
 
 

 

 

 

Learn Access 2010 

 

 



 
 

Table of Contents 

Chapter 1 – Getting to Know the Workspace 

 Intro to Backstage View, Ribbon, Quick Access Toolbar & Options .....................4 

 Start/Exit, Help Features, Shortcuts, Views, Templates ..........................................9 

Chapter 2 – Access Basics 

 Understanding Database Components ...................................................................14 

 Introduction to Design of a Database.....................................................................19 

 Introduction to Building a Database ......................................................................23 

Chapter 3 – Tables 

 Creating Tables & Basic Setup of Relationships ...................................................28 

 Using Quick Parts to Setup New Table, Importing Spreadsheet ...........................32 

 Entering Data Types into Tables............................................................................38 

 Changing Table Attributes, Copy, Rename, Delete Records .................................42 

 Table Structures .....................................................................................................48 

 Table and Field Properties .....................................................................................53 

Chapter 4 – Forms 

 Auto-Create Forms, Filtering & Searching ............................................................58 

 Types of Different Forms & Creating New ...........................................................63 

 Improve Look, Style, & Feel of Forms ..................................................................68 

 Adding Fields to Existing Form .............................................................................73 

 



 
 

Chapter 5 – Expression Builder 

 Understanding and Setting Up the Expression Builder .........................................78 

Chapter 6 – Conditional Formatting 

 Format Control on Forms/Reports .........................................................................83 

Chapter 7 – Sorting and Filtering 

 Sorting Single & Multiple Columns; Filter One Field Data Records ....................88 

 Sorting & Filtering Data in Form View; Find & Replace in Forms ......................90 

Chapter 8 – Reports 

 Understanding Reports & Structure .......................................................................97 

 Creating Reports; Using Print Preview to Check Report Outcome .....................102 

 Advanced Reporting; Formatting Reports ...........................................................107 

 How to Improve Report Design, Add Existing Fields; Group/Sort .....................112 

Chapter 9 – Queries 

 Select Queries; Sorting; Defined Criteria ............................................................117 

 Change Fields within Query; Specifying Criteria for Numbers/Text ..................121 

 Update Queries; Append Queries; Delete Queries ..............................................125 

 Inner/Outer Joins; Make Table Queries; Mail Merge ..........................................130 

Chapter 10 – Security 

 Securing Database and Views; New Features .....................................................135



 
 

© Copyright 2008-2012 Simon Sez IT, LLC. All Rights Reserved. 
 

Chapter 1 – Getting to Know the Workspace 

Video:  Intro to Backstage View, Ribbon, Quick Access Toolbar & Options 

 
Toby:  Hello.  My name is Toby and in this course we’re going to be looking at Microsoft 

Access 2010, Microsoft’s Desktop Database Management System.  If you’ve used Access 

before, you’ll know that it’s a friendly package that’s really quite powerful, but there is a lot to 

learn and so we’re going to go through it step by step.  The course is divided into modules; each 

of which takes up to 15 minutes.  Make sure you allow yourself plenty of time to follow each 

module carefully and in between the modules, give yourself some time to practice on your own 

copy of Access 2010.  For those of you who’ve used Access 2007, the changes with 2010, 

although they’re noticeable, are not particularly major.  For those of you who’ve used earlier 

versions of Access such as 2000 or 2003, 2010 will really look quite different.  So, you need to 

allow yourself an extra bit of time to get used to those changes.  We’re going to start looking at 

Access 2010 now, so I’m going to start it by double clicking the icon on my Desktop. 

When we open Access, we almost always see this Welcome screen.  The content of this screen 

can be updated by Microsoft if we’ve given them access and permission to do so.  In the center 

of the screen are a number of available Templates for building Access Databases and we’re 

going to be looking at those in a little while.  On the right of the screen is a list of recently 

opened Databases.  We haven’t actually been working any so far, so the list is just about empty.  

On the left hand side of the screen are a number of Tabs, some of which are enabled and some of 

which are grayed out, which give us access to other functions of this screen.  This screen is a 

particular view of what’s called Backstage View in Microsoft Access.  If you’ve used any of the 

other components of Office 2010, you’ll know that they generally all have a Backstage View 

component. 

When we’re using Microsoft Access, the Commands that are available in Backstage View are 

not necessarily ones that we’ll use frequently while we’re working on a Database itself, but they 

are essential for various other purposes.  For example, if we want to Create a New Database we 

have a New Command here, which is currently highlighted.  Recent gives us access to Databases 

we’ve recently worked on and Access gives us help to Online Help.  Very importantly we have 

an Option section which allows us to personalize our copy of Access 2010 and set it up in the 
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way that suits our way of working best.  We’re not going to cover Backstage View in detail now.  

We’re going to cover each of those topics as we go through the course and we’ll come back to 

Backstage View frequently to look at those items in a lot of detail. 

If you’ve used the Office 2007 Suite of programs and particularly Access 2007, you may be 

wondering where the Office button is.  Well, the Office has gone.  It is no longer and for those of 

you who are Users of earlier versions of Office or earlier versions of Access 2003 or 2000, you 

may be thinking that this is actually the File Menu where it isn’t.  The File Tab here gives access 

to an exit from Backstage View and when I exit Backstage View I’m presented with the Ribbon 

which was introduced in the 2007 version of the Office Suite of programs.  The Ribbon has a 

number of Tabs.  So here we have Home Tab selected, you can tell it’s selected because it’s 

highlighted.  But we have other Tabs such as Create and Database Tools, and each of these Tabs 

contains a number of buttons which correspond to Commands or options that are available; 

depending on the function we’re performing at the time.  Now, as we’ll see later on, we can 

actually change the content of this Ribbon.  We can Customize the Ribbon to introduce other 

Commands or move the Commands around and if you look at say the Create Tab, the buttons are 

arranged into Groups, which are logically Groups which perform related functions.  We can 

create our own Groups and we can move the content of Groups around if it makes more sense to 

us in the way that we use Access.  So if I go back to the Home Tab there’s a whole row here of 

Groups; for instance, there’s a Text Formatting Group which contains the Commands I need to 

set the Formatting of Text in terms of Fonts, Sizes, effects like Bold and Italic, and so on.  With 

all of the buttons, if we hover over a button the function is shown to us.  So, for instance, that 

button does Bold, that one does Italic, and in some cases if we hover over a button we get a Tip 

and in brackets after it we’re told the Keyboard Shortcut.  In this case Shift and Enter.  So the 

Ribbon not only gives us access to the buttons, but reminds us of Keyboard Shortcuts as well. 

Another very important feature of the Access 2010 Workspace is the Quick Access Toolbar.  

This is above the Ribbon and it’s normally in the top left hand corner and next to this Quick 

Access Toolbar is a little drop down which gives access to a few Commands.  One of the 

Commands is Show Below the Ribbon which actually moves the Toolbar down.  Click here to 

put it back up again.  Some people prefer it below the Ribbon.  I’m happy with it where it is.  

And it’s possible to Customize the Quick Access Toolbar.  I’ve clicked on the drop down and 
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you can see the list of Commands and you’ll notice that three of them are actually checked:  

Save, Undo, and Redo, and these are in fact the three Commands that you can see on the Quick 

Access Toolbar at the moment.  All three of them are currently grayed out because I haven’t 

actually done anything yet, so there’s nothing to Undo.  I’m not working on a Database, so 

there’s nothing to Save and because I’ve not done anything there’s nothing to Redo.  But I could 

add one of these other Commands to the Toolbar simply by checking it.  So, for instance, if I 

wanted to enable the Quick Print button, click there and the Print button appears.  It is of course 

grayed out because I haven’t got anything to Print at the moment, but that’s how you add it to the 

Quick Access Toolbar.  The reason for the Quick Access Toolbar is to put some of the 

Commands you use frequently in a nice easy place.  So you don’t even have to change Tabs on 

the Ribbon.  You can just go up to the Toolbar and click away on the Commands that you use the 

most.  You’re not restricted to the list of Commands here either.  In fact, you have a number of 

ways of adding Commands that are not in this list.  If we click on More Commands here we 

bring up an Access Options Dialog and the Access Options Dialog gives us a list of a whole load 

of Commands.  These are what are called Popular Commands, but if on this drop down here I 

clicked, click All Commands, all available Commands are listed and believe me Access 2010 has 

a lot of Commands.  And I can choose pretty much any one of those and click on Add and it gets 

added to my Quick Access Toolbar.  So, I’ve just added one called Import Access Database.  I’m 

going to click Import Excel Spreadsheet.  Click on Add.  I’ve now got two new Commands, click 

on OK, and then when I look up here at my Quick Access Toolbar again, I can see that I’ve got 

two new buttons.  Again, they’re grayed out, but they would be useable.  To disable those again 

click on the drop down, go into More Commands, and click on Remove.  Click there, click on 

Remove, and then my Toolbar is back to the way I left it with the Print icon on it.  There is 

another way of adding a button to the Quick Access Toolbar very quickly.  If I hover over a 

button and right click, a little Menu comes up and amongst the options on the Menu is Add to 

Quick Access Toolbar.  So, if you find there’s a particular Command that you keep clicking all 

the time, you can add it to the Quick Access Toolbar like that.  This little right hand, right click 

Menu, gives you access to Customizing the Toolbar, to moving the Toolbar, and actually to 

Customizing the Ribbon.  We’re going to look at that in a little while, but basically you can 

Customize the whole Ribbon in a similar way. 
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So that we can look more closely at some of the features of the Ribbon, I’ve created an empty 

Database and in doing that I’ve enabled some of the buttons on the Ribbon.  I’ve selected the 

Home Tab on the Ribbon and if we look at the Sort and Filter Group on the Home Tab, one of 

the buttons, Advanced, has got a little drop down to the right.  If I click on that it shows me a 

Menu of options that are relevant to the Advanced button.  You may notice that the More button 

in the next Group, the Records Group, also has a drop down which has different Commands in it.  

The Commands always relate to the particular button or function that you’ve chosen.  As I 

mentioned before, the buttons are arranged into Groups and some of the Groups have little icons 

in the bottom right corner like this one which is called a Launcher.  And if I click on the 

Launcher it brings up a Dialog box.  Dialog boxes typically have a range of options to choose 

from and normally an OK button and a Cancel button or the equivalent, sometimes one or two 

other buttons as well, such as an Apply button.  The OK says, “Whatever changes I’ve made, I 

want you to implement them,” and the Cancel button says, “Forget that, I’m not going to change 

anything.”  Within the Dialog itself there may be dropdowns where I can choose from a range of 

options such as Color in this case.  There may be checkboxes where I can choose, in this case 

between showing Horizontal Grid Lines and Vertical Grid Lines.  And there may be sets of 

Option buttons or Radio buttons where clicking on one unclicks another and so on.  There can be 

Text to complete and other types of Controls such as the types of Tabular Controls and Samples.  

So, the Launcher and the Dialog box are very common and important features from the Ribbon. 

One other very important feature of Backstage View is that it gives us access to the Access 

Options.  So if I go into Backstage View by clicking on File and click on Options, it brings up a 

Dialog with a number of options to choose from.  And as we go through the course we’re going 

to be looking at each of these options in more detail.  For example, there is a General Tab and the 

page of options on the General Tab includes the ability to Personalize my copy of Office by 

putting in my name and my initials.  One very important option here is Quick Access Toolbar, 

which we saw just now and this is the option that enables us to Customize the Quick Access 

Toolbar.  In fact, when we did the Customization before, it basically was a Shortcut into this 

option anyway.  So we’re looking at the same thing, access from a different direction.  And just 

above Quick Access Toolbar, we have an option for Customize Ribbon.  Now we’re not going to 

look into Customizing the Ribbon in great detail at this point in the course, but basically it works 

a little bit like the Quick Access Toolbar but it’s a little bit more complicated with the Ribbon 
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because it’s not just a matter of selecting a Command and adding it.  We also have on the right 

the Tabs on the Ribbon.  So, for instance, there’s the Home Tab and the Groups of Commands 

within it.  So, for instance, Text and Formatting Group has all of these Commands in it.  So we 

can not only add a Command, but we can put in a particular Group or we can move the Groups 

around using the buttons down here or we can Create New Groups ourselves with our own 

names and put our own buttons in them and so on.  This is really outside the scope of what we’re 

covering on this course and so it’s something to read up about, look at Online Help about, and 

experiment with yourself. 

