list to the area in the PivotTable view
that's displayed in the Add to list
ALT+F4
Close the field list




Keys for adding fields and totals

CTRL+SHIFT+S
Add a new total field for the selected field in the PivotTable view by using
the Sum summary function

CTRL+SHIFT+C
Add a new total field for the selected field in the PivotTable view by using
the Count summary function

CTRL+SHIFT+M
Add a new total field for the selected field in the PivotTable view by using
the Min summary function

CTRL+SHIFT+X
Add a new total field for the selected field in the PivotTable view by using
the Max summary function

CTRL+SHIFT+E
Add a new total field for the selected field in the PivotTable view by using
the Average summary function

CTRL+SHIFT+D
Add a new total field for the selected field in the PivotTable view by using
the Standard Deviation summary function

CTRL+SHIFT+T
Add a new total field for the selected field in the PivotTable view by using
the Standard Deviation Population summary function

CTRL+SHIFT+V
Add a new total field for the selected field in the PivotTable view by using
the Variance summary function

CTRL+SHIFT+R
Add a new total field for the selected field in the PivotTable view by using
the Variance Population summary function

CTRL+SHIFT+B
Turn subtotals and grand totals on or off for the selected field in the
PivotTable view

CTRL+F
Add a calculated detail field

Keys for changing the layout

Note The following four shortcuts do not work if you press the keys 1, 2, 3, or 4



from the numeric pad of your keyboard.

CTRL+1
Move the selected field in the PivotTable view to the row area
CTRL+2
Move the selected field in the PivotTable view to the column area
CTRL+3
Move the selected field in the PivotTable view to the filter area
CTRL+4
Move the selected field in the PivotTable view to the detail area
CTRL+LEFT ARROW
Move the selected row or column field in the PivotTable view to a higher
level
CTRL+RIGHT ARROW
Move the selected row or column field in the PivotTable view to a lower
level

Keys for formatting elements in PivotTable view

To use the following shortcuts, first select a detail field or a data cell for a total
field.

The first seven keyboard shortcuts change the number format of the selected
field.

CTRL+SHIFT+~ (tilde)
Apply the general number format to values in the selected total or detail
field
CTRL+SHIFT+$
Apply the currency format, with two decimal places and negative numbers
in parentheses, to values in the selected total or detail field
CTRL+SHIFT+%
Apply the percentage format, with no decimal places, to values in the
selected total or detail field
CTRL+SHIFT+A
Apply the exponential number format, with two decimal places, to values in
the selected total or detail field
CTRL+SHIFT+#
Apply the date format, with the day, month, and year, to values in the



selected total or detail field

CTRL+SHIFT+@
Apply the time format, with the hour, minute, and AM or PM, to values in
the selected total or detail field

CTRL+SHIFT+!
Apply the numeric format, with two decimal places, thousands separator,
and a minus sign for negative values, to values in the selected total or detail
field

CTRL+B
Make text bold in the selected field of the PivotTable view

CTRL+U
Make text underlined in the selected field of the PivotTable view

CTRL+I
Make text italic in the selected field of the PivotTable view

PivotChart view

Keys for selecting items in a chart

RIGHT ARROW

Select the next item in the chart
LEFT ARROW

Select the previous item in the chart
DOWN ARROW

Select the next group of items
UP ARROW

Select the previous group of items

Keys for working with properties and options

ALT+ENTER
Display the Properties dialog box
ALT+F4
Close the Properties dialog box
The TAB key
When the Properties dialog box is active, select the next item on the active
tab
RIGHT ARROW



When a tab in the Properties dialog box is active, select the next tab
LEFT ARROW
When a tab in the Properties dialog box is active, select the previous tab
DOWN ARROW
Display a list or palette when a button that contains a list or palette is
selected
SHIFT+F10
Display the shortcut menu
Underlined letter
Carry out a command on the shortcut menu
ESC
Close the shortcut menu without carrying out a command

Keys for working with fields

ALT+DOWN ARROW
Open the list for the currently selected field
The TAB key
In the drop-down list for a field, alternately move to the most recently
selected item, the OK button, and the Cancel button
Arrow keys
In the drop-down list for a field, move to the next item
SPACEBAR
In the drop-down list for a field, select or clear the check box for the current
item
ENTER
Close the drop-down list for a field and apply any changes you made
ESC
Close the drop-down list for a field without applying your changes

Keys for working with the field list

CTRL+L

Display the field list, or activate it if it's already displayed
Arrow keys

Move to the next item in the field list
SHIFT+UP ARROW

Move to the previous item and include it in the selection



SHIFT+DOWN ARROW
Move to the next item and include it in the selection
CTRL+UP ARROW
Move to the previous item, but don't include the item in the selection
CTRL+DOWN ARROW
Move to the next item, but don't include the item in the selection
CTRL+SPACEBAR
Remove the item from the selection if the item that has focus is included in
the selection, and vice versa
PLUS SIGN (numeric keypad)
Expand the current item in the field list to display its contents, or expand
Totals to display the available total fields
MINUS SIGN (numeric keypad)
Collapse the current item in the field list to hide its contents, or collapse
Totals to hide the available total fields.
The TAB key
In the field list, alternately move to the most recently selected item, the
Add to button, and the list next to the Add to button
ALT+DOWN ARROW
Open the drop-down list next to the Add to button in the field list. Use the
arrow keys to move to the next item in the list, and then press ENTER to
select an item.
ENTER
Add the highlighted field in the field list to the drop area that's displayed in
the Add to list
ALT+F4
Close the field list
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What's installed with Access 2003

Some of the content in this topic may not be applicable to some languages.

This topic provides reference information about which features are installed with

Microsoft Office Access 2003 and where you can find these features in the
installation program. These features are also installed by the Microsoft Office
2003 installation program; they include Microsoft Access features as well as
Office Shared Features and Office Tools. The default installation features are
installed unless you customize the installation by including or excluding

features.

Installed (default)

Feature
AutoShapes and Themes

Calendar Control
Document Update Utility

Encapsulated Postscript

GIF (Graphic Interchange
Format)

Help for Microsoft Access
Help for Microsoft Graph
Hosted Webs

JPEG Interchange Format

Macintosh PICT Import

Microsoft Access Program
Files

Microsoft Graph
Microsoft Office Download

Location in the installation program

Office Shared Features; Clip Organizer; Clip
Organizer Collections

Microsoft Access for Windows
Office Tools

Office Shared Features; Converters and Filters;
Graphic Filters

Office Shared Features; Converters and Filters;
Graphic Filters

Microsoft Access for Windows
Office Tools; Microsoft Graph
Office Tools; Office Server Extensions Support

Office Shared Features; Converters and Filters;
Graphic Filters

Office Shared Features; Converters and Filters;
Graphic Filters

Microsoft Access for Windows

Office Tools
Office Shared Features



Control

Office 2000 Web
Components

Office 2003 Web
Components

Office SOAP Toolkit
Popular Clip Art

Research Explorer Bar
Save My Settings Wizard
Smart Tag Plug-ins

Spelling and Grammar
Checkers

System Information

Tag Image File Format
Import

Typical Themes
Typical Wizards
Web Discussions

Windows Bitmap Import

Windows Metafile Import

Windows SharePoint
Services Support

Office Shared Features

Office Shared Features

Office Shared Features

Office Shared Features; Clip Organizer; Clip
Organizer Collections

Office Tools
Office Tools
Office Tools

Office Shared Features; Proofing Tools; English

Office Tools

Office Shared Features; Converters and Filters;
Graphic Filters

Office Shared Features; Themes
Microsoft Access for Windows
Office Tools; Office Server Extensions Support

Office Shared Features; Converters and Filters;
Graphic Filters

Office Shared Features; Converters and Filters;
Graphic Filters

Office Tools

Installed on first use (default)

Feature

Location in the installation program

Access .NET Programmability =~ Microsoft Access for Windows; .NET

Support
Additional Themes
Additional Wizards

Computer Graphics Metafile

Import

Programmability Support
Office Shared Features; Themes
Microsoft Access for Windows

Office Shared Features; Converters and
Filters; Graphic Filters



Corel Draw Import

Database Replication

Digital Signature for Visual Basic
for Applications (VBA) Projects

Equation Editor
French Proofing Tools

Japanese Font

Language Settings Tool

Microsoft Graph .NET
Programmability Support

Microsoft Handwriting
Component

Microsoft Query

Northwind Database

Northwind Sample Access Project

Office 2003 Web Components
.NET Programmability Support

Office Assistant (six additional
Assistants)

PNG File Format Import

Snapshot Viewer
Spanish Proofing Tools

Speech

Visual Basic Help

Web Scripting (Microsoft Script
Editor)

Office Shared Features; Converters and
Filters; Graphic Filters

Microsoft Access for Windows
Office Shared Features

Office Tools
Office Shared Features; Proofing Tools

Office Shared Features; International
Support

Office Tools

Office Tools; Microsoft Graph; .NET
Programmability Support

Office Shared Features

Office Tools

Microsoft Access for Windows; Sample
Databases

Microsoft Access for Windows; Sample
Databases

Office Shared Features; Office 2003 Web
Components; .NET Programmability
Support

Office Shared Features; Office Assistant

Office Shared Features; Converters and
Filters; Graphic Filters

Microsoft Access for Windows
Office Shared Features; Proofing Tools

Office Shared Features; Alternative User
Input

Office Shared Features; Visual Basic for
Applications

Office Tools; HTML Source Editing

Office Shared Features; Converters and



WordPerfect Graphics Filters Filters; Graphic Filters

Not installed (custom installation only)

Feature Location in the installation program

. Office Shared Features; Alternative User
Handwriting

Input
New and Open Office Document

Office Shared Features

Shortcuts

Office Shared Features; International
Support

Office Shared Features; International

Support

Syriac Font

Universal Font

Other features such as the sample databases and proofing tools

After you have installed Microsoft Access 2003, the sample databases appear on
the Help menu, under Sample Databases, if they were installed.

The Microsoft Access 2003 Setup program may also install Text Converters and
additional Proofing Tools; most of these components are installed on first use
and therefore do not consume a large amount of disk space. Although you can
use these components with other Microsoft Office 2003 applications such as
Microsoft Word and Microsoft Excel, they are not designed to be used directly
with Microsoft Access.

Other programs in Microsoft Office 2003

The following programs are installed with all configurations of Microsoft Office
2003, if a typical installation is selected. Additional programs may be installed
with other configurations.

Program and location in the Custom dialog box Installed with Typical
of Setup Setup?

Microsoft Excel Yes
Microsoft Word Yes



Microsoft PowerPoint Yes
Microsoft Outlook Yes
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Which wizards are installed in Access
2003

Some of the content in this topic may not be applicable to some languages.

Wizards installed when you select the "Typical Wizards" component in
Setup

Note You can install any of the wizards in this topic by double-clicking
Add/Remove Programs in Windows Control Panel and running Microsoft
Office 2003 Setup.

AutoDialer Link HTML
AutoForm Link Spreadsheet
AutoFormat Link Text

AutoPage List Box

AutoReport Lookup

Combo Box Microsoft Word Mail Merge
Command Button Page

Crosstab Query Page Combo Box
Database Page Command Button
Export Page List Box

Field Builder Picture Builder

Form PivotTable

Import Exchange/Outlook Print Relationships
Import HTML Report

Import Spreadsheet Simple Query

Import Text Switchboard Manager
Label Table

Link Exchange/Outlook

Wizards installed when you select the "Additional Wizards" component in




Setup

Add-in Manager Microsoft SQL Server Database
Database Splitter ODBC Connect String Builder
Documenter Option Group

Find Duplicates Query Partial Replica

Find Unmatched Query Performance Analyzer

Graph (Chart) Security

Input Mask Subform/Subreport

Link Table Wizard Table Analyzer

Linked Table Manager Subform/Subreport Field Linker

Macro To Module Converter Upsizing

Note The following wizards are always installed: Color Builder, Expression
Builder, Query Builder.
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Install or uninstall menu add-ins

You can install or uninstall add-ins by using the Add-in Manager.

1. On the Tools menu, point to Add-ins, and then click Add-in Manager.

Once the Add-in Manager dialog box is displayed, the Available Add-ins
list displays the add-ins that are currently available. An add-in is already
installed if there is an X next to its name. If an add-in is uninstalled,
Microsoft Access removes the X but keeps the name in the list.

2. Do one of the following:
o To add an add-in to the list, click Add New, and then specify the add-
in's location.
o To install a currently available add-in, click the add-in name in the
Available Add-ins list, and then click Install.
o To uninstall a currently available add-in, click the add-in name in the
Available Add-ins list, and then click Uninstall.
3. Click Close when you've finished.

Note You should uninstall an add-in before opening it as a database to modify
its design.
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Wizards, builders, and add-ins in
Access 2003

Wizards

Wizard

AutoDialer Wizard

AutoForm Wizard

AutoFormat
Wizard

AutoPage Wizard

AutoReport
Wizard

Chart Wizard

Combo Box
Wizard

Command Button
Wizard

Conflict Resolver
Wizard

Crosstab Query
Wizard

Database Splitter
Wizard

Database Wizard
Documenter

Export Text
Wizard

Description

Allows you to specify modem information when you click
an AutoDialer button in Form view.

Creates a form automatically.
Applies a predefined format to a form or report.

Creates a data access page automatically.

Creates a report automatically.

Adds a chart to a form or report based on the data in a table
or query.

Creates a combo box control on a form.

Creates a command button control on a form.

Resolves conflicts between replicated databases at
synchronization time.

Creates a query that summarizes data in a compact,
spreadsheet-like format.

Splits databases into data and interface portions, so that one
or more users can have local copies of the interface
connected to the data on a server.

Creates an entirely new database for a variety of uses.

Generates an Access report that displays the design
characteristics of database objects.

Exports data to a text file.



Find Duplicates  Creates a query that finds records that have duplicate field

Query Wizard values and are in a single table or query.

Find Unmatched Creates a query that finds records in one table that have no
Query Wizard related records in another table.

Form Wizard Creates a new form.

Import

Imports an Exchange or Outlook folder to a table in a

Egchange/Outlook Microsoft Access database.
Wizard
Import HTML Imports HTML tables and lists from the Internet or an
Wizard intranet into a Microsoft Access table.
Import . .
Imports a Microsoft Excel or other spreadsheet into a

Spreadsheet .

: Microsoft Access table.
Wizard
Import Text Imports a text file into a Microsoft Access table.
Wizard
Input Mask Wizard Creates an input mask for a field that you choose in a table.
Label Wizard Creates mailing labels in standard and custom sizes.
Link Links an Exchange or Outlook folder to a table in a
Exchange/Outlook .

: Microsoft Access database.
Wizard
Link HTML Links an HTML table or list on the Internet or an intranet to
Wizard a Microsoft Access table.
Llpk Spreadsheet Links spreadsheet data to a Microsoft Access table.
Wizard

Link Table Wizard Links to tables in an Access project
Link Text Wizard Links a text file to a Microsoft Access table.

Linked Table
Manager

List Box Wizard Creates a list box control on a form.

Creates a lookup column in a table, which displays a list of
values the user can choose from.

Manages attachments to tables between databases.

Lookup Wizard

Macro To Module
Converter
Microsoft Access Manages mail merge operations for merging tables, views,
Mail Merge functions, or stored procedure into Microsoft Word
Wizard documents.

Converts macros to Visual Basic code.



Microsoft SQL
Server Database
Wizard

Microsoft Word
Mail Merge
Wizard

Option Group
Wizard

Page Combo Box
Wizard

Page Command
Button Wizard

Page List Box
Wizard

Page Wizard

Partial Replica
Wizard

Performance
Analyzer

PivotTable Wizard

Print Relationships
Wizard

Report Wizard
Simple Query
Wizard

Subform/Subreport
Field Linker

Subform/Subreport
Wizard

Switchboard
Manager

Table Analyzer
Wizard

Table Wizard

Creates a new Microsoft SQL Server Database that a new
Microsoft Access project is connected to.

Manages mail merge operations by using letters that are
stored in Microsoft Word and addresses that are stored in
Microsoft Access.

Creates a group of option buttons on a form.
Creates a drop-down control on a data access page.
Creates a command button control on a data access page.

Creates a list box control on a data access page.
Creates a new data access page.
Creates or modifies a partial replica of a replica database.

Analyzes the efficiency of a database and produces a list of
suggestions for improving its performance.

Places a Microsoft Excel PivotTable on a Microsoft Access
form.

Creates a report that diagrams the relationships in a
Microsoft Access database.

Creates a report that is based on a table or query.
Creates a select query from the fields that you pick.

Links fields in a main form and a subform, or in a main
report and a subreport.

Creates a new subform or subreport on a form or report.

Creates and manages switchboard forms for applications.

Takes a table with a lot of duplicate data and splits it into
related tables for more efficient storage.

Creates a new table.



Upsizes a Microsoft Access database to a Microsoft SQL

.. ard
Upsizing Wizar Server database.

Creates a new, encoded database, with regulated user
User-Level access, from an existing database. Regulates user access to
Security Wizard  the current database and creates an unsecured backup copy
of the database.

Builders
Builder Description
Color Builder Displays a palette for creating customized colors.

Creates expressions for macros, queries, and

Expression Builder property sheets.

Field Builder Creates fields in tables.
ODBC Connection String Creates the correct syntax for a connection to an
Builder ODBC database.
Picture Builder Creates bitmap images for forms and reports.
Query Builder Creates the correct syntax for a query.
Smart Tags Builder Dls‘:plays a list of available smart tags and their
actions.
Add-ins
Add-in Description

Add-in Manager Installs and uninstalls wizards, builders, and add-ins.
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Register an ActiveX control (OLE
custom control)

Use this procedure to register an ActiveX control that is not included with
Microsoft Access.

1.
2.
3.
4.

5.

Add the files for the control to your hard disk. For more information, see
the documentation that came with the control.

On the Access Tools menu, click ActiveX Controls.

In the ActiveX Controls dialog box, click Register.

In the Add ActiveX Control dialog box, specify a path to the control, and
then click OK.

Click Close.

Security Use caution when you are adding ActiveX controls to your Web page.
ActiveX controls may be designed in such a way that their use could pose a
security risk. We recommend that you use controls from trusted sources only.



Customize the Access environment by
setting defaults

1. On the Tools menu, click Options.
2. Click the tab for the options you want to set.
3. Select the options you want to use.
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Set command-line options for starting
Access

Start Microsoft Access with command-line options from the Microsoft
Windows Start menu

1. Click the Windows Start button, point to Settings, and then click Taskbar
& Start Menu.

2. Click the Advanced tab, and then click Add.

3. In the Create Shortcut dialog box, specify a path to the Microsoft Access
program file, or click Browse. It's located by default in C:\Program
Files\Microsoft Office\Office1l.

4. Click to the right of the Access startup command in the box where you type
the location of the item, and then type the desired command-line options.

For example, the following command line starts Microsoft Access and
opens the Northwind sample database for exclusive access.

"C:\Program Files\Microsoft Office\Office11\MSAccess.exe"
"C:\Program Files\Microsoft
Office\Officel11\Samples\Northwind.mdb" /excl

Search Windows Help for "adding shortcuts” for more information.

Start Microsoft Access with command-line options using a shortcut

1. Open the folder where Microsoft Access is installed (located by default in
C:\Program Files\Microsoft Office\Office1l).

2. Right-click the Microsoft Access program icon, and then click Create
Shortcut.

3. Right-click the shortcut icon just created, click Properties, and then click
the Shortcut tab.

4. Click to the right of the Microsoft Access startup command in the Target
box, and then type the desired command-line options.



For example, the following command line starts Microsoft Access and
opens the Northwind sample database for exclusive access.

"C:\Program Files\Microsoft Office\Office11\MSAccess.exe"
"C:\Program Files\Microsoft

Office\Office11\Samples\Northwind.mdb" /excl

Note After you create a shortcut you can put it on your desktop or in a folder, or

add it to the Start menu. Search Microsoft Windows Help for "adding shortcuts"
for more information.

You can also create a shortcut to open any Microsoft Access database object
directly from Windows.
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Startup command-line options

The following table lists the Microsoft Access command-line options.

Option Effect

Opens the specified Microsoft Access database or Microsoft Access
project. Include a path if necessary.

Opens the specified Access database for exclusive access. To open

/excl the database for shared access in a multiuser environment, omit this
option. Applies to Access databases only.

database

Opens the specified Access database or Access project for read-

/ro
only access.

/user user Starts Access by using the specified user name. Applies to Access
name databases only.

/pwd Starts Access by using the specified password. Applies to Access
password  databases only.

Starts Access by using the options in the specified user profile
instead of the standard Windows Registry settings created when

Z[;z(;flljl:o file you installed Microsoft Access. This replaces the /ini option used in
versions of Microsoft Access prior to Access 97 to specify an
initialization file.

Compacts and repairs the Access database, or compacts the Access
project that was specified before the /compact option, and then

/compact closes Access. If you omit a target file name following the

target /compact option, the file is compacted to the original name and

database or folder. To compact to a different name, specify a target file. If you

target don't include a path in target database or target Access project, the

Access target file is created in your My Documents folder by default.

project

In an Access project, this option compacts the Access project (.adp)
file but not the Microsoft SQL Server database.

Repairs the Access database that was specified before the /repair
option, and then closes Microsoft Access. In Microsoft Access
/repair 2000 or later, compact and repair functionality is combined under



/convert
target
database

/X macro

/cmd

/nostartup

/wrkgrp
workgroup

/compact. The /repair option is supported for backward
compatibility.

Converts a previous-version Access database or Access project to
Access 2000 file format, renames the new file, and then closes
Access. You must specify the source database before you use the
/convert option.

Starts Access and runs the specified macro. Another way to run a
macro when you open a database is to use an AutoExec macro.

Caution Macros can contain viruses, so you must be careful about
running them. Take the following precautions: run up-to-date
antivirus software on your computer; set your macro security level
to high; use digital signatures; maintain a list of trusted sources of
macros.

Specifies that what follows on the command line is the value that
will be returned by the Command function. This option must be
the last option on the command line. You can use a semicolon (;) as
an alternative to /cmd.

Use this option to specify a command-line argument that can be
used in Visual Basic code.

Starts Access without displaying the task pane (the second dialog
box that you see when you start Access).

Starts Access by using the specified workgroup information file.

information Applies to Access databases only.

file

Notes

e To run a Visual Basic for Applications procedure when you open a
database, use the RunCode action in the AutoExec macro or in the macro
that you run by using the command-line option /x. You can also run a
Visual Basic procedure when you open a database by creating a form with a
Visual Basic procedure defined for its OnOpen event. Designate this form
as the startup form by right-clicking the Database window, clicking



Startup, and then entering that form in the Display Form/Page box.