The final feature of the Access Workspace that we’re going to look at in this section is the 

Navigation Pane.  For those of you who’ve used an earlier version of Access, the Navigation 

Pane replaces the old Switchboard.  If I click here on the left I can see the Navigation Pane and 

when I’ve actually started working on a Database, it will list in Categories all of the objects that 

are relevant to the creation, maintenance, design, etcetera, of my Database.  At the moment I’ve 

got an empty Database so there’s very little in it, but as I work on the items and objects within 

the Database, this Navigation Pane will start to fill and it will be an easy way of finding my way 

around my Database.  It too has an entry in the Options.  So if I go into Backstage View, 

Options, and go to the current Database Tab, I have down here a section on Navigation which 

says Display Navigation Pane and then a number of Navigation options.  We’re going to look at 

those options later on.  So we’ll come back to the Navigation Pane in detail and as we go through 

creation of a Database and starting to put various objects into it, we’ll start to look in detail at 

how we use the Navigation Pane to really help us with building, designing, and accessing our 

Access Databases. 
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Video:  Start/Exit, Help Features, Shortcuts, Views, Templates 

 
Toby:  Hello again and welcome to the second section on the Access 2010 Workspace.  I started 

Access last time by double clicking the icon on my Desktop and if you’ve got an icon on your 

Desktop, that’s a good way to start Access.  But there are a few other options and we’re going to 

look at a couple of those now.  If you go to the Start button on your version of Windows; I’m 

using Windows 7 here.  If you’re using Vista or XP, there is an equivalent button in the bottom 

left corner of the screen.  You will find that under All Programs, the Office 2010 programs are 

normally grouped under Microsoft Office.  So if I go to Microsoft Office, expand, and there is 

Microsoft Access 2010.  That’s one of the options, click on there, and the program is now open.  

If I want to Close Access again, one simple way is to use the Exit button here on the Welcome 

screen.  Click on Exit and it’s Closed. 

Let’s now look at a couple of those other options for starting Access.  I’ve already got a Desktop 

Shortcut here.  If you don’t have a Desktop Shortcut, it’s quite easy to make one.  Click on the 

Start Menu again, find Access in the Microsoft Office group as before, and then right click on 

Microsoft Access 2010, and if you click to Send To, hover over that, Desktop Create Shortcut.  

It’ll actually put a Shortcut on your Desktop.  I already had one so it’s actually created me a 

second one.  I’m going to Delete the second one, but that’s an easy way to put a Shortcut onto 

your Desktop.  Another easier way of accessing Access to start, again, is to go back to the Menu, 

find it in the same way before, hover over the Microsoft Office, click on that, find Access, right 

click, and then one option you have is to say Pin to Task Bar.  And if you click on Pin to Task 

Bar, it will actually appear on the Task Bar at the bottom of the screen.  This will be slightly 

different if you’re using XP or Vista, but pretty much the same.  That is then a permanent icon 

from which I can start Access at any time.  I’m going to Remove that one from now and then a 

third possibility is to go through the same procedure, All Programs, go over to Office, right click 

on Access, and I can say Pin to Start Menu.  Pin to Start Menu does exactly what the name 

implies.  If I go back now to the Main Menu itself, I’ll find that Access is at the top and will 

always be at the top unless I right click on this and say Unpin from Start Menu, which will get 

rid of it again.  So there we are.  Good ways of starting Access; quite a selection.  I’ve got my 

Desktop Shortcut that I’m quite happy with.  If I start Access, I’ve already seen I can exit using 
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this button, but of course I can also use the Close button in the top right hand corner of the 

screen. 

One of the things we’re sure to need to know about when we’re using Access 2010 is how to get 

Help.  As with most of the components of Office 2010, there is a button in the top right hand 

corner of the Workspace with a white question mark on a blue background and that’s one way of 

accessing Help.  If I click on that the Help system comes up.  If I’m connected to the internet I 

get basically Online Help from Microsoft.  If I’m not connected, I get a reduced version of Help 

that comes with the Access product itself.  I’m just going to Maximize that Help and walk you 

around the main points on it.  One very important point is that there is not a great long list of 

Help topics here as there would have been in the past.  There are some recommended topics like 

How to Create a New Database, an article which is a good one to read and covering all of the 

main points.  If I go to a Help topic like this, this is actually Browser based so I can then go back 

to the previous page just using the Back button.  So, I have these main topics here, but with Help 

nowadays, particularly when we’re using it online, we very often use the Online Help facility 

Search and if we have a particular topic that we’re interested in, like for instance, Shortcuts, 

there’s a good one.  I can enter the topic and I have a whole list of all the Help topics that have 

the word Shortcuts in them.  And we’ll come back to that in a little while.  Again, the Browser 

Back key takes me back to that first screen again.  To Close Help, just close the Help Window 

and the other way of bringing up Help, of course, is to use the F1 key at any time; does exactly 

the same as the Question Mark button. 

Although the Help is not primarily Index based, there are some sections where we can Browse 

by topic.  So, for instance, when you’re a little bit further into the course you may want to look at 

Forms and there a number of articles, help articles, training, videos, and so on related to Creating 

Forms and how to use Forms and so on here.  And many of these topics are worth looking at as 

we go through the course to give you additional and backup information about what we’re 

covering.  Another very useful feature here is that there’s a considerable amount of training 

material available Online from Microsoft.  If I type in Training into the Search box, there is a 

general article on Office 2010 Training and from that I can select this one, for instance, make the 

switch to Access 2010 and that makes available to me a presentation that I can download and 
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work through to help me to develop my skills in Access 2010.  So, it’s well worth looking for all 

of the training materials available free from Microsoft. 

I mentioned very briefly just now Keyboard Shortcuts and a lot of people like to use Keyboard 

Shortcuts, including Function Keys, to perform many of the operations when they’re working 

with Office products.  Some people find it a struggle to remember what all of the different 

Function Keys and Keyboard Shortcuts do in each of the applications.  Some people actually 

prefer to use them.  It’s not really appropriate in a course like this to go through a vast long list of 

Keyboard Shortcuts and Function Keys, but one of the best ways of remembering and accessing 

the ones you need or the ones you like to use is to use the Online Help.  If I type in as my Search 

term, Function Keys, it comes up, good topic, Keyboard Shortcuts for Access.  Click on that.  

The topic appears and the Shortcut Keys are categorized.  So we have Global Access Shortcut 

Keys.  So, for instance, for Opening Databases we have Open a New Database – Control-N, 

Open an Existing Database – Control-O, Exit Access – Alt and F4.  If I go further down the 

topic, I can see keys for working with Text and Data, Select Text and Data, Selecting Text and a 

Field, and so on.  So there is a complete and comprehensive list of all of the Keyboard Shortcuts, 

all of the Function Keys that I can use within Access 2010, and if you like using them, I suggest 

you don’t try to memorize them all straightaway, but as you start to find that some of the 

operations in Access you’re using quite a bit, you can look up the Keyboard Shortcut here or the 

Function Key here and then gradually build up your knowledge of which Keys and Shortcuts to 

use in each situation. 

One of the other things we’re going to need to understand pretty early on in the course is the 

concept of a View in Access and a View is an integral part of the Workspace at any time when 

we’re working on a Database.  So what I’m going to do is I’m going to Create a Database now 

based on one of the Microsoft supplied Templates and then I’m going to show you what the 

different Views look like and briefly describe what each of the Views is used for.  I’ll have to 

skip through a number of steps here quite quickly and you may well not understand all of the 

things that are going on, but the concept of what’s in each of the Views is quite important and we 

can’t really go much farther without you starting to get a handle on these.  So I’ve Created a 

Sample Database which is based on a familiar Microsoft Sample called Northwind Traders and 

this is a Database for a company that sells groceries amongst other things.  If I expand the 
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Navigation Pane and choose Suppliers and then Supplier List, what I have here is a Table of 

Supplier Names and this actually corresponds to a Database Table within this Sample Database.  

So I have Supplier IDs numbered 1 to 10; the name of each Supplier, so Supplier 1 is Supplier A, 

the second one is Supplier B, and so on; names of individual contacts and some other details 

about those people.  Now on the top left of the Ribbon there is a View button and if I click the 

drop down on View, I can see that what I have here is something called Form View and this is 

what I would see if I opened a Default Form to change this Data.  So if I wanted to change one of 

these people’s names I could type in this Form, now change that name and the name will be 

changed in my Database.  But there are three other sorts of View as well.  And one of them is 

Data Sheet View, which is a very simple View without any Formatting, without any 

presentation, where we can literally go in and just type more information in.  So if I wanted to 

put in Supplier 11, I could literally type in here a name for that Supplier, that’d be Supplier K, 

put a contact name in there; that’s Data Sheet View where literally all I’m doing is typing 

straight into what looks like a bit like an Excel Spreadsheet really.  Now there’s another View 

called Layout View and this is a View which looks very much like Form View, the first one we 

had, but it enables us to change the Layout, to arrange Data on the page which really rather than 

change the content of what’s on the page, it enables us to line it up and get it all straight.  So, it’s 

all about the Layout of the page.  And finally there’s a fourth View which is Design View and 

this is the one we use when we go into all the intricate detail of a list.  In this case, we’re 

Designing a Table so we’re talking about the detailed Design of the Table.  So those four View 

types are extremely important and pretty much from here on in with Access, we’re going to 

really referring to one or more of those four types all of the time. 

We’ve been working on a Database for a while; one of the first things we’re going to need to do 

is to Save that Database so that we can look after our work and then continue to work on it later.  

It’s quite straightforward to Save a Database that we’re working on in Access.  One option is to 

go to Backstage View, click on Save Database As.  We almost always get this warning, All Open 

objects must be Closed before you Save the Database.  If you have any item, any object within 

the Database that you’re working on that isn’t Closed, Access will give you this warning just to 

remind you that if you’re in the middle of changing something, you may have forgotten, you may 

need to Save some work.  I’m going to say, “Yes please Access.  I’d like you to Close all of my 

Open objects,” which it will do.  And then it will give me a Dialog where I can Save my 



 
 

© Copyright 2008-2012 Simon Sez IT, LLC. All Rights Reserved. 
 

Database.  Now we’re going to be using Northwind as a bit of a model a couple of times during 

the course of the following sections, so I’m going to Save this with the name of, I’m going to call 

it Northwind Toby for now and Save the Database with that name.  And if I now go back to 

Backstage View, of course Northwind Toby appears now as one of my Recent Databases and it 

appears on the list here so I can quickly click on it to Open it up again. 

So we have one final topic now under Access Workspace in this section and let’s have a quick 

look at the Welcome screen again and these Templates.  I just used one of the Templates to 

Create that Northwind Sample Database.  There are some other Templates here and in the lower 

section here under Office.com Templates, if I double click on Business I can see a whole list of 

available Database Templates and if after you’ve started using Access for a while you quite 

fancy Creating a Database of your own, for instance do your own Project Management or your 

own Contact Management, there is some very useful Templates here that can start you off.  If 

you can’t find a Template that you want amongst those, you can always use this Field here to 

Search Office.com for a suitable Template.  So that’s it on the Workspace for now.  It’s now 

time to start moving towards Creating a Database, but first we have to understand what some of 

the components of a Database are and that’s what we’re going to cover in the next section. 
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Chapter 2 – Access Basics 

Video:  Understanding Database Components 

 
Toby:  Welcome back.  In this section, we’re going to start to develop our knowledge of the 

basics of Databases in general and Access Databases in particular.  We need to start with the 

terminology because much of what we’re going to talk about is going to involve using that 

terminology and understanding pretty well what it means.  What is a Database, first of all?  Well, 

a Database is a collection of pieces of information that are stored in a logical and structured 

format on a computer or a computer network.  These pieces of information are stored in what we 

call Records and the individual items of information are usually referred to as Fields or 

Attributes, and we’ll come back to those in a couple of minute’s time.  The concept of a 

Database, although we tend to think of it as a computer-based concept, actually has a much 

broader application and if we think back to old paper-based systems, some of which of course 

are still very much in use, where we would for example have a filing cabinet with some folders 

in and each of the folders had some pieces of paper in it.  We have exactly the same concepts.  