¢ To specify a forward slash (/) or semicolon (;) on the command line, type
the character twice. For example, to specify the password ;mjs/md on the
command line, type ;;mjs//md following the /pwd command-line option.
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Show or hide the task pane at Access
startup

The task pane that appears when you start Microsoft Access has options for
creating or opening a Microsoft Access database or a Microsoft Access project.
You can show or hide the task pane at Access startup by doing the following:

1. On the Tools menu, click Options.
2. Click the View tab.
3. Under Show, select or clear the Startup Task Pane check box.



Show or hide the status bar

Show or hide the status bar for all your Microsoft
Access files

1. On the Tools menu, click Options.
2. On the View tab under Show, select or clear the Status bar check box.



Show or hide the status bar for a specific Access file

1. On the Tools menu, click Startup.
2. Select or clear the Display Status Bar check box.

Note Changes to this setting in the Startup dialog box won't take effect until
the next time you open the Access file.
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Change the default folder for new
Access databases, Access projects, or
pages

1. On the Tools menu, click Options.
2. Do one of the following:

Change the default folder for new Microsoft Access databases or
Microsoft Access projects

1. Click the General tab.

2. In the Default database folder box, type the path name of any valid
folder where you want to store new Microsoft Access database files or
Microsoft Access project files.

Change the default folder for new data access pages

1. Click the Pages tab.

2. Under Default Database/Project Properties, select the Use Default
Page Folder check box, and in the Default Page Folder box, type the
path name of the folder where you want to save new pages.
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Change the default behavior for
selecting or opening database objects

By default, you select a database object in the Database window by clicking it,
and you open an object by double-clicking it. However, you can change this
default behavior so that you open an object by single-clicking it and select it by
resting the pointer on it.

1. On the Tools menu, click Options.
2. On the View tab, click Single-click open.
Tip

You can also select a database object in the Database window by typing the
name of the object.



Change default behavior for find or
replace operations

1. On the Tools menu, click Options.
2. Click the Edit/Find tab.
3. Under Default find/replace behavior, do one of the following:

Select Fast Search to search the current field and match the whole field.
Select General Search to search all fields and match any part of the field.

Select Start Of Field Search to search the current field and match the
beginning characters of the field.

Note Changes made to this setting don't take effect until the next time you start
Microsoft Access.
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Set OLE/DDE preferences

1. On the Tools menu, click Options, and then click the Advanced tab.
2. Under DDE operations, do one or more of the following:

To ignore DDE requests from other applications, select Ignore DDE
requests.

To update DDE links at the interval specified in the Refresh interval box,
select Enable DDE refresh.

3. In the OLE/DDE timeout box, enter the number of seconds (0 to 300)
Microsoft Access should wait before retrying a failed OLE or DDE
operation.
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Specify how the insertion point
behaves

1. On the Tools menu, click Options, and then click the Keyboard tab.
2. Do one of the following:

Specify whether you move to the next character or the next field
when you press an arrow key

o Under Arrow key behavior, do one of the following:

To move the insertion point to the next or previous field after you press
the RIGHT or LEFT ARROW key, click Next field.

To move the insertion point to the next or previous character after you
press the RIGHT or LEFT ARROW key, click Next character.

Note If you select Next field under Arrow key behavior, you can still
move the insertion point within a field by pressing F2.

Prevent the insertion point from moving to another record when you
press the RIGHT or LEFT ARROW key

o Do one of the following:

To lock the cursor within the current record, select the Cursor stops at
first/last field check box. This prevents the insertion point from
moving from the first or last field to the previous or next record when
you press the RIGHT or LEFT ARROW keys.

To allow the insertion point to move from record to record, clear the
Cursor stops at first/last field check box.

Specify how the insertion point behaves when you move to another

field



You can specify the location of the insertion point when pressing the
ENTER, TAB, or arrow keys to move from field to field on forms and
datasheets.

1. Under Arrow key behavior, click Next field.
2. Under Behavior entering field, do one of the following:

To select the entire field when you enter it, click Select entire field.

To place the insertion point at the start of the field when you enter it,
click Go to start of field.

To place the insertion point at the end of the field when you enter it,
click Go to end of field.

Specify how the insertion point behaves when you press ENTER

o Under Move after enter, do one of the following:

To keep the insertion point in the current field after you press ENTER,
click Don't move.

To move the insertion point to the next field after you press ENTER,
click Next field.

To move the insertion point to the current field of the next record after
you press ENTER, click Next record.

Note These settings do not apply to data access pages.
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Turn confirmation messages on or off

1. On the Tools menu, click Options.
2. Click the Edit/Find tab.
3. Under Confirm, do one or more of the following:

To display a confirmation message when you change a record, select
Record changes.

To display a confirmation message when you delete a database object,
select Document deletions.

To display a confirmation message when you run an action query (Access
database only), select Action queries.

Note The Record changes and Action queries options don't apply to data
access pages.



Specify the default language sort
order (MDB)

Note The information in this topic applies only to a Microsoft Access database
(.mdb).

1. On the Tools menu, click Options.

2. Click the General tab.

3. To specify the default language sort order for a new database, click the
language that you want to use in the New database sort order box.

Note To reset the sort order for an existing database to the language that you
selected in the General tab, compact that database.
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Display four-digit years in all fields
and controls containing dates

You can ensure that Date fields and controls display four-digit years, even if the
Format property settings for individual fields and controls specify dates with
two-digit years.

1. On the Tools menu, click Options, and then click the General tab.
2. Under Use four-digit-year formatting, do one of the following:

To display four-digit years in the current Microsoft Access file, select the
This database check box.

To display four-digit years in all Access files, select the All databases
check box.

Note Selecting one of these check boxes only changes how dates are displayed
— it does not change the data itself.
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Create your own wizards, builders,
and add-ins

To develop your own add-in (wizard, builder, or menu add-in), you can set
several database properties and create a USysReglInfo table in the add-in
database (*.mda, *.mde) so that it can be installed by using the Add-in Manager.
You can also develop a COM add-in that can be installed by the Add-in
Manager. For more information, see "Add-ins, Templates, Wizards, and
Libraries," in The Microsoft Office XP Developer's Guide. For more information
about creating a USysReglnfo table, see the Microsoft Developer Network Web
site.



http://r.office.microsoft.com/r/rlidAWSContentRedir?AssetID=XT010183231033&CTT=11&Origin=HP051889871033
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Set Access run-time options

Caution Incorrectly editing the registry may severely damage your operating
system, requiring you to reinstall it. Microsoft cannot guarantee that problems
resulting from editing the registry incorrectly can be resolved. Before editing the
registry, back up any valuable data. For the most recent information about using
and protecting your computer's registry, see Microsoft Windows Help.

1. Create a Microsoft Access user profile.

2. Under your Access user profile subkey, create a subkey called \Run-Time
Options.

3. Do one or more of the following:

Replace the Access title bar with an application-specific title

1. Create a subkey TitleBar under the \Run Time Options subkey.
2. Set the value of TitleBar as the text you want displayed in the title bar of
your application's main window.

Notes

e This setting corresponds to the Application Title startup property.
e AppTitleBar is also a valid subkey that Access provides for backward
compatibilty.

Replace the Access icon with an application-specific icon
1. Create a subkey Icon under the \Run Time Options subkey.

2. Set the value of Icon as the path to the icon displayed in your application's
title bar and when your application is minimized.

Note This setting corresponds to the Application Icon startup property.

Specify an application-specific Help file



1. Create a subkey AppHelpFile under the \Run Time Options subkey.

2. Set the value of AppHelpFile as the path to the default Help file used when
a user first gets Help.

Display a splash screen that uniquely identifies and announces your
application when it starts

1. Create a subkey StartupScreen under the \Run Time Options subkey.
2. Set the value of StartupScreen as the name of the splash screen.
Notes

e A splash screen is different from a startup form and displays before any
startup form you might have specified in the Startup dialog box. This run-
time option takes precedence over a splash screen defined without using a
run-time option.

e AppSplashScreen is also a valid subkey that Access provides for backward
compatibilty.

Create a splash screen without using a run-time option

1. Create a bitmap with the same name as your application and a .bmp
extension. For example, if your application name is Taxes.mdb, your
bitmap file name would be Taxes.bmp.

2. Put it in the same folder as your application.

3. Using Microsoft Windows Explorer, create a shortcut for your application
that specifies the bitmap name on the command line, and then enter it in the
Target box (Shortcut Properties dialog box, Shortcut tab). For example:
"C:\Program Files\Microsoft Office\Office 11\MSAccess.exe C:\My
Files\Taxes.mdb"

Access looks for such a file when the application opens, and if it finds one, uses
it as a splash screen.



Change the font in SQL and query
Design View (MDB)

Note The information in this topic applies only to a Microsoft Access database
(.mdb).

1. On the Tools menu, click Options.
2. Click the Tables/Queries tab.
3. In the Query design font group, select the font and font size.

Note These font settings apply to Access as a whole and are not specific to the
Access database or query currently in use.



Set the number of files shown in the
list of recently used files

When you start Microsoft Access, when you click New on the File menu, or
when you click File on the menu bar, a list of the most recently used files
appears. You can click a file name in this list to open the file with the same
option settings it had the last time you opened it. You can also change the
number of file names that appear on the list of recently used files.

1. On the Tools menu, click Options.
2. On the General tab, do one of the following:

o To prevent any files from appearing in the list, clear the Recently used
file list check box.

o To change the number of files that appear in the list, make sure the
Recently used file list check box is selected, and then, in the box to its
right, select the number of files you want in the list. By default, four
files appear in the recently used file list, but you can set the list to
contain as many as nine files.



Tips for improving the performance
of Microsoft Access and your system

The following guidelines can help you optimize the performance of Microsoft
Access on your computer:

If you're using databases that other users don't need to share, install
Microsoft Access and all your databases on your hard disk drive rather than
on a network server.

If you are the only person using a database, open the database for exclusive
use; in the Open dialog box, click the arrow next to Open button, and then
click Open Exclusive.

Make more memory available by closing applications that you aren't using.
Increase RAM on your computer. 40 MB of memory is recommended— 32
MB of memory plus an additional 8 MB of memory for Microsoft Access.
Don't use any of your RAM for a RAM disk.

Periodically delete unnecessary files and empty your Recycle Bin, compact
your databases, and then defragment your hard disk with the Microsoft
Windows Disk Defragmenter. To run the Disk Defragmenter, click the
Windows Start button, point to Programs, point to Accessories, point to
System Tools, and then click Disk Defragmenter.

In most cases, the default virtual memory setting used by Windows should
perform optimally. However, in some situations, adjusting virtual memory
parameters can improve performance. If you've already tried deleting
unnecessary files and you still have a performance problem, try changing
the default virtual memory setting in the following cases:

o You don't have much disk space available on the drive that is currently
being used for virtual memory, and another local drive with space is
available.

o Another local drive is available that is faster than the current drive
(unless that disk is heavily used).

In these cases, you might get better performance by specifying a different
drive for virtual memory.

You also might get better performance by specifying that the disk space



available for virtual memory be at least 25 MB minus available RAM. For
example, if your computer has 12 MB of RAM, you should specify at least
13 MB of virtual memory. You may want to specify more if you are running
several large applications.

To change Windows virtual memory parameters, in Windows Control
Panel, double-click the System icon, click Performance Options under the
Advanced tab, click the Change button in the Virtual Memory section, and
then specify a different hard disk, or enter a value in the Initial size box
that is at least 25 minus your available RAM.

If you have a wallpaper (full-screen background) bitmap on your Windows
desktop, replace it with a solid color or pattern bitmap, or no bitmap at all.
If you use a screen saver, use a blank screen saver or consider not using one
at all.

Eliminate disk compression software, or consider moving your databases to
an uncompressed drive.

To ensure optimal performance, use substitution fonts only if you need
dual-font support to display all of your data.
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About menus and toolbars

A menu displays a list of commands. Some of these commands have images next
to them so you can quickly associate the command with the image. Most menus
are located on the menu bar, which is the toolbar at the top of the screen.
Toolbars can contain buttons, menus, or a combination of both.
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Displaying only the commands and buttons that you use

Microsoft Office automatically customizes menus and toolbars based on how
often you use the commands. When you first start an Office program, only the
most basic commands appear. Then, as you work, the menus and toolbars adjust
so that only the commands and toolbar buttons you use most often appear.

Displaying all the commands on a menu

To look for a command that you don't use often or have never used before, click
the arrows [ ¥/ at the bottom of the menu to show all the commands. You can also
double-click the menu to expand it. When you expand one menu, all of the
menus are expanded until you choose a command or perform another action.



When you click a command on the expanded menu, the command is
immediately added to the short version of the menu. If you do not use the
command often, it is dropped from the short version of the menu.

Positioning toolbars on the same row

Toolbars can be positioned next to each other in the same row. When you put
multiple toolbars in the same row, there might not be enough room to display all
of the buttons. If there isn't enough room, the buttons that you have used most
recently are displayed.

Seeing all of the toolbar buttons

You can resize to display more buttons, or you can show all buttons on a toolbar.
To see a list of buttons that won't fit on a built-in docked toolbar, click Toolbar

Options E at the end of the toolbar. When you use a button that is not displayed
on the toolbar, that button is moved to the toolbar, and a button that has not been
used recently is dropped to the Toolbar Options list.

Customizing menus and toolbars

You can customize menus and toolbars yourself; you can add and remove
buttons and menus on toolbars, create your own custom toolbars, hide or display
toolbars, and move toolbars. You can customize the menu bar the same way you
customize any built-in toolbar— for example, you can quickly add and remove
buttons and menus on the menu bar— but you can't hide the menu bar.

Customizing your applications

Using Microsoft Access, you can create your own applications with a user
interface that has the "look and feel" of a Microsoft Windows application. In
addition to the toolbar features common to all Office applications, you can do
the following:

¢ Create, delete, and rename your own custom toolbars, menu bars (including
submenus), and shortcut menus.

e Convert the custom toolbars from previous-version macros.

e Import toolbars from another Access data file.




Enhance custom toolbars by adding keys and help information to buttons
and commands.

Protect changes to toolbars, such as movement and resizing.

Attach toolbars to a form or report.

Add Microsoft Visual Basic functions to buttons and commands.

Note In the PivotTable list, spreadsheet, and chart tools on a data access page,
certain toolbar functionalities differ from the rest of Microsoft Access.
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Designate a global menu bar or
shortcut menu

By using your own global menu bar, you control what tasks users can perform in
your Microsoft Access file by limiting and customizing the menus and
commands that are available. The global menu bar replaces the built-in menu bar
for all Microsoft Access windows, except where you've added a custom menu
bar for a form or report. You also can define a global shortcut menu to replace
built-in shortcut menus for datasheets, forms, form controls, and reports.

1. On the Tools menu, click Startup.
2. Do one or more of the following:

To set a global menu bar, in the Menu Bar box, click the name of a custom
menu bar from the current Access database or Access project, or click
(default) to display the built-in menu bar.

To set a global shortcut menu bar, in the Shortcut Menu Bar box, click the
name of a custom shortcut menu from the current Access database or
Access project, or click (default) to use the built-in shortcut menus.

3. To prevent users from switching to the built-in menu bar from the custom
menu bar by pressing CTRL+F11, clear the Use Access Special Keys
check box.

Notes

e Changes to this setting in the Startup dialog box won't take effect until the
next time the Access file is opened.

¢ You can designate or change the global menu bar or shortcut menu in a
Microsoft Visual Basic for Applications procedure by setting the MenuBar
property or ShortcutMenuBar property of the Application object.
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Create a toolbar

Create a toolbar for all Microsoft Access data files

To design a toolbar that's available in all your Microsoft Access databases and
Microsoft Access projects, add buttons to the blank built-in toolbars, Utility 1

and Utility 2.

1.
2.

3.

ok

On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, select the check box for Utility 1 or Utility 2 in the
Toolbars box.

Close the Customize dialog box. Access displays the toolbar you selected
in step 2.

To complete the toolbar, add buttons from the Customize dialog box, move
or copy a button from another toolbar, or add menus.

Create a custom toolbar

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want, and then click OK.
Click the Commands tab.

Do one of the following:

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the displayed
toolbar.



7. When you have added all the buttons and menus you want, click Clese.

Note Custom toolbars that you create are specific to the Access data file. If you
want to use a custom toolbar in a different Access data file, you must re-create or
import the custom toolbar.

Create a toolbar from a macro

1. In the Database window, click Macros |~ | under Objects, and then click the
name of the macro you want to create a toolbar from.

2. On the Tools menu, point to Macro, and then click Create Toolbar from
Macro.

Note Microsoft Access won't delete the original macro (or macros if you're
working with a menu macro and the associated menu macro groups) after it
creates the new toolbar. The new toolbar still depends on the original macro or
macros, except for macros that contain only AddMenu actions or RunCommand
(formerly DoMenultem) actions.

Create a custom menu bar for the current Access data file

1. On the View menu, point to Toolbars, and then click Customize.
On the Toolbars tab, click New.
In the Toolbar Name box, type the name you want, and then click OK.

W N

The new menu bar is now placed next to the Customize dialog box.

On the Toolbars tab, click Properties.

In the Type list, click Menu Bar.

Set any other properties you want, and then click Close.

To complete the menu bar, add custom menus or built-in menus.

Nk

Note You can attach the custom menu bar to a form or report or you can
designate the bar as the global menu bar.

Create a custom shortcut menu

1. On the View menu, point to Toolbars, and then click Customize.
2. On the Toolbars tab, click New.
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In the Toolbar Name box, type the name you want, and then click OK.
On the Toolbars tab, click Properties.

In the Type list, click Popup.

Set the AllowCustomizing property the way you want, and then click
Close.

Microsoft Access adds the shortcut menu to the Shortcut Menus toolbar,
from which you customize all shortcut menus.

In the Toolbars box on the Toolbars tab, click Shortcut Menus.

On the Shortcut Menus toolbar, click the Custom category.

To complete the menu, add commands from the Customize dialog box and
move or copy commands from other menus.

Note You can attach the custom shortcut menu to a form, report, or control, or
designate the menu as the global shortcut menu.

Create a storage toolbar

When you delete a built-in menu, the menu remains in the Customize dialog
box. However, when you delete a custom menu, it is permanently deleted. To
remove a custom menu and save it for later use, create a storage toolbar for
storing your unused custom menus.

1.

ik

Show the toolbar that contains the custom button you want to store.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
m If the toolbar name is listed, click the toolbar name.
m [f the toolbar name is not listed:
1. Click Customize.
2. In the Customize dialog box, click the Toolbars Tab, and
then double-click the toolbar you want to show.
On the Tools menu, click Customize, and then click the Toolbars tab.
Click New.
In the Toolbar name box, type the name you want for the storage toolbar.
Click Close.



The new storage toolbar remains showing on the screen.
. Do one of the following for each custom toolbar button you want to store:

o To move a button, hold down ALT and drag the button to the new
storage toolbar.

o To copy a button, hold down CTRL+ALT and drag the button to the
new storage toolbar.

. To hide the storage toolbar, right-click the storage toolbar and clear the
check box next to its name on the shortcut menu.
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Delete a toolbar, button, or command

Delete a custom toolbar

On the View menu, point to Toolbars, and then click Customize.
Click the Toolbars tab.

In the Toolbars box, select the custom toolbar you want to delete.
Click Delete.

=

Note You can't delete a built-in toolbar. When you select a built-in toolbar, the
Reset button appears, which when clicked restores the toolbar to its default
buttons, menus, and submenus.

Delete a menu

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:

m (Click the toolbar you want to display.

m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the Tools menu, click Customize.
3. With the Customize dialog box open, drag the menu you want to delete off
the toolbar.

Tip

When you delete a built-in menu, the menu is still in the Customize dialog box.
However, when you delete a custom menu, it is permanently deleted. To remove
a custom menu and save it for later use, create a storage toolbar for storing
unused menus, move the menu to this storage toolbar, and then hide the storage
toolbar.




Delete a custom shortcut menu

1. On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, click the name of the custom shortcut menu
you want to delete.

4. In the Type list, change the type to Toolbar, and then close the property
sheet.

N

The name of the shortcut menu now appears in the Toolbars box on the
Toolbars tab.

5. Select the name of your custom shortcut menu in the Toolbars box, and
then click Delete.

Delete a toolbar button

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
m Click the toolbar you want to display.
m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the toolbar, click Toolbar Options 4l
3. Point to Add or Remove Buttons, and do one of the following:

To delete a built-in button from a toolbar or built-in floating toolbar

1. Point to the toolbar name.
2. Clear the check box next to the button you want to delete.

To delete a button from a custom toolbar

1. Click Customize.



2. With the Customize dialog box open, on the toolbar, right-click the
button you want to delete.

3. Click Delete.

4. On the Customize dialog box, click Clese.

Note To delete a button that is not available in the Add or Remove Buttons list,
hold down ALT and then drag the button off the toolbar.

Delete a menu command

1. On the Tools menu, click Customize.

2. In the program window, click the menu that contains the command you
want to delete.

Drag the command you want to delete off the menu.

4. On the Customize dialog box, click Clese.

w
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Rename a toolbar, command, or
button

You can rename any custom toolbar that you have created; however, you cannot

Rename a custom toolbar

rename a built-in toolbar that comes with Microsoft Office.

ik W
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On the View menu, point to Toolbars, and then click Customize.
Click the Toolbars tab.

In the Toolbars box, click the custom toolbar you want to rename.
Click Rename.

Type a new name in the Toolbar name box, and then press ENTER.

Rename a menu

On the View menu, point to Toolbars, and then click Customize.

With the Customize dialog box open, right-click the menu you want to
rename, type the new name in the Name box on the shortcut menu, and
then press ENTER.

On the Customize dialog box, click Close.

Rename a custom shortcut menu

On the View menu, point to Toolbars, and then click Customize.
On the Toolbars tab, click Properties.

In the Selected Toolbar box, click the shortcut menu you want to rename.

In the Toolbar Name box, type the new name.

Rename a menu command or toolbar button

Make sure the toolbar you want to change is visible.

How?



1. On the View menu, point to Toolbars.
2. Do one of the following:

m (Click the toolbar you want to display.

m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the Tools menu, click Customize.
3. Do one of the following:

o To rename a menu command, click the menu that contains the
command, right-click the command, type a name in the Name box,
and then press ENTER.

o To rename a toolbar button, right-click the button, type the name in the
Name box, and then press ENTER.

Note If the toolbar button doesn't display text, you won't see the name change
except when you view the ScreenTip by resting the mouse pointer on the button.



Add a submenu to a menu

You can add a submenu to a built-in or custom menu.

1.
2.
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On the View menu, point to Toolbars, and then click Customize.