We have Records which may be the folders in the filing cabinet.  We have the Attributes which 

are both the pieces of paper in the folders and the individual things written on the pieces of 

paper.  And then we have things like maintaining that information, finding a particular folder, 

getting a particular piece of paper, changing something or adding something, or even adding a 

new folder or adding a new piece of paper to a folder.  And then we have things like retrieving 

and searching and finding something we want and perhaps writing a report on the content.  What 

all of these concepts, which are perfectly applicable to paper-based systems, are also applicable 

to computer-based Database systems. 

In the last section, we introduced the Northwind Traders Database and this is one that’s very 

often used when people learn Microsoft Access.  It’s a very good training Database because it 

comes with some pre-filled Data, a good selection of Objects to look at, and we can quickly get 

up to speed on a lot of the terminology and see a lot of the Design issues in practice very quickly.  

We’ve already talked about what a Database is and termed it primarily a collection of Data that’s 

stored in a logical, structured format on a computer.  A Database Object is an element within the 

Database which may be a Table with some Data in it; it may be something else.  And in terms of 
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Databases in general and Microsoft Access in particular, the main Object Types are these.  I’m 

looking at the Navigation Pane for Northwind Traders.  I’m going to click on Object Type and 

there is a list of the main Object Types:  Tables, Queries, Forms, Reports, Macros, and Modules.  

And we’ll talk about a Table Object or a Query Object or a Form Object.  Let’s first of all look at 

Table Objects. 

The Table Objects or Tables in a Database hold the actual Data.  If I click on this drop down here 

I can see the list of Tables in the Northwind Database.  There are quite a few of them.  If I click 

on, for instance, Customers, I can see the list of Customers.  Each Customer is one Row in this 

Table and sometimes we refer to it as a Row, same terminology that we would use say in 

Microsoft Excel.  More often we’ll refer to it as a Record and commonly each Row in a Table 

we’ll refer as a Record.  Each Record has a number of individual items of information in it.  So, 

for instance, for the Record that I’ve got highlighted here, the Column Heading is ID, so I would 

refer to this piece of information as the ID.  This piece of information is the company.  This 

piece of information is the last name and so on.  Each of these individual pieces of information is 

called a Field and we would say in this case that for the Record with ID equal to 3, the value of 

the last name Field is Axen.  For the Record with company name G that I can see here, the value 

of the first name Field is Ming-Yang.  Now one of the interesting things about this is that there 

are more Records down here and without knowing what’s in all the Records, I may not know 

whether that’s the only Record in which the company name is Company G given that this is an 

employee; maybe there’s another Record for Company G.  So, these individual Fields are not 

necessarily unique and that’s one of the very important concepts we’re going to introduce early 

on.  But for the moment a Table has Records in it and the Records have Fields.  The Fields are 

often referred to as Attributes and we’ll pretty much use those two terms interchangeably 

because it’s important to know that they both refer effectively to the same thing. 

The next Type of Database Object we’re going to look at are Forms.  Now strictly speaking we 

don’t need Forms in a Database.  We could maintain all of the Data by Editing these Data Sheets, 

adding Records, Deleting Records, changing Records, making sure that all of the Records all 

refer to each other correctly, and so on.  But Forms give us some added value.  First of all, Forms 

enable us to target Users at the information that they need to perform a particular Task.  We 

don’t need to bombard them with every piece of information about every one of the entries in a 
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Table.  We can be selective about what we show them and we can be selective about what they 

can change.  Secondly, we can use Forms to protect our Data if we don’t want Users to be able to 

change particular things, we can stop them from doing that by only allowing them to access the 

Data by Forms and making sure that the Data we want protected isn’t on the Forms.  So let’s 

have a look at one or two Forms in the Northwind Trader Database.  Close the Tables Section 

over here on the Navigation Pane, Open up Forms.  I’m going to look at Employee Details.  Now 

as we saw before we can always choose our View by using the button on the top left here, on the 

Ribbon on the Home Tab.  But I’m going to get used to using the right mouse button, which is 

very useful when we’re dealing with any Database Objects to give us a quick list of the most 

common Menu functions.  And first of all I’m going to look at this Form in Design View.  Now 

in Design View this Form looks a little bit baffling at this stage, although it won’t for much 

longer.  But it actually enables us to Create a Form in a lot of detail.  The white areas are the 

Fields that people will be able to access.  The areas that are in red at the moment are the prompts 

of the Fields.  So, for instance, this is saying to Users the first name goes here, the last name goes 

here, and so on.  So what does this Form actually look like when somebody uses it?  Well it 

actually looks like that.  It’s a very neat Form.  It gives people limited access to the Data in the 

underlying Tables.  It’s got a number of commands on it.  We’ve got a little Toolbar here where 

we can give people the option of creating an Outlook, doing a Save, and so on.  And the Data’s 

well protected.  Somebody say adding a new employee would just be able to enter Data in these 

Fields.  This is a fairly typical, neat Access Form.  And that’s the sort of thing we’re going to be 

creating. 

Next let’s look at Queries.  For people who haven’t used Databases before Queries can be one of 

the most baffling aspects.  And there’s no doubt that it takes a little bit of time to get your head 

around how to use a Query.  And one or two of the ones that I’m going to show you now may 

look a bit scary, but don’t worry about them because you’ll soon be creating Queries with 

confidence and they will save you a lot of time and produce excellent results.  If we Close Forms 

and go into Queries, let’s choose a Query which is actually quite a tricky one, Product Sales 

Total by Date.  Click on Design View and you have this rather strange looking connection of 

three rectangles with some lines between them.  At the bottom there is a Grid which actually 

shows the structure of the Query.  Now I’m not going to go into this Query in a lot of detail now 

because we’re going to be looking at it later on.  I’m only going to describe it in fairly broad 
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terms to begin with.  What a Query does is to select information from one or more Tables and 

present it to us as another Table.  Now there are other types of Query that actually do updates 

and things.  Again, we’ll come to those later, but in terms of what’s called a Select Query, it 

basically aggregates information from one or more Tables based on criteria we specify.  Now in 

this particular case the Query is actually working out the Product Sales Totals for our products 

by Date and presenting it to us in a neat Tabular Form.  In order to do that it needs to look at our 

Product Table which has got a list of all our products in it, our Orders Table which has a list of 

all the orders from all of our customers, and the Order Details Table which holds the individual 

details of each of the orders from each of our customers.  And what this Query is doing is pulling 

all that information together.  If instead of looking at Design View on that Query I look at Open, 

you can see what the result of the Query would be.  It actually produces a Table itself with a 

Product Name, the Date of an Order, and the Total Value of the Order.  So as we can see, 

Northwind Traders Coffee we’ve got an order for the 24
th

 of March 2006 which was worth that 

much and then another order for the 10
th

 of March which was worth 13,800 and so on.  So, a 

select Query actually creates a Table for us out of the content of other Tables.  And we use 

Queries a lot within Access.  As I say, they may seem a little bit scary at the moment, but you’ll 

find that they’re not nearly as bad as they look and you’ll find them quite indispensible after a 

while. 

The next Types of Database Object we’re going to look at are Reports.  Reports, generally 

speaking, summarize and present the Data from our Tables.  Normally a Report is designed to 

answer a specific question.  This may be a regular Report, perhaps a weekly Report that tells us 

about our sales or maybe a Report that gives us a list of our customers, our employees, our 

creditors even.  If I go to the Reports section for Northwind and look at Employee Address Book 

and go into Design View I see this rather strange looking thing here, which is basically a Report 

in Design Mode.  It has a Header which says Employee Address Book, a Page Footer, a Page 

Header, a File As Header, and a Details Section.  So, typically with a Report there are a number 

of Sections.  If instead of Design View I look at it as Open, you can see what it actually is.  And 

it’s actually an Address Book for all of my Employees with all of their names in sequence using 

an alphabetic index based on their surnames.  And this would be a Report I could run if I just 

wanted to either Print or Display or E-mail the list of all my employees.  So that’s a pretty typical 

kind of Report.  On the other hand if I look at something like Quarterly Sales Report here and 
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Open that, that in itself gives me a number of options.  I can choose what particular flavor of this 

Sales Report I want.  So, for instance, I could ask for Sales by Customer on a Quarterly basis.  

Click on Preview and there is my Report.  So that’s quite a clever arrangement whereby we can 

even put in some criteria to a Report. 

The final Types of Database Object are Macros and Modules.  Now these aren’t strictly within 

the scope of this course, but we will be referring to them from time to time and we will see one 

or two examples and see some situations where they’re really quite useful.  So it’s worth having 

some idea of what they are, what they do, and what they look like.  Here’s an example of a 

Macro and if I go into Design View you can see if you’ve seen any Programming Code before, 

you can see “ifs” and “end ifs.”  So it’s got a sort of Programming Code structure to it.  If I go 

into Modules, let me say choose the Inventory Module and go into Design View.  You can see 

that there is Code here written in Microsoft Access Visual Basic for Applications, which is the 

Code that is used to give fine Control to extend the functionality of Access and so on.  So, we’re 

not going to look at those much more now.  We will be referring to them back a few times in the 

future, but for the moment we’ll leave Macros and Modules like that.  And in the next section 

we’re going to move on to look at Tables and Relationships in more detail. 
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Video:  Introduction to Design of a Database 

 
Toby:  Hello again.  In this section, we’re going to look at Designing and Building our own 

Database and we’re going to use the Northwind Traders Database as a bit of a guide and to help 

us out to demonstrate a few of the basic principles as we go along.  Database Design is extremely 

important and a lot of people launch themselves into Building a Database without really thinking 

about the Design and this can waste a lot of time.  In addition, experienced Database Designers 

would not go about Designing a Database in the way that we’re going to go about it now.  They 

would certainly write a specification and they would certainly look at things like Reports, the 

required outputs of the Database before they started worrying about Table Design.  The key thing 

here though is that those experienced Database Designers have been through all the learning 

processes that we’re going to be going through.  They know about how to Build Tables.  They 

know about how to structure Data and so on.  Once you’ve learned that, then you’ll probably go 

about the Design in a different way as well.  But for the moment it’s important to get our heads 

around the Tables aspect and the way that we actually setup the Tables and the relationships 

between the Tables right at the outset.  And that’s what we’re going to do now. 

So that we can look at some of the very important aspects of Tables and the Design of Tables 

I’ve got a Table here in the Northwind Traders Database.  It’s the Employees Table.  It’s Open 

and it’s in Data Sheet View.  And you can see we have nine employees.  We have last name, first 

name, the company they work for which is of course Northwind Traders, and then for each of 

them we’ve got an e-mail address, a job title, and so on.  When we’re dealing with Tables there 

are a number of available Views as we saw before.  If I click on the Tab at the top here with right 

mouse, I can go into Design View.  Design View in this case is very important because each 

Row in this View tells us the name and characteristics of one of the Fields for each Record that is 

for each employee in my Table.  So I have a Field called Company, which is a Text Field.  I’ll be 

talking about the meaning of all those in a little while.  Last Name also a Text Field, address is a 

Memo Field, and so on.  The Table Field that we’re particularly interested in here though is the 

first one.  It’s the Employee ID and one of the reasons it’s particularly important is that little key 

on the left.  Because that little key on the left indicates that this is the Primary Key for this Table.  

And a Primary Key uniquely identifies an entity in a Table.  So, an employee in this Table would 

have a unique ID.  Now everything else is not unique or not necessarily unique.  For instance, 
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they all work for the same company so that’s not going to be unique.  They may well all or some 

of them, share a last name.  If you’ve got a small company with one or two people, husband and 

wife, they may have the same last name.  First name, well if you’ve got more than a couple of 

employees, they’ve probably got different first names, but not necessarily.  You’ll have two 

John’s and three Jane’s and so on.  E-mail addresses probably are unique, but not necessarily.  It 

isn’t unknown for people to share and e-mail address and all of the other things can be shared.  

But the ID cannot.  The Primary Key has to be unique.  So let’s go back to Data Sheet View 

again and we can see that for the employees these IDs are absolutely unique.  We very often use 

numeric IDs.  In fact almost without exception unique IDs are numeric. 

So now let’s look at one of the other Tables in the Northwind Traders Database.  Let’s look at 

the Suppliers Table.  Again we’ll Open it in Data Sheet View.  We have 11 suppliers.  Rather 

unimaginatively named, Suppliers A to K.  And we have last names, first names, there’s the one 

that I added earlier, e-mail addresses, job titles, and so on.  If we go into Design View, again 

you’ll see the first Field, ID, is the Primary Key.  All of the other Fields have a name, Field 

Name, Data Type, fully explained down in this lower Pane that we’re going to look at later.  And 

you will notice that although employees and suppliers are clearly different Objects as far as this 

application is concerned, as far as Northwind Traders are concerned, the Field Names are very 

often the same.  So, for instance, on the Employees Table, if I go back into Design View we have 

a Last Name Field.  In the Suppliers Table we have a Last Name Field.  In fact the Primary Keys 

which accord ID are the same in each case.  Some Database Designers always make their Field 

Names different, whichever Table they’re in.  Some don’t.  It really doesn’t matter; it’s more 

down to personal style really.  If you’re going in for fairly complex Databases, there’s probably 

an argument for having everything uniquely named.  But certainly when you’re starting out and 

dealing with fairly straightforward Databases and Tables, it’s probably not really very important. 

We’re now going to look at one of the other Tables.  In fact we’re going to look at the Purchase 

Orders Table.  If I Open that in Design View, as you’d expect I can see a Primary Key which is 

Purchase Order ID.  If I go into Data Sheet View you can see that the Purchase Order IDs have 

values like 90, 91, 92.  They’re the Purchase Order Numbers that would appear at the top of a 

Purchase Order when it’s Printed or e-mailed.  Back into Design View.  But if I look down the 

list of Field Names for Purchase Orders I can see some other interesting looking Field Names.  
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For instance, there’s one here called Supplier ID.  Now if I look at Supplier IDs in Data Sheet 

View I can see they have values like 1, 3, 2, 5, 6 and as you may guess, these numbers refer to 

the IDs of the suppliers.  And for each Purchase Order, that is each Row or Record in this Table, 

there is a specified supplier, the supplier that the Purchase Order is placed with.  And if I look at, 

say, this one where the Supplier ID is 5, that directly relates to going to the Suppliers Table, Data 

Sheet View, the supplier with ID 5 is called Supplier E.  So what we have here in the Purchase 

Orders Table is effectively a pointer to a supplier.  This is saying the Primary Key of the supplier 

with whom this Purchase Order has been placed is, or in this example we just looked, 5.  The 

system whereby one Table points at a Primary Key in another Table is really the glue that holds 

this kind of Database together and where we specify the Primary Key from one Table in another, 

this is called a Foreign Key.  And Foreign Keys are really important when we’re looking at 

Database Design. 

It’s not at all unusual for a Database Table to specify Primary Keys in a number of other Tables.  

So it may have several Foreign Keys in it.  And one of the ways that we can often spot a Foreign 

Key is either by a name, a Field Name like Supplier ID, or by a Data type of number where the 

Field size is a long integer.  Now don’t worry about that too much at the moment because we’re 

going to come back to that a little bit later on.  But there’s another one here called Status ID and 

in this case it’s got the same characteristics.  It’s a number, a long integer.  Now in fact in this 

Database if I go to Purchase Order Status as another Table and Open that in Design View, I’ll 

see, not surprisingly, that this has a Primary Key of Status ID and it has one other Field.  A Field 

Name of Status, which is a Text Field.  And if I look at that Table in Data Sheet View I can see 

that the Status values go 0, 1, 2, 3.  So there are four Records in the Table and the associated 

Text is New, Submitted, Approved, and Closed, which if you’re familiar with the way that 

Purchase Orders work that’s pretty much what happens.  You raise a New Purchase Order, you 

Submit it, you get it Approved, and then it gets Closed eventually.  Now if I go back to my 

Purchase Orders Table and if I look at it in Data Sheet View and look down here at my Status 

IDs, these descriptions correspond to those Statuses that we just looked at.  So, all of these 

Purchase Orders are Approved and when we get right near the end we can find that we’ve got 

three that have been Submitted but not Approved yet and there’s one at the end that appears to 

say New.  When in fact it’s not actually a Purchase Order yet and as we’ll see later this is the 

Default value for a New Purchase Order when we Create a new one.  But we’ll come back to that 
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again later as well.  So in fact going back into the Design View of Purchase Orders again, there 

are two Foreign Keys.  There’s a Foreign Key that specifies the Supplier ID and there’s a 

Foreign Key that specifies the Purchase Order Status. 

So, the Link from one Table via its Foreign Key referencing the Primary Key of another Table is 

essentially the glue that holds a Database together.  And we’re going to look at this in a slightly 

different way now.  Before we do I’m going to tidy up here.  Don’t forget with each of these 

Open Tables I can click on Close to tidy up in case I’ve accidently changed something I’ll just 

say No if I’m asked if I want to Save Changes.  I haven’t intentionally changed anything here.  

And we’re going to go to the Database Tools Tab on the Ribbon and click on this button, 

Relationships.  What we get there is a rather scary looking Diagram which if you’ve not used a 

Database System before or maybe you’ve not used Access, then you may not quite have seen 

anything quite as scary as this.  In fact it’s nothing really to be frightened of because in a little 

while you’ll understand this Diagram quite well.  But just to make it a little bit easier to see now, 

I’m just going to quickly go through and Hide some of the things that are in the Table just to 

make life a little bit easier.  I can Hide these without doing any kind of damage and so I’m going 

to Hide that one and Hide that one, Hide that one, and that one and that one and that one.  So that 

just leaves me with these three and they’re the three Tables we were looking at just now.  This 

reduced Diagram shows me the Relationships in my Database and Microsoft Access is an 

example of a Relational Database Management System and it’s the Relationships that are 

important.  And the two Relationships that are shown here are the ones shown by these two lines.  

And you’ll notice that Status ID in the Purchase Order Status Table, which has the little key 

showing that it’s the Primary Key, is Linked to Status ID in the Purchase Orders Table which is 

what we saw just now.  And Suppliers Table whose Primary Key is ID is Linked to Supplier ID 

in the Purchase Orders Table.  These then are the Relationships and this is basically the System 

on which we’re going to Build all of our Databases in Access.  So, that explains basically what 

Tables are, what two types of Key are.  There are one or two others to introduce later on and 

basically what the Relationships are in a Relational Database.  Now let’s start to actually Build 

some Tables and some Relationships. 
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Video:  Introduction to Building a Database 

 
Toby:  Welcome back.  This is the third section on the basics of Access 2010 Databases and 

we’re going to start to Build our own Database at this point.  Now we’ve been looking at 

Northwind Traders and we’re going to continue to use that as a good set of examples and a good 

indicator and set of pointers to how to do things and how the various aspects of Access Work.  

But we’re also going to Build our own Database from scratch and we’re going to start that right 

now.  The Database we’re going to Build is going to be one which would be suitable for 

somebody who did private tutoring of students.  And I’m going to add the detail as we go along, 

but basically the Database will hold details of all of the students.  It will hold details of the 

courses they are doing and it will hold detail of the examinations that they’ve either passed or 

that they’re hoping to pass.  We’ll also try to include some information on the billing of the 

students as well.  So, it’ll be quite a comprehensive little system and as we go through the 

remaining sections on the course you’ll gradually see this Database built into something that’s 

actually quite usable. 

So, how do we Create a New empty Database?  Well it’s pretty straightforward.  We go into 

Backstage View to the Welcome screen and part of the works already done for us over on the 

right here.  With a blank Database we can simply click this Create button and Access will put 

into place the whole infrastructure that we need for our Database.  Of course it can’t add any 

Tables or Forms or Reports for us because we haven’t specified what we want to do with it yet.  

But the underlying structure that’s needed to support a Relational Database will be put into place.  

One of the most important aspects of this structure is the actual Access Database File itself.  If 

you’ve used earlier versions of Access, you’ll be used to things like .mdb files and so on.  In 

Access from 2007 onwards the standard File Name extension was changed to .accdb, Access 

Database, and when I Create an Access Database I get a File with that File extension.  I’m going 

to change the name of the Default Name that’s there and call it, I’m going to call it Private 

Tutor.accdb and the location of the Database will be here.  I’m going to accept the Default 

location, but of course if I wanted to put it somewhere else I could use this Browser Dialog to 

find a better, more suitable location for me.  Once I’ve chosen my location and my File Name I 

just click on the Create button.  And Access Creates an empty Database.  It does actually Create 
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the first Table with a name of Table 1 and puts me into that Table ready to start either Designing 

or even entering Data, but more of that in a moment. 

So that’s how we Create a Blank Database.  Now of course that’s not the only way to Create a 

Database and as we saw earlier we can take advantage of Templates to Build Databases from 

ones that already exist.  And we built a Database from the Northwind Database.  We renamed it 

to our own name and we will be making some changes to it later on, but it’s basically started 

from a pre-supplied Database.  Now there are a whole range of Templates available in Access 

and provided you have access to Office.com you will find that other Templates either are 

downloaded or can be downloaded and you may well find something that will help you get 

started on a particular Database that you want to Build.  In the Welcome screen, if we want to 

Create a Database one option is to use a Template.  Before we used the Northwind Traders 

Database as a Template, one of the options here on Available Templates in the Welcome screen 

is Recent Templates.  And if I look at Recent Templates I see the only one I’ve used it 

Northwind, which makes sense.  This is a Browser System here so I can click back to go back to 

the original screen.  I can look at Sample Templates and as you can see there are quite a few 

here.  Northwind is one of them of course.  But I may want to try building a Database from 

Students or Sales Pipeline and you can always Build a Database, look at it, look at the Tables, 

look at the Forms, see if it’s pretty much the sort of thing that you need and if you don’t like it or 

it doesn’t seem to fit your requirements, you can just Delete it and try one of the others.  So, 

that’s a list of available Templates which we can use and, in fact, you can Create your Templates 

and Save existing Databases Add Templates and you can store them in this area, the My 

Templates area.  It’s actually empty at the moment, but we could put a Template in there if we 

made one and if we have time later, maybe we’ll do that.  Another very important option is to 

Create a Database from an existing one.  So if you’ve built a Database, it’s perhaps doing exactly 

what you want it to do, you’re quite happy with it as it is, maybe somebody’s using it and 

doesn’t want anything particularly done to damage it.  You could use that as a starting point 

perhaps to build an improved version or to add some functionality to it.  So New from Existing is 

also a very useful facility.  Let’s just quickly run through using one of the existing Templates 

again.  Let’s go back to Sample Templates.  Let’s say Events.  Create a Database.  We get a little 

time while that’s going on and then we finish up with looking at a Table.  By now you should 

know that we can expand the Navigation Pane and we can see the different types of Object we 
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have here.  So, for instance, if we go to Object Type, Display, we can see the Tables.  There is 

only one, it’s Events.  There’s one Query, two Forms, and five Reports.  And by now you should 

be getting an idea of how we can use the Navigation Pane on the left here to find our way around 

a Database. 

So we’ve seen how to Create a Database, either a blank one or one from a Template.  When 

we’ve been working on a Database Closed there and we need to Open it again, how do we do it?  

Well there are two main ways.  If we go into Backstage View and click on Open, we’re 

presented with a normal Browser-type Dialog where we can go to the location where our 

Database is kept and find the Database we want to work on; for instance our Private Tutor 

Database here.  Databases are quite easily identified either by the icon here to the left of the 

name with the little A in the corner or by the extension of .accdb.  Of course older versions of 

Access produced Databases with different File Name extensions.  And, in fact, if we look 

towards the bottom of this Dialog, go to this drop down here, if we’re looking for Access 

Databases when we do an Open, the Browser will only show ones with one of these selected 

types of extension.  For Microsoft Access Databases the extensions are .accdb or for those of you 

who are familiar with older versions of Access, .mdb was very popular for many years.  But then 

they’re extensions like .mda and .accda and so on.  Some of which we’ll be looking at later on, 

but basically when we have that option selected we’ll a range of different File extensions all 

corresponding to Access Databases.  So we choose the one we want, click on Open, and it’s 

Opened for us.  The other way of Opening an existing Database is again to go to Backstage 

View, but there is a Recently Opened Database list here and if I’m particularly interested in our 

Private Tutor Database select that and it Opens. 