If the toolbar, menu bar, or shortcut menu isn't already shown within the
program window, click the Toolbars tab, and then double-click the toolbar,
menu bar, or shortcut menu name you want to show.

In the Customize dialog box, click the Commands tab.

In the Categories box, click New Menu.

From the Commands box, drag New Menu over the menu you want to add
the submenu to until the top-level menu drops down, and then add New
Menu in the desired location.

Right-click the new submenu, and then type a name in the Name box on the
shortcut menu. Press ENTER.

Complete the menu by adding commands from the Customize dialog box,
or by moving or copying commands from other menus.
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Customize a shortcut menu

. On the Tools menu, click Customize.

. Click the Toolbars tab.

. Under Toolbars, select the Shortcut Menus check box.
. Do one of the following:

A WN

Delete a command from a shortcut menu

1. Click a category on the Shortcut Menu toolbar, and then click the
shortcut menu that contains the command.

2. Drag the command off the menu.

Add a command to a shortcut menu

1. Click a category on the Shortcut Menu toolbar, and then click the
shortcut menu you want to modify.

2. In the Customize dialog box, click the Commands tab.
3. In the Categories box, click a category for the command.

4. Drag the command from the Commands box to where you want it to
appear on the shortcut menu, and then release the mouse button.
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Add a function to a button or
command

Add a custom button that runs a Microsoft Visual Basic function to a
toolbar

1. Create the function you want the button to run.

How?
1. To open a module, do one of the following:

To open a new standard module, in the Database window, click

Modules #:/ under Objects, and then click the New button on the
Database window toolbar.

To open an existing standard module, click Modules ¥t/ under
Objects, select the module you want to open, and then click Design.

To open a form module or report module, open the form or report in
Design view, and then click Code £}/ on the toolbar.

To open a new class module that isn't associated with a form or report,
in the Database window click Class Module on the Insert menu.

To open an existing class module, in the Database window, click
Modules it/ under Objects, select the module you want to open, and
then click the Design button on the Database window toolbar.

2. Declare the function by typing the Function statement.

3. Type a function name immediately followed by any function
arguments in parentheses. For example, the following declaration for
the IsL.oaded function specifies strFormName as an argument:

Function IsLoaded (strFormName As String) As Boolean



o
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4. Add the Microsoft Visual Basic code that performs the operation or
calculation that you want the function to perform.

On the View menu, point to Toolbars, and then click Customize.
If the toolbar isn't already shown within the program window, click the
Toolbars tab, and then double-click the toolbar name you want to show.
In the Customize dialog box, click the Commands tab.
In the Categories box, click File.
Drag the Custom command from the Commands box to the desired
toolbar within the program window.
With the Customize dialog box open, right-click the button on the toolbar.
On the shortcut menu, type a new name for the button in the Name box.
On the same shortcut menu, click Properties.
In the On Action box, type the name of the function you want to run in the
format =functionname(). For example, for a custom function named
SetCaption(), type =SetCaption(). For a built-in function, enter the name of
the function and any required arguments; for example
=MsgBox(IIf(Instr(Time(), "PM"), "Good Afternoon", "Good
Morning")).
Specify any other properties for the button.

Add a custom command that runs a Visual Basic function to a menu

. Create the function you want the command to run.

How?
1. To open a module, do one of the following:

To open a new standard module, in the Database window, click
Modules #:/ under Objects, and then click the New button on the
Database window toolbar.

To open an existing standard module, click Modules ¥t/ under
Objects, select the module you want to open, and then click Design.

To open a form module or report module, open the form or report in
Design view, and then click Code £}/ on the toolbar.

To open a new class module that isn't associated with a form or report,




in the Database window click Class Module on the Insert menu.

To open an existing class module, in the Database window, click
Modules it/ under Objects, select the module you want to open, and
then click the Design button on the Database window toolbar.

2. Declare the function by typing the Function statement.

3. Type a function name immediately followed by any function
arguments in parentheses. For example, the following declaration for
the IsL.oaded function specifies strFormName as an argument:

Function IsLoaded (strFormName As String) As Boolean

4. Add the Microsoft Visual Basic code that performs the operation or
calculation that you want the function to perform.

2. On the View menu, point to Toolbars, and then click Customize.

3. If the toolbar, menu bar, or shortcut menu isn't already shown within the
program window, click the Toolbars tab, and then double-click the toolbar,
menu bar, or shortcut menu name you want to show.

4. In the Customize dialog box, click the Commands tab.

In the Categories box, click File.

6. Drag the Custom command from the Commands box over the menu on the
menu bar or the toolbar, or under the appropriate category on the Shortcut
Menus toolbar. When the menu displays a list of menu commands (or an
empty box if it's new), point to the location where you want the command
to appear on the menu, and then release the mouse button.

7. With the Customize dialog box open, right-click the command on the

menu. On the shortcut menu, type a new name for the command in the

Name box.

On the same shortcut menu, click Properties.

9. In the On Action box, type the name of the function you want to run in the
format =functionname(). For example, for a custom function named
SetCaption(), type =SetCaption(). For a built-in function, enter the name of
the function and any required arguments; for example
=MsgBox(IIf(Instr(Time(), "PM"), "Good Afternoon", "Good
Morning")).

10. Specify any other properties for the command.

o1
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Note If you add a command to a built-in menu (for example, the Edit menu),



that command will appear in all views containing that built-in menu.
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Add an access key to a menu,
command, or button

Assign an access key to a menu or command

You can use an access key instead of the mouse to move the focus to a menu or
command. For example, press the access keys ALT+T to move the focus to the
Tools menu, then press the access key O to select the Options command.

1. On the View menu, point to Toolbars, and then click Customize.

2. If the toolbar, menu bar, or shortcut menu isn't already shown within the
program window, click the Toolbars tab, and then double-click the toolbar,
menu bar, or shortcut menu name you want to show.

3. With the Customize dialog box open, right-click the menu or command in
the program window you want to specify an access key for.

4. In the Name box, type an ampersand (&) before the character you want to
use as the access key.

On the menu or command, Microsoft Access adds an underscore to the
character you've designated as the access key.

Note Use a different access key for each command on a given menu.

Create shortcut key text for a built-in toolbar button or menu command

This procedure only creates the shortcut key text. It doesn't assign the action you
want the key to perform.

1. On the View menu, point to Toolbars, and then click Customize.

2. If the toolbar isn't already shown within the program window, click the
Toolbars tab, and then double-click the toolbar name you want to show.

3. With the Customize dialog box open, right-click the built-in toolbar button
or menu command in the program window you want to specify shortcut text
for.

4. Click Properties on the shortcut menu.




5. In the Shortcut Text property box, type the shortcut key or key
combination that you want to display. (The Shortcut Text property isn't
available for custom buttons or commands.)

6. To assign the action you want the shortcut keys to perform, create an
AutoKeys macro.

How?

You can assign an action or set of actions to a specific key or key
combination by creating an AutoKeys macro group. When you press the
key or key combination, Microsoft Access carries out the action. If you
assign an action to a key combination that is already being used by Access
(for example, CTRL+C is the key combination for Copy), the action you
assign this key combination replaces the Access key assignment.

In the Database window, click Macros |Z | under Objects.

Click New.

Click Macro Names | 2/ on the toolbar.

In the Macro Name column, type the key or key combination to which
you want to assign the action or set of actions

Eal e

Syntax for AutoKeys key combinations

The following table shows the key combinations you can use to make
key assignments in an AutoKeys macro group. These key
combinations are a subset of the syntax used in the SendKeys
statement in Microsoft Visual Basic.

SendKeys syntax Key combination
AA or N4 CTRL+Any letter or number key
{F1} Any function key
NMF1} CTRL+Any function key
+{F1} SHIFT+Any function key
{INSERT} INS
NMINSERT} CTRL+INS
+{INSERT} SHIFT+INS

{DELETE} or {DEL} DEL



NMDELETE} or {DEL} CTRL+DEL
+{DELETE} or +{DEL} SHIFT+DEL

5. Add the action or set of actions you want the key or key combination
to carry out. For example, you could add a RunMacro action that runs
the Print Current Record macro when CTRL+P is pressed.

= AutoKeys : Macro

Macro Mame | Action Cam
| 3k Runtdacro | Run

Action Argu

Macro Mame Print Current Record

6. Repeat steps 4 and 5 for any other key assignments you want to make.
7. Save the macro group with the name AutoKeys.

The new key assignments are in effect as soon as you save the macro
group and each time you open the database.

Note For a command on a menu, the shortcut key text appears to the right of the
command. For a toolbar button, the shortcut key text appears in the ToolTip, and
only if you have selected the Show shortcut keys In ScreenTips box on the
Options tab within the Customize dialog box. This dialog box is accessed
through the View menu, by pointing to Toolbars and then clicking on
Customize.



Convert a previous-version menu
macro to a menu

This procedure creates the new style of menu bar or shortcut menu from macros
you created in a previous version of Microsoft Access.

1. In the Database window, under Objects, click Macros |= | and then click the
name of the macro you want to create a menu bar or shortcut menu for.

Select only the top-level menu bar macro. You don't need to select the
macro group for each menu that appears on the menu bar.

2. On the Tools menu, point to Macro, and then click Create Menu from
Macro or Create Shortcut Menu from Macro.

Note Access won't delete the original macro (or macros if you're working with a
menu bar macro and the associated menu macro groups) after it creates the new
menu bar or shortcut menu. The new menu bar still depends on the original
macro or macros, except for macros that contain only AddMenu actions or
RunCommand (formerly DoMenultem) actions.
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Import menus and toolbars

You can import custom menus and toolbars from a Microsoft Access database or
Microsoft Access project. However, Access won't import a toolbar, menu bar, or

shortcut menu if it has the same name as one in the Access data file you're
importing to— you must rename it before importing.

1.
2.
3.

i

Open a database.

On the File menu, point to Get External Data, and then click Import.

In the Files of type box, make sure Microsoft Access (*.mdb, *.adp) is
selected.

In the Look in box, select the drive and folder for the Microsoft Access
database (.mdb or .adp) that you want to import from, and then double-click
the database.

In the Import Objects dialog box, click Options.

Under Import, click Menus and Toolbars.
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Restore original toolbar, button, and
command settings

Do one or more of the following:

Reset all default settings for a built-in toolbar or menu bar to display either

the original buttons or the menus and commands and to restore their original
property settings.

Microsoft Access will also restore the original property settings for the toolbar or
menu bar itself, including restoring its screen location and size, and hiding or
showing the bar.

1. On the View menu, point to Toolbars, and then click Customize.

2. On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, select the name of the toolbar or menu bar
you want to reset default settings for.

4. Click the Restore Defaults button.

The Restore Defaults button isn't available until Microsoft Access detects that
the selected built-in toolbar or menu bar has been modified.

Restore a menu's original appearance

1. On the View menu, point to Toolbars, and then click Customize.

2. With the Customize dialog box open, right-click the menu you want to
restore, and then click Reset on the shortcut menu.

3. On the Customize dialog box, click Close.

Note The Reset command restores the built-in menu to its original images,
commands, and submenus.

Restore original buttons, menus, and commands on a built-in toolbar,
menu bar, or shortcut menu without changing other properties of the toolbar or

menu bar (such as the screen location and size).




On the View menu, point to Toolbars, and then click Customize.
Click the Toolbars tab.

In the Toolbars box, click the name of the toolbar you want to restore.
Click Reset.