When I’ve been working on a Database for a while and I want to stop working on it, perhaps do 

something else and come back to it later, I’m going to Close the Database.  Close the Database is 

quite simple.  Go into Backstage View and click on Close Database.  If we have a Database like, 

for example this one, Events, and let’s suppose that I’m going to the Design of the Events details 

screen and I’m going to make a little change to that screen.  Let me just pull that about a bit and 

perhaps just move that over there; a few minor changes here and there.  If I try to Close the 

Database now it asks me if I want to Save the Changes I’ve made in the Design of a particular 

Form.  If you’ve left any Objects Open with any pending changes to those, you are warned at this 
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point.  And if you realized, “Oh I was working on that I really don’t want to Close the Database.”  

You can Cancel which will Cancel the Closing of the Database or if you were working on 

something as I was and you say, “Well I was making changes to that Form but I don’t need to 

Save those changes,” you click on No which means don’t Save the changes but Close the 

Database.  Or, of course, if I made the changes, I know they were finished and I want to Save 

them, I can click on Yes.  So in this case, I’ll click on No.  And the Database is Closed without 

saving any changes. 

So, we’ve seen how to Open an existing Access Database.  One other important thing we’re 

going to need to do from time to time is to Convert an Access Database in the older Format, the 

.mdb format into the new Format so that we can work on it using current versions of Access.  It’s 

quite straightforward.  We Open an .mdb; I’ve got one ready.  See if I can find it.  Yep it’s there.  

So is normal browse to the one I want to Open, click on Database.  It’s now Open and then to 

Convert it I go to the File Tab, go down to Share, and then we have a Save Database As option 

and I click on Save Database As and then I use the Default Database Format which is the .accdb 

format.  Click on that, its usual warning about Closing anything that I’m working on, that’s Yes.  

And there we are.  I have the same File Name with the .accdb extension.  It’s going to be stored 

in Access 2007 Format.  That’s the Format that’s still referred to in Access 2010.  Back in the 

same Folder, click on Save.  That Database is now stored in the new Format.  There’s a very 

important informational message there.  This Database has been upgraded to Access 2007 File 

Format.  The new Database cannot be shared with Users of Access 2003 or earlier versions.  

Once you’ve done this conversion you have to Open it in Access 2007 or 2010.  You cannot look 

at it in an earlier version of Access. 

That brings us to the end of this section on the basics of Access 2010 and in the following 

sections we’re going to move onto starting to actually Build our Database using Northwind as a 

guide as we go.  The newer Formats of Access and the Access 2007 Format which is used in 

Access 2010 supports the rather controversial multi-valued Fields that we’ll talk about later on.   

But it also particularly integrates well with things like SharePoint Services.  Do beware of using 

new Format Access Databases with old versions of Access because basically it doesn’t really 

work.  And also always be aware that with people using older version of Access, such as 2000 
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and 2003, their Databases will need Conversion before you can work on them successfully in 

Access 2010.  So that’s it on the basics.  Let’s start Building a Database. 
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Chapter 3 – Tables 

Video:  Creating Tables & Basic Setup of Relationships 

 
Toby:  Welcome back.  We’re now ready to start building our Database.  Just as a reminder, 

we’re going to Build a Database for a private tutor to use in order to keep track of the courses 

that tutor’s running, the students, billing the students, and so on.  So, we’re going to Build this up 

step by step.  We already Created an empty Database earlier on and that’s it over there, Private 

Tutor.  I could Open it by double clicking on it and my empty Database is there and ready for me 

to use.  Now if I click at the top of the Navigation Pane I’m given a number of options and we’re 

going to start to learn about each of these as we go, but to begin with we’re going to start with 

the Object Types.  We don’t have any at all at the moment; nothing’s Created.  So let’s start with 

Tables and let’s start by Creating a New Table.  If I click here on the Create Tab on the Ribbon 

and click on Table I can create a New Blank Table.  Now there are a number of ways of working 

from this point onwards.  I’m going to choose that option first and that opens me a Table in Data 

Sheet View.  Now the assumption in Data Sheet View always is that we’ve got an ID Column 

and that we’re going to put some Data in there.  So I’m going to start typing in Data Sheet View.  

I’m going to start by saying the surname is Smith and the first name is Jane and the phone 

number is; now as I’m saying this you’ll notice that the Columns appearing in the Table have 

names like Field 1 and Field 2 and so on.  And this is one way of setting up a New Table.  I can 

literally start to type in Data and I can worry about the names of the Columns later on.  But in 

fact setting up a Table in Data Sheet View is really quite inefficient and other than when we’re 

Importing the Data from external sources, which we’re going to look at later on, it not only can 

be quite confusing, but it can actually be rather a lazy way and it will cost us time later on.  So, 

I’m going to switch to Design View by clicking on the button on the left of the Ribbon.  Go into 

Design View and the first thing I’m going to do is I’m going to give this Table a proper name.  

So let’s call it Student, which is what it’s meant to be, and you’ll see automatically that it has 

assigned that first Field with the little key button to note that it’s a Primary Key to be my 

Primary Key.  And although we’re going to look at the Data Types in much more detail later on, 

we’re going to start to look at them now and one very important factor here is that this Data Type 

is Auto Number.  It’s quite often the case that our Primary Key will be an Auto Number Type 

Field.  And what that means is that every time we add a Record, a new Row, or in this case a 
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new student, they will automatically get the next available number.  So, the ID Primary Key is a 

Numeric Field and it’s automatically assigned whenever we add a new student.  That’s a pretty 

neat way of doing things and you’ll use that approach quite a lot.  For the next three Fields, 

which I spoke about as I was entering Data, we really need to give them more useful names.  So I 

can click in the first one, for example, and change the Field Name to Surname.  Now, of course, 

depending on where you are, surname may be appropriate, family name may be appropriate, 

given name may be appropriate in the next Field.  But I’m going to use what’s pretty 

conventional in Western Europe and the U.S.A., Surname and First Name.  Sometimes people 

use Last Name and First Name.  Let’s go for that.  Note I can change these pretty much at will.  

And then finally, Phone Number where we’re normally specific than that.  Let’s have Home 

Phone and let’s have Mobile Phone.  So as you can see I’m well on the way to designing my first 

Table. 

So I can carry on entering the Field Names, Data Types, and so on and we’re going to look at 

Data Types in a lot of detail later on.  For the moment, if I click in here, say, against Last Name, 

Data Type is Text and in this lower Pane here it says Field Size 255.  That effectively sets a 

Maximum Size for a person’s last name, which is probably a little bit too big.  It’s probably not 

too small and you may think that you need to get this pretty much right.  And it is always 

sensible to have a good size, a good Maximum Field Size, but it doesn’t really affect things like 

the amount of space that the Database uses up.  So, you can afford to be quite generous with this 

and as I said, don’t worry too much about the detail of this because we’re coming back to that 

later.  I’ve also used Text for the Home Phone Number, again 255, which is definitely too 

generous in the case of a phone number and for Mobile Phone.  Sometimes you may think that a 

particular thing like a phone number should have a particular type of Data Type.  So, for 

instance, should that all be Numeric?  Well, then you’ve got the problem of how do you put the 

Hyphen in or how do you put extension and so on.  So, some of these are actually quite complex 

and tricky questions to answer.  So, for the moment we’ll stick with Text for most things and 

we’ll come back to some of that detail later on.  One thing that is very useful to do though is to 

put something useful in the Description Field.  With a lot of Fields, it’s obvious what it is, Last 

Name is last name.  But sometimes it’s useful to put in a bit of help because when people come 

to fill in Forms with the Data that you’re defining here, these descriptions will help to prompt 

them for what to enter.  So, it’s a good practice to get used to putting descriptions in here.  So, 
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for instance here, if I put something like Students Home Phone Number, as you’ll see later on 

that can be actually quite a useful piece of information.  So I’m going to fill in a couple more of 

these and I’ll be back in just a moment. 

Okay, I’ve finished putting those descriptions in.  I’ve got my Student Fields in for the moment.  

I’m going to add some more later, but let’s do that later.  Whenever I’ve been working on an 

Object for a while, it’s always a good idea to Save it to minimize the chance of losing my work.  

As we’ll see Access does a certain amount of Auto-Save anyway, but again we’ll come back to 

that later.  So, now I’m going to Create another Table and this Table is going to be setup ready 

for my Invoices and if I Create that now; this time I’m going to straight into Design View instead 

of Data Sheet View.  And it doesn’t automatically assign for me a unique identifier, which is 

what I’m going to do now.  So I’m going to put ID in.  In fact, put ID in, I’m going to put 

Invoice ID.  Go to the Data Type which Defaults to Text, but I’m going to use the little drop 

down here on the right of Data Type to choose a Data Type.  And you can probably work out by 

now that the Data Type I want is Auto Number.  The description will be Invoice ID, which of 

course is a unique number.  One of the main things about my Invoices is that each of them will 

relate to a student.  So I need to put in here the ID of the relevant student.  So that’ll be Student 

ID.  You also should have worked out by now that this is actually going to be a Foreign Key in 

this Table and looking back to what we talked about before, I want a Data Type of Number; 

Field Size Long Integer is fine and I’m going to put Student ID in there.  And then I’m going to 

put an Invoice Date in.  Now Dates definitely are not normally handled as Text Fields and they 

actually have a very particular Data Type for Dates.  And it’s the Date Time Data Type.  So let’s 

put that in there for now.  I’d like to look at little bit of the detail of that later, but we can wait for 

a while.  We’ll put in Invoice Data as the Description and, finally, we’ll have Invoice Value.  

Let’s be consistent.  And this is actually going to be an amount of money.  And I’m going to just 

put it in at the moment as a Currency Type and a Description of Invoice Value.  I’m going to 

Save that one.  It invites me to put a name in which is Invoice, OK.  Now, although I set up that 

first Field as an ID Auto Number, I didn’t actually say this is the Primary Key.  When you set up 

a New Table and don’t specify the Primary Key, Access asks you to Create that Primary Key 

when you do the first Save.  So if I say Yes to this, it automatically makes that first Field, the 

Invoice ID, the Primary Key.  So it does that bit of job for me. 
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So things are going pretty well with my new Database.  I’ve already got two Tables in it.  Both 

Tables have got Primary Keys defined.  I know what Data I’ve got in there.  One of them has got 

a student already entered and now I want to take a look at the Relationship between those two 

Tables before I go any farther.  Just before I do that, let’s take a quick look over at the 

Navigation Pane because as we start to build up our Database, the Navigation Pane becomes an 

increasingly useful way to find our way around our Database.  If I click on this drop down here 

next to where it currently says All Dates, I have a number of selection criteria here.  For instance, 

I can say Show me today, which basically says which things have I been doing today.  I’ve 

worked on Invoice and Student.  I can say, show me everything in the Database by Object Type 

and that will give me all the Tables, in this case two; all the Forms, none yet; all the Reports, 

none yet, and so on.  So we’ll find as we go along that not only will the content on the left build 

up but our use of the Categorization, Filters, Sorting, and so on in the Navigation Pane becomes 

more and more important. 

So, now’s the time to look at the Relationship between our Tables.  Before we actually work on 

this Relationship we need to Close both Tables because we won’t be able to setup a Relationship 

between Tables that we’re still working on as far as Access is concerned.  We already saw before 

that if we right click on one of these, it gives us a Close option.  Well here’s a useful little tip, if 

you want to Close everything you’ve been working on, don’t hit Close, hit Close All and 

everything goes.  Okay.  Database Tools, Relationships.  We get a Blank Relationships View and 

we need to work on both of these Tables so Add the first Table, Invoice, select Student, add that, 

and Close this Dialog.  And we have a View of both of our existing Tables, Invoice and Student.  

With each of them we can see what the Primary Key is and we also know that our Linkage is 

from the Student ID, which is a Foreign Key for the Invoice Table, and points to the Primary 

Key of the Student Table which is ID.  As I said before, they don’t need to have the same name 

but we know that they mean the same thing.  This is the unique ID of a student.  This is the 

unique ID of a student.  To Create the Relationship, we literally mouse click on that one and 

Drag across to that one and it brings up this very important Dialog which says Edit 

Relationships.  You’ll be seeing this a lot as you work in Access and it basically enables you to 

define the characteristics of a Relationship between two things.  We’re mainly concerned with 

just setting this up at the moment, but I’m going to have to talk about this check box here which 

is incredibly important, Enforce Referential Integrity.  We’re going to go over this in some detail 
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later, but for the moment I’m going to check it.  Basically what it means is, make sure that 

whenever I have an Invoice that specifies a student, that student is actually in the Database.  So I 

can’t Create an Invoice with no related student in it.  So, for instance, if I had Invoices for a 

student and then I Deleted the student from the Database, I could finish up with Invoices 

pointing nowhere.  Make sure that can’t happen.  So, I’m going to check that for now, talk about 

it more later on.  We click on Create and our Relationship is established.  It looks just like the 

one we saw earlier on.  It’s a line with infinity on one end and one on the other.  The meaning of 

the infinity and one very briefly is that one student, one here, can have many Invoices; probably 

not an infinite number, unless they’re a very hard working student.  But they can have as many 

Invoices as we like, but one Invoice cannot be for many students.  It doesn’t work the other way 

around and that’s very important.  Right in the next section, we’re going to carry on working on 

Tables and finding out even more about them. 
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Video:  Using Quick Parts to Setup New Table, Importing Spreadsheet 

 
Toby:  Welcome back.  In this section, we’re going to continue to develop our New Database 

and we’re going to start by adding a New Table.  But we’re going to do this in a very different 

way to the way that we added the first two Tables.  If I look at Student, for example, go into 

Design View.  We have Primary Key ID, which is a numbered Auto Numbered Field and then 

we had four Text Fields, two for the name, two for phone numbers.  Looking at Invoice, again, 

Invoice ID is the Primary Key, Student ID is the Foreign Key into the Student Table, and then 

we had a Date for the Invoice Date, and a Currency Field for the Invoice Value.  Let’s Close 

both of those.  The way we’re going to Create this next Table is using one of the new features of 

Access 2010.  If I go to the Create Tab on the Ribbon, there is a new feature called Application 

Parts and that’s the one that we’re going to use. 

Application Parts are pre-built Forms and other Application Objects that come complete with the 

Controls and Code that are needed to support common requirements.  Many of the parts are 

themselves Forms and we’re going to be using some of these later on when we move onto our 

Forms.  But amongst the Application Parts are these Quick Start Parts which deal with common 

Database Objects and give us, as the name implies, a quick start in setting them up.  I could have 

used a Quick Start to setup my students as Contacts and, in fact it, would have been a pretty good 

way to start because this would give me a really comprehensive list of Field Names for a 

Contact, in this case a student.  But I’m going to use them now for Tasks.  And if we use them on 

Tasks, I think you’ll get a pretty good idea of what they do.  We click on Tasks and we get a 

Wizard starting and using the first page of the Wizard, we can specify a Relationship that will be 

created when Access sets up this Quick Part for us.  Now we’re given another option, one 

Invoice to many Tasks.  Now, that’s not really what we mean.  What we really mean is one 

Student to many Tasks, and this means that for each student we’re going to be able to Record in 

our Database many Tasks.  So, for instance, this could be something like preparing for a concert 

or preparing for an examination.  Click on Next.  Which Field in Student is going to effectively 

be the Field that joins them together.  Well it’s going to be the ID Field.  And what Field are we 

going to use in our lookup Column?  The meaning of that will become apparent in just a 

moment.  So let us say Student ID for the Field, and then click on Create.  What Access has done 

is to Create a New Table called Tasks and two new Forms.  Let’s look at the Table first.  Go into 
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Design View.  The Task has a number of Fields.  We’ll look at those in just a moment.  First one 

is ID, which is the Primary Key for this Table; it’s an Auto Number Field.  And it has a Student 

ID, which as you would expect is going to be a Foreign Key into the Student Table.  We then 

have eight other Fields:  a Task Title, a Priority, a Status, a Description, a Start Date, Due Date, 

and so on.  We’re going to look at those in just a moment.  But in addition, it’s Created us a 

couple of Forms.  And if I look at one of those Forms now, I’ll look at this one in Layout View, 

OK.  It’s actually Built for me a very simple Form that I’m going to be able to use to maintain 

one of those Tasks.  So it’s done the first part of one of my Form Builds for me and that’s going 

to save me quite a bit of time later on.  So, the idea of the Quick Part is that it partly Builds a 

substantial or significant element or Object within our Database.  If we had a number of Objects 

that were like Tasks, we could use this a number of times and then the next time we could 

rename Tasks to something else, Project for instance.  So this is an extremely useful way of 

doing what sometimes pretty repetitive work really very quickly. 

A couple of other things to note about that before we move on; one of them is that we’re not 

going to be looking at Forms for a little while yet, so can actually Close this section up, so that 

they don’t cluster up the Navigation Pane.  Close this Form, leave the Tasks Table there for the 

moment.  And the other thing is if I go to Relationships on the Database Tools Tab, there my 

Relationships still shown with Invoice and Student.  If I wanted to see how the new Tasks Table 

fits in; if I go up to the Tab Design under Relationship Tools and click on Show Table, Dialog 

comes up and I can choose to show whichever Tables I like in this Relationships View.  Now 

I’ve already got Invoice and Student but if I select Tasks and click Add, Tasks appears and as 

you’ll see its already setup that Relationship for me; showing that the Student ID Foreign Key in 

the Task Table points to the Student Primary Key of ID.  So that’s already done for me.  If I want 

to keep this Relationship View for future reference when I say Close I just say Yes, Save the 

changes, and I can go back now and look at the Tasks Table again. 

We’re going to return to the Tasks Table later to look at the Field Names that have been set up, 

the Data Types, and so on.  But, first of all, we’re going to look at yet another way of creating a 

Table in Access which can sometimes be extremely useful.  In the case of the private tutor that I 

am using as my sort of guinea pig with this project, this particular tutor teaches people to play 

musical instruments, primarily the saxophone.  And until now this tutor has kept a list of the 
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course that she runs in an Excel Workbook.  Here’s a section of the Workbook.  For each of the 

courses there’s a Course Code, Course Description, Hourly Rate, and number of lessons, target 

number of lessons for a student to take the course and then pass the relevant examination.  So we 

have a Course Code of A23 which is Saxophone Beginner.  Its Hourly Rate is 30 and the Target 

number of lessons would be 20.  And the tutor has been quite happy with this arrangement but is 

looking forward to putting this into the Access Database that we’re going to build.  So I’m going 

to Close that Workbook for now and meanwhile back at the Access Database, let’s see how we 

get the contents of that Workbook into Access. 

There’s a particular Tab in Access that we use for getting external Data.  If I click on External 

Data on the Ribbon, I have a number of options there; for instance, I can Export Data to Excel, 

Text Files, .xml, .pdf’s, e-mail. But in terms of Import, the main options are Excel, another 

Access, and ODBC Database.  We’ll talk about ODBC Databases later on, and then there are 

some other options as well but Excel is a very common one so let’s click on that first.  We’re 

then given basically three options.  Do we want to Import the source Data into a New Table in 

the current Database?  If the specified Table does not exist Access will Create it.  One option we 

have is really to take the content of that Excel Workbook and just Create a New Table with it 

automatically.  The second option is if we already have a Table with that sort of Data in it, 

suppose that we’d already Imported one Workbook with one set of courses in it, we could 

actually Append this Workbook of Courses to the one that’s already there.  So we can actually 

use a number of different Excel Workbooks and build up a Table from that.  Now this is the first 

one of these we’ve done so this isn’t the case.  But you will find this second option very useful at 

times.  The third option which is to Link to the Data Source by Creating a Linked Table.  Now 

Linked Tables are quite a good idea but they suffer from a few drawbacks as well.  If we set this 

up as a Linked Table, we would basically be setting up a View into that Workbook.  We couldn’t 

actually change the Data from Access.  So if my friend and colleague who is a private tutor 

wanted to subsequently change the course, add courses or change the details of the ones that are 

there, she’d have to go back to the original Excel Workbook, change it there, and then the 

Linkage would make sure it was changed in Access as well.  That’s not the effect I want here.  I 

want actually want to bring this Data in and then work on it in Access.  But this again, it is a 

useful option to know about because sometimes you will need to Link to Tables in other 

applications.  So in this case the first option is the one for me.  Now I’ve got to say where the 
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Workbook is.  I know it’s in my Documents somewhere.  I know I’ve got it.  There we are 

Saxophone Courses, that’s the one.  Okay.  Click on OK and what it’s done is it’s got the Data in 

front of me.  It’s displayed the Data in front of me; it gives me a couple of options.  Your 

Spreadsheet File contains more than one Worksheet or Range.  Which Worksheet or Range 

would you like?  Well, I only want the first one; there’s nothing in the other two.  So I’m going 

to stick with the first one.  Microsoft Access can use your Column Headings as Field Names for 

your Table.  Does the first Row specified contain Column Headings?  Well as it was, it did 

actually, which was pretty lucky for me.  So, we’ll say Next on that, and then we can say, You 

can specify information about each of the Fields you are Importing.  Course Code, it’s a Text 

Field.  Is it Indexed?  Yes.  Do we want duplicates?  No.  This is actually going to turn out to be 

a very important answer this one, because effectively that Course Code is our Primary Key.  I 

know it’s not a number; it’s a mix of alphabetic characters and numbers, but it is the unique 

Code that is going to identify a Course.  So, No, we don’t want duplicates in there.  Now 

Microsoft Access recommends you define a Primary Key for your New Table.  A Primary Key is 

used to uniquely identify each Record in your Table.  Do I want Access to add a Primary Key?  

No.  Do I want to choose a Primary Key?  Yes, I want it to be Course Code.  I have an option of 

No Primary Key which is not one I use very often.  Click on Next again.  Import the Table.  I’m 

going to call that Table Courses and I can check the box here and ask Access to use a Wizard to 

Analyze my Table after I’ve Imported it.  I don’t want to actually do that because we’re going to 

Analyze it ourselves.  Click on Finish and away it goes.  Do I want to Save these Import steps?  

In other words, have I got another one to do?  No, I haven’t.  So, let’s take a look at what Access 

has done for us. 

Well, let’s have a look at this New Table we’ve got over here.  The Table is Courses and if I go 

into Design View I can see that the Course Code is my Primary Key.  I mentioned to you earlier 

on that normally Primary Key is a number.  Here’s a good exception.  There’s absolutely no 

reason why a Primary Key shouldn’t be a Field of Type Text.  And the Course Description is 

also a Text Field.  The Hourly Rate is a Number and Lessons is a Number.  Based on what we 

saw earlier, you might well say, “Well in fact Hourly Rate should be a Currency Type”, OK.  

Now I’ve changed that Type from Number to Currency.  I’m going to go from Design View to 

Data Sheet View to look at the Data.  Because I’ve made a change to the Design I can’t go 

straight into Data Sheet View.  Access will always ask me, “Do you want to Save the Table 
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first?”  I’m going to say Yes.  Some Data may be lost.  If I’ve changed a Data Type Access will 

warn me that I may lose some Data.  Now it’s very inadvisable to change Data Type if you don’t 

know what you’re doing.  We were only dealing with Currency Numbers there so this was an 

absolutely safe Data Type change to make.  But it’s one to be wary of and Access will always 

warn you about that.  So now I can go into Data Sheet View.  It supplied my local Currency 

which is the pound Sterling.  Clearly if I was in the U.S.A., it would apply my local Currency of 

dollar.  In the Euro zone it would put a Euro symbol on and so on.  And I’ve got my New Task 

Table setup straight from my Excel Spreadsheet and that was really straightforward.  If my 

colleague had another Workbook with another list of courses I could do that kind of external 

Data Wizard Import again and I could use the Append Option if the Layout was pretty much the 

same.  So, that is a very good way of getting another Table created. 