A=

Notes

* You cannot reset a custom toolbar.

e As you work with Microsoft Office, the menus and toolbars are
personalized to show the commands that you use most often if you have
cleared the Always show full menus box on the Options tab in the
Customize dialog box. If you want, you can return the toolbar and menu
display to the state it was in when you first started using Office.

Restore how an individual toolbar button or menu command originally
appeared (except in an individual shortcut menu)

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
o If the toolbar name is listed, click the toolbar name.
o If the toolbar name is not listed:
1. Click Customize.
2. In the Customize dialog box, click the Toolbars Tab, and then
double-click the toolbar you want to show.

2. On the View menu, point to Toolbars, and then click Customize.
3. With the Customize dialog box open, do one of the following:

o To restore a toolbar button, right-click the button, and then click Reset
on the shortcut menu.

o To restore a menu command, click the menu that contains the
command, right-click the command, and then click Reset on the
shortcut menu.



Notes

1.
2.
3.

The Reset command restores the built-in toolbar button or menu command
to its original image, name, and command.

The Reset command isn't available for a button that displays a list when
clicked.

Show default toolbar buttons and menu commands

On the View menu, point to Toolbars, and then click Customize.
Click the Options tab.
Click Reset my usage data.

Notes

e The Reset my usage data button affects the buttons shown on a built-in

toolbar only if it is not wide enough to display all the buttons. It affects the
menu commands shown on the short version of built-in menus only if you
have the Always show full menus box cleared on the Options tab in the
Customize dialog box.

The Reset my usage data button affects only the toolbar buttons and menu
commands of the Microsoft Office program in which the button is clicked.
The Reset my usage data button does not change the location of toolbars,
does not remove any buttons or commands you've added by using the

Customize dialog box, and does not add buttons or commands you've
deleted.
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Create a custom toolbar

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want, and then click OK.
Click the Commands tab.

Do one of the following:

ok

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the displayed
toolbar.
7. When you have added all the buttons and menus you want, click Clese.

Note Custom toolbars that you create are specific to the Access data file. If you
want to use a custom toolbar in a different Access data file, you must re-create or
import the custom toolbar.
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Attach a menu or toolbar to a form or
report

Attach a custom menu bar to a form or report

Once attached, the custom menu bar replaces the built-in menu bar for the form
or report.

1. Create the menu bar.

How?

1. On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, click New.

3. In the Toolbar Name box, type the name you want, and then click
OK.

N

The new menu bar is now placed next to the Customize dialog box.

On the Toolbars tab, click Properties.

In the Type list, click Menu Bar.

Set any other properties you want, and then click Close.

To complete the menu bar, add custom menus or built-in menus.

Nk

Note You can attach the custom menu bar to a form or report or you can
designate the bar as the global menu bar.

Open the form or report in Design view.

Click the form selector or report selector.

On the Form Design or Report Design toolbar, click Properties =,
In the MenuBar property box, specify the menu bar name.

ik W

Repeat this procedure for each form or report you want to attach the menu
bar to.

Repeat this procedure for each form or report you want to attach the menu bar to.



Attach a custom toolbar to a form or report

Once attached, the toolbar replaces the built-in toolbar for the form or report.

1.

ik

Create the toolbar.

How?

On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, click New.

In the Toolbar name box, type the name you want, and then click OK.
Click the Commands tab.

Do one of the following:

ik

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the
displayed toolbar.
6. When you have added all the buttons and menus you want, click
Close.

Note Custom toolbars that you create are specific to the Access data file. If
you want to use a custom toolbar in a different Access data file, you must
re-create or import the custom toolbar.

Open the form or report in Design view.

Click the form selector or report selector in Design view.
On the toolbar, click Properties =,

In the Toolbar property box, specify the toolbar name.

Repeat this procedure for each form or report you want to attach the toolbar
to.



Repeat this procedure for each form or report you want to attach the toolbar to.

Attach a shortcut menu to a form, form control, or report

Once attached, the shortcut menu replaces the built-in shortcut menu for a form,
a control, or a report.

1.

ik

Create the shortcut menu.

How?

1. On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, click New.

3. In the Toolbar Name box, type the name you want, and then click
OK.

4. On the Toolbars tab, click Properties.

In the Type list, click Popup.

6. Set the AllowCustomizing property the way you want, and then click
Close.

N

i

Microsoft Access adds the shortcut menu to the Shortcut Menus
toolbar, from which you customize all shortcut menus.

>

In the Toolbars box on the Toolbars tab, click Shortcut Menus.

On the Shortcut Menus toolbar, click the Custom category.

9. To complete the menu, add commands from the Customize dialog box
and move or copy commands from other menus.

0o

Note You can attach the custom shortcut menu to a form, report, or control,
or designate the menu as the global shortcut menu.

Open the form or report in Design view.

Click the form selector, report selector, or control in Design view.

On the toolbar, click Properties =,

In the ShortcutMenuBar property box, specify the shortcut menu name.

For a form, also make sure the ShortcutMenu property is set to Yes.

Repeat this procedure for each form, report, or control you want to attach



the shortcut menu to.

Repeat this procedure for each form, report, or control you want to attach the
shortcut menu to.
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Display palettes permanently while
designing a form or report

To keep a color palette or style palette displayed the entire time you're designing
a form, report, or data access page, drag the palette away from its toolbar button.

1. In form Design view, report Design view, or data access page Design view,
click the arrow next to the Fill/Back Color , Font/Fore Color ,
Line/Border Color , Line/Border Width , or Special Effect =]
buttons on the Formatting toolbar.

2. Click the bar at the top of the palette and drag the palette away from the
button.
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Add a button to dial a selected phone
number

You must have a working Hayes or Hayes-compatible modem to use this
procedure.

Open a table or form in Datasheet view or a form in Form view.

On the View menu, point to Toolbars, and then click Customize.

Click the Commands tab in the Customize dialog box.

Click Records in the Categories list.

Drag AutoDialer <] to the Form view or Datasheet view toolbar, or to a
custom toolbar.

Click Close.

In the form or datasheet, select the phone number you want to dial.

Click AutoDialer | on the toolbar.

Check to see that the phone number is entered correctly, and then click OK.

AR e

©® N

Note You can change your modem options by clicking Setup in the AutoDialer
dialog box.
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Control the display of all built-in
toolbars and menus

You can control whether built-in toolbars, the built-in menu bar, or built-in
shortcut menus are available in a Microsoft Access file.

1. On the Tools menu, click Startup.
2. Do one or more of the following:

To prevent or allow access to all built-in toolbars, clear or select the Allow
Built-in Toolbars check box.

To prevent or allow access to built-in shortcut menus, clear or select the
Allow Default Shortcut Menus check box.

To prevent or allow switching between the custom menu bar and the built-
in menu bar by pressing CTRL+F11, clear or select the Use Access Special
Keys check box.

Notes

e Changes to these settings in the Startup dialog box won't take effect until
the next time the Access file is opened.

e Clearing or selecting the Allow Built-in Toolbars check box does not
affect toolbars for PivotTable lists or spreadsheets on a data access page.
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Control whether some or all of the
built-in menus are displayed

If the Microsoft Access file you're creating provides the user access to the built-
in menus, you can choose to display only a predefined subset of the menus. That
way, you can hide menus, such as View and Insert, that would enable a user to
access the Design view of objects in your Access database or Access project and
to change their design.

1. On the Tools menu, click Startup.
2. Clear or select the Allow Full Menus check box.

Note Changes to these settings in the Startup dialog box won't take effect until
the next time the Access file is opened.
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Prevent or allow the changing of
toolbars, buttons, or commands

Prevent or allow changes to specific toolbars, buttons, or commands

Prevent or allow adding, moving, or removing specific toolbars, menu

bars, or shortcut menus, and setting properties for buttons, commands, or menus

1. On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, select the name of the toolbar, menu bar, or
custom shortcut menu you want to set properties for.

4. Select or clear the Allow Customizing box.

N

Prevent or allow movement of specific toolbars or menu bars

1. On the View menu, point to Toolbars, and then click Customize.

2. On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, select the name of the toolbar or menu bar
you want to set properties for.

4. Select or clear the Allow Moving check box.

Note This setting is not affected by the Allow Toolbar/Menu Changes setting
in the Startup dialog box (Tools menu).

Prevent or allow resizing of specific floating toolbars or menu bars

You can resize floating toolbars or menu bars.

1. On the View menu, point to Toolbars, and then click Customize.

On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, select the name of the toolbar or menu bar
you want to set properties for.

4. Select or clear the Allow Resizing check box.

N



Note This setting is not affected by the Allow Toolbar/Menu Changes setting
in the Startup dialog box (Tools menu).

Prevent or allow showing and hiding specific toolbars or menu bars

By default, you can show and hide custom toolbars and menu bars by choosing
them from the submenu you see when you point to Toolbars on the View menu
or from the shortcut menu you get when you right-click on a toolbar button or
menu. You can prevent users from doing this by removing the names of the
toolbars or menu bars from these menus.

1. On the View menu, point to Toolbars, and then click Customize.
2. On the Toolbars tab, click Properties.
3. In the Selected Toolbar box, select the name of the toolbar or menu bar
you want to set properties for.
4. Do one of the following:
o To show a toolbar, select the Allow Showing/Hiding box and Show
On Toolbars Menu check boxes.
o To hide a toolbar, clear the Allow Showing/Hiding box and Show On
Toolbars Menu check boxes.

If you clear this option, make sure you clear both options. If you don't
clear the Show On Toolbars Menu check box, the toolbar or menu
bar will appear on the menu, but you won't be able to select it.

Prevent or allow specific toolbar or menu bar docking

You can prevent or allow vertical, horizontal, or all docking of toolbars.

1. On the View menu, point to Toolbars, and then click Customize.

2. On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, select the name of the toolbar or menu bar
you want to set properties for.

4. In the Docking box, click the setting you want to use.

Notes

e For any setting other than Can't Change, make sure that the Allow
Moving check box is also selected.



e This setting is not affected by the Allow Toolbar/Menu Changes setting in
the Startup dialog box (Tools menu).

Prevent or allow changes to some or all toolbars, buttons, or commands

Prevent or allow changes to all toolbars and command bars

You can control whether users are able to change any built-in or custom toolbars
and menu bars in a Microsoft Access file.

1. If you also want to prevent users from moving, sizing, or docking toolbars
or menu bars, you must first set the appropriate properties in the Customize
dialog box for each toolbar or menu bar in your application.

2. On the Tools menu, click Startup.

3. Clear or select the Allow Toolbar/Menu Changes check box.

Notes

e Changes to these settings in the Startup dialog box won't take effect until
the next time the Access file is opened.

e This option does not affect toolbars for PivotTable lists or spreadsheets on a
data access page.

Control whether some or all of the built-in menus are displayed

If the Microsoft Access file you're creating provides the user access to the built-
in menus, you can choose to display only a predefined subset of the menus. That
way, you can hide menus, such as View and Insert, that would enable a user to
access the Design view of objects in your Access database or Access project and
to change their design.

1. On the Tools menu, click Startup.
2. Clear or select the Allow Full Menus check box.

Note Changes to these settings in the Startup dialog box won't take effect until
the next time the Access file is opened.

Control the display of all built-in toolbars and menus




You can control whether built-in toolbars, the built-in menu bar, or built-in
shortcut menus are available in a Microsoft Access file.

1. On the Tools menu, click Startup.
2. Do one or more of the following:

To prevent or allow access to all built-in toolbars, clear or select the Allow
Built-in Toolbars check box.