So, having covered the main methods for creating Tables and, in one case, starting to populate 

our new Database with some of the Data the application is going to need, we can now turn our 

attention in the next section to Data Types and actually entering Data into all of the Tables.  I’ll 

see you then. 
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Video:  Entering Data Types into Tables 

 
Toby:  Welcome back.  In this section, we’re going to carry on working on our Database for 

private tutors and we’re going to look at Data Types and how to enter all Data into our Tables.  

To Open the Private Tutor Database, I can just use the Recent Name there.  I’ve got four Tables 

now.  I’m going to go back to the Courses Table that we just Imported from an Excel Workbook.  

And just to recap there, the Course Code is the Primary Key; it’s a Text Field.  Course 

Description, another Text Field, Hourly Rate is in Currency, Lessons is a Number Field, number 

of lessons.  Now if I go back to the first one, this is the Primary Key.  We can actually allocate 

any of the Fields in our Table to be a Primary Key.  We need to have the uniqueness condition 

satisfied.  But, for instance, if I select the Hourly Rate Field I can actually make that Field into a 

Primary Key, the Primary Key, just by clicking on that button there.  So let’s see what happens if 

I click on that.  There we are, it’s now the Primary Key.  You wouldn’t really want the Hourly 

Rate to be the Primary Key but let’s Save the Table.  If I say Yes to the changes, it’s now going 

to give me a warning message.  The changes you requested to the Table were not successful 

because they would create Duplicate Values in the Index, Primary Key, or Relationship.  OK.  So 

basically it won’t let me make this Field into Primary Key because I’ve already got Duplicate 

Values in there.  I would be able to make Course Description the Primary Key.  It would be 

rather a strange choice, but if I do a Close there, say Yes to changes, there’s no problem because 

as you may recall if I go back into Open in Data Sheet View those Course Descriptions are 

unique.  So, let’s go back into Design View and put it back to the sensible situation where the 

Course Code is the Primary Key.  But it’s well worth remembering that. 

Okay, let’s see now how we put some Data into our Tables.  Let’s start with the Courses Table, 

the one we just Created, go into Data Sheet View, and basically to enter Data we just type.  Now 

if I press the Tab key it takes me through the Fields or Attributes for a Record.  When I get to the 

last Field, the last Column, it takes me straight on to the next Record.  Now I could actually, in 

this empty Column, type something and it effectively Create a new Field, and we’re going to 

look at doing that a bit later on.  But for the moment, let’s just work with the Fields that we’ve 

already got.  If I Tab through I can eventually get to the end.  I can click with the mouse in any 

Column I want to and in that Column I can Edit the Text.  When I get to the very end of my 

Table of Data watch what happens on the last one.  It goes into this Record which is the one with 
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the star.  Now the one with the star in the left is a New Record.  So if I wanted to carry on 

Creating Data; so, for instance, this is A19 and the course is Clarinet Grade 1, I’m just Creating a 

New Record.  And when I finish Creating that Record carry on Tabbing, it’ll Create another New 

Record.  The other thing to note is that while we’re Creating a Record in Data Sheet View like 

this we have this little icon on the left which is like a pencil that is drawing something and this 

shows that this is the Record that we’re actually working on.  What we’ve typed so far, the A19 

and the Clarinet Grade 1 is not yet Saved in the Database, it’s just work in progress and it won’t 

be Saved until we’ve finished typing everything we need in the Record.  Now I’m on Hourly 

Rate and because my Currency is set at the UK Pound all I need to do here is to type the numbers 

3 and 5.  Watch what happens when I press the Tab key; the Pound sign is put in for me and so is 

the point zero, zero because my Currency is setup to show Pounds and Pence, so the point zero, 

zero is automatically completed.  The Number of Lessons is 20 again.  Now I press the Tab key, 

watch what happens.  That Record, A19, is now stored in the Database and I’m ready to start 

working on a New Record. 

Now I’m going to make a deliberate mistake because I’m going to try to enter the next one of 

these courses but instead of A20 I’m going to type B20 by mistake.  So put the cursor in there, 

B20, Clarinet, Grade 2, the rate is still 35, the number of hours is 12 in this case.  Now as I press 

the Tab key see what happens.  By typing B20 I’ve tried to put a duplicate Course Code in.  The 

changes you requested to the Table were not successful because they would create Duplicate 

Values in the Index, Primary Key, or Relationship.  So, it will not let me Save this Record.  I can 

certainly type whatever I like but when I get to the end, Access tries to Save the Record to the 

Database.  It refuses to Save it because I would have a Duplicate Value in my Primary Key.  If I 

correct my mistake, make that A20, then everything should be fine.  If I Tab through from the 

end there, okay, everything is absolutely fine. 

That shows us then how to enter Data in Data Sheet View.  If I need to amend Data I click in a 

Record, this one you see I’ve got 20 in there, it should be 12.  And as soon as I make one change, 

in this case just Delete the first character, I get that icon that shows I’m Editing that Record.  

Let’s Delete the next character and type in 12.  To actually Save this change, there are a number 

of options.  One simple option is to move away from this Record, which I could do by pressing 

the up or down arrow key or pressing the Tab key.  Another option is if you look on the Home 
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Tab in the Records Group there is a Save button which saves the current Record.  It’s a good way 

to validate the Record as well and make sure I haven’t done anything illegal like Create a 

Duplicate Primary Key.  And as you can see from the Tool Tip, the Keyboard Shortcut for 

Saving the Record is Shift and Enter.  So Shift and Enter Saves the current Record.  Press that 

and it’s done. 

So, that covers the basics of entering Data into a Table in Data Sheet View.  Let’s now look at 

one of the other Tables.  Let’s go back to the Student Table.  Go into that, Open as well.  We 

only have one Student there at the moment and we clearly hope for more customers for our 

private tutor than that.  What I’m going to do now is to show you another way of getting Data 

into a Table.  And given the Import approach that we used from Excel just now, this is quite 

often an alternative to that.  Now my colleague who is the private tutor does actually have a very 

simple Excel Spreadsheet with some names and phone numbers of some of her existing students.  

And I’m going to take a look at that now and then instead of using the approach of Importing 

from the Excel Workbook or even Linking, I’m actually going to do this by Copy and Paste. 

So in order to Copy and Paste these Records I’m going to go to the Excel Workbook.  There are 

only three students.  The procedure I’m going to use here would be the same if there were 30 or 

300.  But I Copy the details of the three students by Selecting and pressing Control-C in Excel.  

Back to the Access Table, click here.  Now I don’t do a Paste.  What I do is a very special 

operation in Access.  Go to the Ribbon, Home Tab, in the Clipboard Group, below Paste is an 

option Paste Append.  Now what Paste Append does is it will Append the Copied Records to the 

Records that are already in that Table.  So I click Paste Append, let’s see what happens.  Well 

there we are.  There are my three new Records Appended.  One thing I can’t do in this case is to 

actually Copy over those IDs if I have the Primary Key ID for the Student Table set at Auto 

Number.  Access assigns those numbers and I can’t really override that.  So if I had the Student 

ID set as a Number but not Auto Number, just set say as a normal long integer, I could actually 

Copy over the Student Numbers as well.  Now my friend who’s the music teacher has already 

said that she doesn’t mind if those IDs are changed.  She only knows the people by their names 

anyway.  So she’s quite happy if they finish up with different ID Numbers.  So, having done this 

Access says, “Are you happy with that?”  If I am I click on Yes and I’ve got three new Records 

in my Student Table. 
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In the coming sections of this course, we’re going to be looking at all of our Tables and some 

other Tables in a lot more detail and we’ll be looking at not only how to get Data into them but 

making sure that the Fields are of the right type so that when we come to process the Data later 

on it’s going to do exactly what we need it to do and give us the information that we need.  To 

finish off this section, we’re going to go back into our Student Table in Design View and once 

again just check these Data Types.  The Primary Key ID is an Auto Number Data Type.  The 

Last Name is a Text Data Type.  And if you look in the lower part of the display here, you can 

see the Field Properties and there are many Field Properties.  One of them is the Maximum Field 

Size.  We may think that 255 is much too generous for a Last Name.  We change it more to 

something like say 50.  We might say, “Is this a required Field?”  The two options for that are 

Yes or No.  Now sometimes what seem like imminently sensible decisions can cause us 

problems later on.  But we might quite reasonably say that for any student we do want a last 

name and a first name.  So if we said that this Field is required, Yes.  We then say, “Do we allow 

a Zero Length Value?”  Well, you can’t have a Zero Length Surname so the answer to that is No.  

Is it Indexed?  With a big Database Indexing a Field makes it much quicker to Search.  So if 

we’re Searching by Surname, Indexing by Last Name is a useful facility.  This is a small 

Database, which is only ever going to have a relatively small number of people in it, so the 

Indexing is hardly going to be an issue.  So, what we set here doesn’t really, isn’t really going to 

make any difference in the case of this small Database.  Don’t worry about Unicode 

Compression at the moment, leave it at Yes.  Don’t worry about IME Mode, come back to those 

later.  Text Alignment, we’ll leave it General for now, for reasons that will become apparent 

when we come into Form Design.  Now one of the things we’re going to do as we go through the 

next few sections is to set these Properties for each of the Fields in each of our Tables and 

although sometimes it’s quite a laborious task, it actually saves a huge amount of time in the long 

run. 

So, before we move on let’s just quickly see how that change has helped us.  By specifying that 

Last Name is a required Field and it can’t be of Zero Length, if I now go into Data Sheet View, 

Saving the Table first of course, Yes.  Yes again.  Say Yes.  If I now try to Add a new person 

who’s Surname I’m going to leave blank, put a phone number in for that person, and then do a 

Save Record.  You must enter a Value in the Student Last Name Field.  So there we are.  So, that 
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shows how putting the Validation on the Table, in this case saying that Last Name is a required 

Field, means we can’t possibly Save a Record with a Last Name empty. 
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Video:  Changing Table Attributes, Copy, Rename, Delete Records 

 
Toby:  Hello again and welcome back.  In this section, we’re going to do some more work on 

our Tables and in particular we’re going to look at the look and feel of the Tables and various 

very important operations we might need to perform on them, such as Copying them, Renaming 

them, and in fact Deleting them.  Let’s start with the Student Table in our Private Tutor 

Database.  Right click, Open, and we’re looking at the Table of Data in pretty much the way that 

we looked at it before when we were actually checking the students we’ve got in our little 

Database.  When we’re actually manipulating this Data, when we’re adding students, changing 

their details, and so on, we’ll very often use a Form.  But, in some cases, we may want to 

actually change the Data in the Table in the Form you can see it here, and there’s absolutely no 

reason we shouldn’t if we wanted to add a new student. As you’ve already seen we can say click 

on there, click Tab, it Creates a New Row, and we can type in the details of a new student; 

Access even Auto Numbers an ID for us.  But when we actually look at this Spreadsheet Layout 

we may find some issues with it.  For instance, in this one, the Headings on this Column and this 

Column, you can’t actually read the whole Heading.  You can get the Pho in Phone and that’s all.  

Now if you’re a Microsoft Excel User you can probably guess already what we can do in this 

View, but you may not be so I’m going to take you through some of the basic manipulations 

now.  If you just want to change the Height of a Row, for instance, to give yourself a little bit 

more space to work in.  It’s quite straightforward.  You can select the Row or in fact select the 

whole Table.  To select a whole Table you just click in this area at the top left, select an 

individual Row like that, and they’re always highlighted.  Right click and one of the Menu 

options is Row Height and you have a number of options here.  One of them is if there’s a Tick 

here, the Row is at the Standard Height for our current Layout, but if you wanted to increase it 

you could say change this to 20, click on OK, and watch what happens.  Each of the Rows gets 

that Height of 20 units.  If I right click again, click on Row Height, note that Standard Height is 

unchecked now.  So that means this Row or these Rows don’t actually have the Standard Height 

at the moment.  Check Standard Height, click on OK, and its back again.  There’s another way of 

changing the Row Height that some people like and that is that if you hover over one of the 

Horizontal Bars between two Rows like so, so that the cursor shape changes. Drag it to the 
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Height you want.  Let’s be a bit ridiculous.  And there, each of our Rows has the new Height that 

we’ve Dragged it to. 