To prevent or allow access to built-in shortcut menus, clear or select the
Allow Default Shortcut Menus check box.

To prevent or allow switching between the custom menu bar and the built-
in menu bar by pressing CTRL+F11, clear or select the Use Access Special
Keys check box.

Notes

e Changes to these settings in the Startup dialog box won't take effect until
the next time the Access file is opened.

e Clearing or selecting the Allow Built-in Toolbars check box does not
affect toolbars for PivotTable lists or spreadsheets on a data access page.
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Troubleshoot toolbars

My built-in toolbars and menus have disappeared.

If all the built-in toolbars and some of the built-in menus have disappeared from
all views, you may need to change the settings in the Startup dialog box or
temporarily bypass its settings. You should also check the Allow
Showing/Hiding and Show On Toolbars Menu property settings of the
individual toolbar in the Customize dialog box (View menu, Toolbars
command).

To change the settings

Click Startup on the Tools menu, and then click Allow Built-in Toolbars to
display all the built-in toolbars, and click Allow Full Menus to display all the
built-in menus. Close the Microsoft Access data file, and then reopen it.

If you're still missing some menus, they may have been removed from the menu
bar. You can re-add specific built-in menus to the menu bar.

To temporarily bypass the settings in the Startup dialog box

You can temporarily bypass all the settings specified in the Startup dialog box
instead of resetting the options. Hold down the bypass key (the SHIFT key)
while you open the database.

I want to return built-in toolbars that came with Microsoft Access to their
original settings.

Do one or more of the following:

Reset all default settings for a built-in toolbar or menu bar to display either

the original buttons or the menus and commands and to restore their original
property settings.

Microsoft Access will also restore the original property settings for the toolbar or



menu bar itself, including restoring its screen location and size, and hiding or
showing the bar.

1. On the View menu, point to Toolbars, and then click Customize.

2. On the Toolbars tab, click Properties.

3. In the Selected Toolbar box, select the name of the toolbar or menu bar
you want to reset default settings for.

4. Click the Restore Defaults button.

The Restore Defaults button isn't available until Microsoft Access detects that
the selected built-in toolbar or menu bar has been modified.

Restore a menu's original appearance

1. On the View menu, point to Toolbars, and then click Customize.

2. With the Customize dialog box open, right-click the menu you want to
restore, and then click Reset on the shortcut menu.

3. On the Customize dialog box, click Close.

Note The Reset command restores the built-in menu to its original images,
commands, and submenus.

Restore original buttons, menus, and commands on a built-in toolbar,
menu bar, or shortcut menu without changing other properties of the toolbar or

menu bar (such as the screen location and size).

On the View menu, point to Toolbars, and then click Customize.
Click the Toolbars tab.

In the Toolbars box, click the name of the toolbar you want to restore.
Click Reset.

A=

Notes

¢ You cannot reset a custom toolbar.

¢ As you work with Microsoft Office, the menus and toolbars are
personalized to show the commands that you use most often if you have
cleared the Always show full menus box on the Options tab in the
Customize dialog box. If you want, you can return the toolbar and menu
display to the state it was in when you first started using Office.



Restore how an individual toolbar button or menu command originally
appeared (except in an individual shortcut menu)

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
m If the toolbar name is listed, click the toolbar name.
m [f the toolbar name is not listed:
1. Click Customize.
2. In the Customize dialog box, click the Toolbars tab, and
then double-click the toolbar you want to show.
2. On the View menu, point to Toolbars, and then click Customize.
3. With the Customize dialog box open, do one of the following:
o To restore a toolbar button, right-click the button, and then click Reset
on the shortcut menu.
o To restore a menu command, click the menu that contains the
command, right-click the command, and then click Reset on the
shortcut menu.

Notes

e The Reset command restores the built-in toolbar button or menu command
to its original image, name, and command.

e The Reset command isn't available for a button that displays a list when
clicked.

Show default toolbar buttons and menu commands

1. On the View menu, point to Toolbars, and then click Customize.
2. Click the Options tab.
3. Click Reset my usage data.

Notes

e The Reset my usage data button affects the buttons shown on a built-in
toolbar only if it is not wide enough to display all the buttons. It affects the



menu commands shown on the short version of built-in menus only if you
have the Always show full menus box cleared on the Options tab in the
Customize dialog box.
e The Reset my usage data button affects only the toolbar buttons and menu
commands of the Microsoft Office program in which the button is clicked.
e The Reset my usage data button does not change the location of toolbars,
does not remove any buttons or commands you've added by using the

Customize dialog box, and does not add buttons or commands you've
deleted.

I'm having trouble either pasting or resetting an icon image onto a menu or
toolbar.

The command on which the icon appears may be set to a style that doesn't allow
images. To complete the operation you were trying to perform, first change the
command's style.

1. On the View menu, point to Toolbars, and then click Customize.
2. If it isn't already displayed, show the toolbar or menu containing the
command whose style you want to change.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
m [f the toolbar name is listed, click the toolbar name.
m [f the toolbar name is not listed:
1. Click Customize.
2. In the Customize dialog box, click the Toolbars tab, and
then double-click the toolbar you want to show.
3. Leave the Customize dialog box open. On the toolbar or menu, right-click
the command whose style you want to change.
4. On the shortcut menu, click Default Style or Image And Text.

Note On a menu, the Default Style setting displays a command's text and
associated icon image (if it has one). On a toolbar or menu bar, the Default Style
setting displays just the icon image.

I can't customize a toolbar.



If you are unable to customize a toolbar, make sure that the Allow Customizing
check box in the Toolbar Properties dialog box is selected.

If the Toolbars command on the View menu is disabled, you might need to
change the settings in the Startup dialog box or temporarily bypass its settings.

To change the settings

e On the Tools menu, click Startup, and select the Allow Toolbar/Menu
Changes check box. Close the database, and then reopen it.

To temporarily bypass the settings in the Startup dialog box

You can temporarily bypass all the settings specified in the Startup dialog box
instead of resetting the options. Hold down the bypass key (the SHIFT key)
while you open the database.

I can't see my entire toolbar on the screen.

Some buttons may not appear on the toolbar because there is not enough room to

display them. Click More Buttons E at the end of the toolbar to see a list of
additional buttons.

There may not be enough room to display all of the buttons because the toolbar
is on the same row as another toolbar. To see more buttons, you can resize the
toolbar or move the toolbar to its own row or to another location. To move the
toolbar, click on the handle at the left end of the toolbar and drag the toolbar to
the desired location on the screen.

I can't show or hide a toolbar, menu bar, or shortcut menu.

If you are unable to show or hide a toolbar, menu bar, or shortcut menu, make
sure that the Allow Showing/Hiding check box in the Toolbar Properties
dialog box is selected.

I can't find a menu command, toolbar button, or dialog box option.



The menu might not be expanded If arrows [9)] appear at the bottom of the
menu, the menu item might be available on the expanded menu. Click the arrows
, and then click the command you want. You can also double-click the menu to
expand it.

There might not be enough room to display all the buttons If the toolbar is
on the same row as another toolbar, there might not be enough room to display

all the buttons. Click Toolbar Options @, and then click the button you want.

You might have a different language setting The command or control doesn't
appear if you don't have editing enabled for the language that the command or
control applies to. You need to enable editing for the language you want to work
with.

The Microsoft Office program you're using may not be maximized Some
toolbar buttons may be hidden if your program window is not maximized. Click
the Maximize /0 button to enlarge the program window to its fullest extent.

I created a custom toolbar and shared it with another person, but it looks
different on their computer.

The buttons and commands that you share with another person are always
available, but whether or not they appear on the short version of the menu, or on
the toolbar when there isn't enough room to display all the buttons, depends on
the individual menu and toolbar settings for that person.

Microsoft Office stores the commands and buttons you've used frequently and
recently as your personal menu and toolbar settings. When the Always show full

menus check box is cleared (Toolbar Options arrow E|, Add or Remove
buttons, Customize dialog box, Options tab), these personalized settings affect
the commands that appear on each menu. Additionally, if there isn't enough
room on a toolbar to display all the buttons (such as when you position a toolbar
on the same row as another toolbar), personalized settings affect which buttons
do appear.
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About startup options

You can use startup options to control how a Microsoft Access file looks and
behaves when it opens. The startup options apply only to the current Access file.

The startup properties don't override the property settings for a specific toolbar,
menu bar, shortcut menu, form, or report. For example, the Menu Bar and
Shortcut Menu Bar options in the Startup dialog box don't override the
property settings for specific forms or reports that have a custom menu bar or
shortcut menu. Thus, when you open a form or report, Microsoft Access displays
the custom menu bar attached to the form or report instead of the global menu
bar specified in the Startup dialog box.

You can also create an AutoExec macro to carry out an action whenever an
Access file opens. You can use the Startup dialog box instead of or in addition
to an AutoExec macro. An AutoExec macro runs after the startup options have
taken effect; therefore, you should avoid any actions in an AutoExec macro that
change the effect of the startup option settings. For example, if you specify a
form in the Display Form/Page box in the Startup dialog box, and you also use
the OpenForm action in an AutoExec macro, Microsoft Access first displays the
form specified in the Startup dialog box, then immediately displays the form
specified in the OpenForm action.

Caution Macros can contain viruses, so you must be careful about running
them. Take the following precautions: run up-to-date antivirus software on your
computer; set your macro security level to high; use digital signatures; maintain
a list of trusted sources of macros.

In a Microsoft Access database, if user-level security has been defined for your
database, you can prevent users from changing the settings in the Startup dialog
box by making sure they haven't been granted Administer permission for the
database.
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Ignore startup options

If you used the Startup dialog box (Tools menu) or created an AutoExec macro
or an Open event procedure to specify what happens when you open a Microsoft
Access application, you can bypass those settings to regain full access to your
Access file.

e Hold down the Bypass key (the SHIFT key) while you open the database.

Depending on the macro security settings, you might see one or more
security messages on startup. You must continue to keep the Bypass key
pressed until you have closed the security messages.

Note You can disable the bypass key by writing a macro or Microsoft Visual
Basic for Applications code that sets the AllowBypassKey property of the
database to False.
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Control how an Access file looks and
behaves when it opens

You can use startup options to specify, for example, what form to display,
whether toolbars can be customized, and whether shortcut menus are available in
your Microsoft Access file. You can also use a special macro named AutoExec
to carry out an action or series of actions when your database first opens. When
you open a database, Microsoft Access looks for a macro with this name and, if
it finds one, runs it automatically.

Caution Macros can contain viruses, so you must be careful about running
them. Take the following precautions: run up-to-date antivirus software on your
computer; set your macro security level to high; use digital signatures; maintain
a list of trusted sources of macros.



Set startup options

1. On the Tools menu, click Startup.
2. Select the options or enter the settings you want to use.

Create a macro that runs when an Access file first opens

1. Create a macro containing the actions you want to run when you open the
database.
2. Save the macro with the name AutoExec.

The next time you open the database, Microsoft Access runs this macro
automatically.

Note If you don't want to run the AutoExec macro when you open the database,
hold down the SHIFT key when the database opens.
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Display a form or data access page at
startup

1. On the Tools menu, click Startup.
2. In the Display Form/Page box, click a form or data access page from the
current Microsoft Access file.

Notes

e Changes to these settings in the Startup dialog box won't take effect until
the next time the Microsoft Access database or Microsoft Access project is
opened.

e The Northwind sample database has a startup form. To view this form, open
the Northwind database in your Microsoft Office folder’s Samples folder.
The Startup form appears automatically when you open Northwind, but you
can view it whenever you want by clicking Forms |l under Objects in the
Database window, clicking Startup, and then clicking the Open button on
the Database window toolbar.
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Control the display of the Database
window

You can change the settings that determine whether the Database window is
displayed when a Microsoft Access file opens. If you hide the Database window,
you need to display a startup form or data access page so that others can navigate
in your application.

1. On the Tools menu, click Startup.
2. Do one or more of the following:

To display or hide the Database window when a Microsoft Access database
or Microsoft Access project opens, clear or select the Display Database
Window check box.

To prevent or allow users from displaying the Database window by pressing
F11, clear or select the Use Access Special Keys check box.

3. If you have cleared both the Use Access Special Keys check box and the
Display Database Window check box, replace the File menu with your
own custom menu. This prevents the Database window from appearing
when users repeatedly open the same Access file from the list of most
recently used files.

Notes

e Changes to these settings in the Startup dialog box won't take effect until
the next time the Access file is opened.

e The Northwind sample database has a Main Switchboard form— an
example of a form you might use to control navigation in your Access file.
To view this form, open the Northwind database in your Microsoft Office
folder's Samples folder. Click Forms 8 under Objects in the Database
window, click Main Switchboard, and then click the Open button on the
Database window toolbar.



Display a specific title in the
application window title bar

1. On the Tools menu, click Startup.
2. In the Application Title box, enter the title you want displayed in the
application window's title bar.

Note Changes to the Application Title setting take effect immediately upon
closing the Startup dialog box.



Display a custom icon for an
application

1. On the Tools menu, click Startup.

2. To display a custom icon in the title bar of your application, enter the name
of the .ico or .bmp file that contains the icon you'd like to use in the
Application Icon box. If you don't know the name of the file, click the
Build button [ | next to the box, and then use the Icon Browser to locate
the file.

3. To also display the icon in the title bar of your forms and reports, select the
Use as Form and Report Icon check box. A custom icon appears in the
title bar of forms and reports in Access 2002 or later. If you open your
application in a previous version of Microsoft Access, the icon will appear
in the title bar of the application, but not in the title bar of the application's
form and reports.

Notes

e Changes to the Application Icon setting take effect immediately upon
closing the Startup dialog box.

e If you'll be distributing your application, it's recommended that the icon file
reside in the same folder as your Microsoft Access application.



Turn on or off Windows theming for
form controls

In a database created using Office Access 2003, most form controls
automatically inherit the Windows theme, if you are using Microsoft Windows
XP SP 1, and the chosen theme is not Windows Classic. Controls that do not
inherit the Windows theme are labels, images, object frames, subforms, lines,
and rectangles.

1. On the Tools menu, click Options.
2. On the Forms/Reports tab, select or clear the Use Windows Themed
Controls on Forms check box.

Note To change the Windows theme, open the Display window in Control
Panel. On the Themes tab, select a theme other than Windows Classic in the
Themes list box.
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Set ANSI SQL query mode (MDB)

Note The information in this topic applies only to a Microsoft Access database
(.mdb).

Caution Be careful when changing the ANSI SQL query mode. Existing
queries may not run or may return unexpected results. The range of data types,
reserved words, and wildcard characters are different in each query mode.

Set the ANSI SQL query mode for the current database

1. On the Tools menu, click Options, and then click the Tables/Queries tab.
2. Do one of the following:
o Select the This database check box to set the query mode to ANSI-92
SQL.
o Clear the This database check box to set the query mode to ANSI-89
SQL.

Note Microsoft Access closes, compacts, and then re-opens the database before
the new setting takes effect.

Set the ANSI SQL query mode default for new databases

ANSI-89

1. On the Tools menu, click Options, and then click the Tables/Queries tab.
2. Clear the Default for new databases check box.

ANSI-92

On the Tools menu, click Options, and then click the Advanced tab.
Select Access 2002 - 2003 from the Default File Format list box.
Click the Tables/Queries tab.

Select the Default for new databases check box.

A=

Notes



e ANSI-89 is the default setting for a new Microsoft Access database in 2002
- 2003 and 2000 file format. You cannot set the SQL query mode new
database default to ANSI-92 in 2000 file format because the option is
disabled; ANSI-89 is the only query mode setting available for a database
in Access 2000 file format.

e Although you can set the query mode to ANSI-92 in a replica, Access will
ignore it. You can only set this option in the Design Master of a replica set.
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Change the default data type and text
size (ADP)

Note The information in this topic applies only to a Microsoft Access project
(.adp).

You can change the default data type and the default size of a text field for a new
column created in Database Designer or in Table Designer.

1. On the Tools menu, click Options, and then click the Tables/Queries tab.
2. Do one or more of the following:
o To set the default data type for a column, select a Microsoft SQL
server data type from the drop-down list box under Default field type.
o To set the default size for a text field (char, nchar, varchar (n),
nvarchar (n)), enter a number in the Text text box under Default field
sizes.
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Special keys that can be turned on or
off at startup

Selecting or clearing the Use Access Special Keys check box in the Startup
dialog box enables or disables all of the following keys in a Microsoft Access
file.

Keys Result
F11 Brings the Database window to the front.
CTRL+G Brings up the Immediate window.
CTRLAF11 gécl);ggles between the custom menu bar and the built-in menu

In a Microsoft Access project, stops Access from retrieving
records from the server.

ALT+F11 Starts the Microsoft Visual Basic Editor.

CTRL+BREAK
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Prevent users from stopping the

retrieval of records from the server
(ADP)

Note The information in this topic applies only to a Microsoft Access project
(.adp).

In a Microsoft Access project, you can press CTRL+BREAK to stop the
retrieval of records from the server, and you can also prevent CTRL+BREAK
from stopping the retrieval of records.

1. On the Tools menu, click Startup.
2. Clear or select the Use Access Special Keys check box.

Note Changes to this setting in the Startup dialog box won't take effect until
the next time the Access project is opened.
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Prevent or allow access to the Visual
Basic Editor or the Immediate
window

In a Microsoft Access file, you can prevent the Microsoft Visual Basic Editor
from starting when you press ALT+F1 and the Immediate window from showing
when you press CTRL+G.

1. On the Tools menu, click Startup.
2. Clear or select the Use Access Special Keys check box.

Note Changes to this setting in the Startup dialog box won't take effect until
the next time the Access file is opened.
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About customizing your application's
environment with user profiles and
run-time options

Caution Incorrectly editing the registry may severely damage your operating
system, requiring you to reinstall it. Microsoft cannot guarantee that problems
resulting from editing the registry incorrectly can be resolved. Before editing the
registry, back up any valuable data. For the most recent information about using
and protecting your computer's registry, see Microsoft Windows Help.

You can use Microsoft Access user profiles and run-time options to customize
your application's environment and provide an additional level of customization
that complements and enhances startup options and command-line options.

Benefits of using an Access user profile

An Access user profile is a special set of Microsoft Windows registry keys that
you can create to override standard Access and Microsoft Jet database engine
settings, and to specify additional run-time options. You then use the /profile
command-line option to specify this Access user profile when you start your
application.

Access provides database properties and startup options to meet most of your
customization needs. However, if you're an application developer, you might
want to take advantage of the added benefits of an Access user profile to
customize your application's environment. For example, you can use an Access
user profile to:

e Prevent standard Access settings that users might modify in their database
properties and startup options from conflicting with your application needs.

e Ensure that when you distribute your applications, other programs that use
Jet do not override custom settings.

e Test your application under different configurations.



Note A user profile that you use to start Access from the command line is not
the same thing as a user profile that's defined for logging on to the operating
system. An Access user profile applies only to Access, and only when you start
Access from the command line. A user profile defined for the operating system
applies to every application on the operating system and is used to maintain
system data for individual users.

Benefits of using run-time options

You can add run-time options to your Access user profile to further customize
your application's environment. For example, you can:

Replace the Access title bar with an application-specific title.

Replace the Access icon with an application-specific icon.

Specify an application-specific Help file as the default Help file.

Add a splash screen to uniquely identify and announce your application
when it starts.

Using methods to verify user profiles and to dynamically modify Jet
registry values

You can use the acSysCmdProfile constant in the action argument of the
SysCmd method to determine whether your application has properly loaded
your Access user profile (for example, your users might accidentally open your
application through Windows Explorer and bypass the /profile command-line
option).

You can also use the Data Access Object (DAQO) SetOption method of the
DBEngine object to dynamically modify Jet registry values at run time for a
single session, without permanently modifying the values in the Microsoft
Windows registry.
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Create an Access user profile

Caution Incorrectly editing the registry may severely damage your operating
system, requiring you to reinstall it. Microsoft cannot guarantee that problems
resulting from editing the registry incorrectly can be resolved. Before editing the
registry, back up any valuable data. For the most recent information about using
and protecting your computer's registry, see Microsoft Windows Help.

1.

o1

N

Start the Registry Editor

How?

Click the Microsoft Windows Start button.
Click Run.
Type regedit.

4. Click OK.
Navigate to the \HKEY_LOCAL_MACHINE\SOFTWARE subkey.
Add three nested subkeys by using the following format to ensure
uniqueness: \Your Company\Your Application\Your Application Version
Number.
Under the \Your Application Version Number subkey, re-create any of the
subkeys located under the
\HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\11.0\Access
subkey that contain values that you want to modify (except the \Profiles
subkey, which you will create in step 7), and then copy the appropriate
values under each subkey.
Modify the values that you want to change.
Navigate to the
\HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\11.0\Access
subkey.
Add a new subkey, and name it \Profiles.
Add a string value to the \Profiles subkey, and give it the name that you
want to use on the command line.
For the value's data, enter a string that points to the location of the subkeys
you created in step 3: SOFTWARE\Your Company\Your Application\Your
Application Version Number

W=



10. Create a command line for your application that specifies the name you
entered in step 8, and enclose the name in double quotation marks ("). For
example: MSAccess.exe /profile "Your Profile" "Your Application.mdb"



Override any of the Microsoft Jet 4.0 database engine
default settings for Access

1. Navigate to the \HKEY_LOCAL_MACHINE\SOFTWARE\Your
Company\Your Application\Your Application Version Number profile
subkey.

2. Create a subkey named \Jet\4.0\Engines.

3. For the first default setting you want to override, add an appropriately
named subkey below the subkey created in step 2. For example, to override
Jet Paradox settings, add a subkey named Paradox.

4. Add values of the appropriate name and type to that subkey, and then
specify the settings.

You can model your subkeys and values after the subkeys and values in
\HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Jet\4.0\Engines.

5. Repeat steps 3 and 4 for each default setting you want to override.

Note In a Microsoft Access database or Microsoft Access project, it's possible
to have the same registry key set in three different ways; but only one value can
be used. In a case like this, an Access user profile setting takes precedence over
an Access database or Access project setting, which in turn takes precedence
over a Microsoft Jet setting.
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Customize driver settings

Caution Many Microsoft Access registry settings are added automatically when
you install Microsoft Access. Changing the installed settings can produce
unexpected results, which may make it necessary to reinstall Microsoft Access.
It is strongly recommended that you not change settings in the Microsoft
Windows registry. However, if you must change registry settings or options, use
the Windows Registry Editor, and change only those settings or options that are
explicitly documented. The revised settings take effect the next time you start
Microsoft Access. It is recommended that you back up all of the registry, or at
least the part you will be editing. For information, look up "backing up the
registry” in the index of the Registry Editor Help.

Notes

e Microsoft Jet database engine settings apply 