Now you’ve probably worked out by now that you can do pretty much the same thing with 

Column Widths, but there’s one very fundamental difference and that is that with Column 

Widths any changes generally speaking only apply to the selected Column.  If I wanted to make 

this Column, the Mobile Phone Column wider, one way of doing it would be to hover as before 

till I get the cursor change and Drag it to a suitable width.  That’s much better; I can read the 

Heading.  Another option, say with this one where the First Name Column is just a little bit too 

narrow, Select the Column, go to Field Width, Column Width is 10.  I could make it say, 12, 

click on OK, that looks fine.  And another useful feature if I go for the Home Phone Column, 

again right click, Field Width.  This time I’m going to click on Best Fit.  Watch what happens.  

Access does that for me.  It makes the Column Width just right for the Heading and the content 

of the Data. 

 Now there are many other ways that we can change the look and feel of a Table.  For many 

people the Font, the Size, and so on isn’t particularly important when they’re working in this 

mode, but if you’re actually updating Data in this Form and possibly Printing Tables or Sections 

of Tables out, it may be very important for you to achieve the look and feel that you need.  

Generally speaking, if we’ve got a Table Open and we want to work on the look and feel we 

Select the Home Tab on the Ribbon and there we have all of the normal Formatting Controls.  

So, for instance, we could change the Font and Size.  Now the Font and Size will always apply to 

all of the entries in the Table.  So if I, for instance, change from Calibri to say Baskerville Old 

Face which isn’t a particularly good choice, say a Size of 16 point.  You can see the affect on 

everything in the Table.  I think I’m going to put those back.  Okay.  Similarly, we can change 

things like the Colors.  So Theme Colors at the moment for the Text Automatic.  I could say 

change that to green for the Text itself.  Again, I’m going to change it back to Automatic which 

effectively, in this case, makes it black.  And then if I want to say change some Background 

Color I can, for instance, choose that.  So, I have all of the normal Formatting facilities so that I 

can achieve the look and feel for my Table that I’d like. 

Now if you are going to work on Tables in this mode, then one other useful facility you’re going 

to need is the ability to Freeze Columns.  Just to demonstrate what I mean by that I’m going to 
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Close the Student Table and Open up the Tasks Table.  Now the Task Table, as you may recall, 

has got quite a few extra Fields in it and without making all of the Columns very thin we can’t 

see everything on the screen at once.  And when we use the Scroll Bar at the bottom to move 

right, we lose the Fields to the left, such as for instance, ID, Student ID, and so on.  So what we 

can do is we can Select one or more Columns.  Let’s say Select the first three Columns, right 

click, and click on Freeze Fields.  Those of you who’ve used Excel will be very familiar with the 

concept of Freezing.  Now what happens when I Scroll right.  Notice how those three Columns 

stay exactly where they are and the other Columns move behind them.  So I can see whatever it 

says here and the other Columns, the ones to the right that I’m considering less important, just 

move behind them.  When I want to Unfreeze them, again, I right click and there is an Unfreeze 

All Fields Command, and then everything moves as before. 

So we’ve seen a few of the techniques we can use to improve the look and feel of our Tables and 

the ability to read the Data in them.  Let’s start trying to do some Operations now, and one of the 

first things we’re going to do is to see how to Delete Records from a Table.  Before we Delete a 

Record, I’m going to Create one.  And I want you to make a note of this student here, Jane Smith 

whose ID is 3.  And what I’m going to do is I’m going to go into the Invoice Table.  I’m going to 

Create a new Invoice, the Student ID is 3, that’s Jane Smith’s.  I’m going to put as the Invoice 

Date today.  I’m going to put as the Invoice Value 50.  And that’s it.  I’ve now Created an 

Invoice to Jane for 50 pounds which is my Currency and the Invoice Date is today.  That’s fine.  

Now let’s go to Database Tools and you may remember we looked at the Relationships View and 

you may remember the last thing we looked at here was this set of three Tables and the 

Relationships between them.  The Student ID is the Primary Key for Student.  For an Invoice, 

Student ID is a Foreign Key, and for Tasks Student ID is a Foreign Key.  So let’s just Close that 

View again.  Let’s Close the Invoice Table and let’s go back to the Student Table.  What I’m 

going to do now is to Delete one student.  And the student I’m going to Delete is Gus Chalma.  

Now if I Select Gus by clicking on the left.  Click on right click, I get a Delete Record option.  

Click, ask for confirmation.  If you click Yes you won’t be able to Undo this Delete Operation.  

Are you sure you want to Delete these Records?  I’m going to say Yes.  And away it goes.  Now 

I’m going to Delete Jane Smith.  Again Select, right click, Delete Record, and I get a message.  

The Record cannot be Deleted or changed because the Table Invoice includes related Records, 

and that is very important. 
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So what Access is doing here is enforcing referential integrity.  We have an Invoice Record 

which is pointing at a Student Record and if we Deleted the Student Record, the Invoice Record 

will be pointing to a Student who no longer exists in the Database and this would effectively 

mean that our Database is broken.  And we’ve got one Record pointing to something that no 

longer exists, which is clearly not a situation that we want.  The way that we do this is via the 

Relationship and what I’m going to do now is go back and show you the Relationship again.  I’m 

going to click on OK now, Close the Student Table for the moment.  Go back to Database Tools, 

Relationships.  Here’s the Relationship between Invoice and Student.  Student ID is the Foreign 

Key in the Invoice Table pointing to Student.  Double click that and you should recall that we 

checked Enforce Referential Integrity.  We’ve now seen the consequences of that, which is good 

news for us because it means we can’t Delete the student without Deleting the Invoice.  

However, we can turn the thing on its head and say If I Delete the student I want all the Invoices 

to be Deleted as well.  And the way we do that is by checking this box, Cascade Delete Related 

Records.  If I click on OK there, Close Relationships Table again.  Open Student again.  Now see 

what happens when I try to Delete the Record.  Relationships that specify Cascading Deletes are 

about to cause 1 Record in this Table along with related Records in related Tables to be Deleted.  

So basically if I now said Yes to this question, it would Delete not only Jane’s Record in the 

Student Table, but her Invoice or Invoices in the Invoice Table as well.  So if I click Yes now 

they both go.  If I click No I can change my mind and I’m actually going to click No because I 

want to keep Jane’s Record in my Database. 

So, Access provides us with straightforward facilities to Delete Records, but also provides us 

with some protection in the form of Referential Integrity to make sure that we don’t leave 

Records pointing into thin air.  Be wary of use of the Cascade Delete facility.  There are 

situations where you’re going to use it quite correctly and legitimately, but if you set it up for use 

in the wrong place, you can Delete an awful lot of Records that you don’t intend to.  So, just use 

it with caution.  We’re now going to look at some of the other ways we might want to manipulate 

a whole Table rather than individual Records.  One or two of them we’ve seen already.  If I Open 

a particular Table, say the Invoice Table, to Close it again I can simply click on the cross there.  I 

can also use the Tab there, right click, there is a Close option.  And as we saw before, Close All 

closes all of the open Objects in the Viewer in the middle there.  I can also make a Copy of a 

Table.  Supposing I wanted a Copy of the Invoice Table, right click, click on Copy.  If I then 
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click say in the Header and click on Paste.  I’ve effectively done a Copy and Paste of the Invoice 

Table.  It will Create a New Table for me.  I’m going to call it, just type the name in here, 

Invoice Copy.  And I have three options.  One option is to Copy and Paste the Structure only, 

which means I get a Copy of the Invoice Table but it’s empty.  I can Copy Structure and Data 

which means I get a Copy of the Invoice Table with the Data in it.  Or I can say Append Data to 

existing Table.  So, in fact, I could actually Paste this to Invoice and it would actually add 

another copy of the Invoice Table onto the end of it.  So that’ a way, for instance, if you’re 

Importing several similar Tables into a Database, you can actually use the Append option to 

build up the receiving Table.  I’m going to do a Copy of Structure and Data.  I’m going to call it 

Invoice Copy, click on OK, and there it is.  If I Open it up I’ll see it’s got exactly the same 

content as my Invoice Table had. 

And finally, of course, I can actually Delete a whole Table.  If I say went to the Invoice Table 

itself and said Delete.  I always get a confirmation message there, just warning me about 

Deleting the Object and the consequences.  If I say No it changes its mind.  If I say try to Delete 

the Invoice Copy and say Yes, the Copy I’ve just made has gone.  So, that’s it for this section.  In 

the next one, we’re going to look at more of the Structure of a Table and the Properties of the 

individual Fields within the Table.  So I’ll see you then. 
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Video:  Table Structures 

 
Toby:  Welcome back.  In this section, we’re going to be looking at the Field within Tables and 

we’re going to look at Data Types, how to Add Fields, how to Delete Fields, and so on.  If you’re 

used to using Microsoft Excel, you’ll probably be using the terms Row and Column. But strictly 

speaking within Access, we should refer to the Columns as Fields and that’s what I’m going to 

try to do from now on.  Currently our Table for Student has five Fields and there is an extra one 

at the end which is ready and waiting there for us to Add a New Field.  Now clearly my Student 

Table needs more information than this so I’m going to Add a New Field.  What I’m going to do 

first of all is I’m just going to type a Date because I actually want Date of Birth in here.  So I’m 

going to put in 10/12/89, press the Tab key, and before I go any further let’s just go into Design 

View and see what Access has done.  It’s actually Added a Field, given it a Default Field Name 

of Field 1 and a Data Type of Date and Time.  Now, I didn’t say anything about putting a Date 

and Time Field in, so why did it choose that Data Type?  Well, when I type into a Field in Data 

Sheet View and Add Field, Access looks at it and if it recognizes the type of Data is, so in this 

case it strongly suspects that that was a Date that I typed in, it will assign a Field Type of Date to 

the Field for me.  Now if in fact it makes the wrong assignment I can always change it in the 

same way that I can change the name of the Field itself from Field 1.  But that’s useful to know, 

particularly if you’re adding Fields in Data Sheet View that Access will try to work out what 

type of Field it is.  If it doesn’t know, the Default is Text.  So anything that isn’t obviously say 

Currency or a Date, it will give it a Default type of Text. 

So following on from this principle, if I just carry on in the next Field and type; this is actually 

going to be the students address.  We’ll see what Access does with that.  That’s it.  Now I go into 

Design View and I can see that I have five New Fields:  a Date and Time Field, three Text 

Fields, and a Number Field.  Now with each of these one thing I could do is to Rename the Field.  

So you can see the Field Name here is highlighted, selected.  So I just type over that and I’ll call 

that Date of Birth.  Click on the next one.  Delete it or Select it.  Address Line 1.  Next one 

Address Line 2.  And then we’ll maybe say State and finally Zip.  There we are.  So I now have 

five more Fields in my Table and I can add as many more as I want.  In fact, before I go too 

much farther, I’m going to add a few more pieces of information to that outside of the actual 

section in the lesson.  But that’s enough to be going on with for the moment. 
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That’s a very straightforward way of adding Fields to a Table.  There are two other very useful 

ways.  One of them is used in Design View, which is where we are now.  It’s quite 

straightforward.  Decide on the Field that you want to add.  In this case, I’m going to put the 

student’s e-mail address in and I’m going to call that Field E-mail.  Select a Type.  I’m going to 

use Text for the moment and that’s pretty much it.  We have a New Field.  If I then try to go 

back into Data Sheet View, of course, because I’ve made a change Access will ask me whether I 

want to Save the Table first, which of course I say Yes.  That takes me back into Data Sheet 

View and I can see the New Field there.  The other very important way of being able to Add 

Fields is very similar to the first way except that if you click on Click to Add, you actually get a 

drop down Menu of Types of Field that can go in there.  All of the main Types of Field are in 

there, Hyperlinks, Memos, and so on.  And even a Calculated Field which we’re going to look at 

later.  But for the now I’m going to put a Yes/No Field in there and then I’m going to go back 

into Design View and explain what that’s there for.  And in fact this Yes/No Field is a Field I’m 

going to use to confirm that the student has passed the theory examinations and qualifications 

that they need to do my private tutors lessons. 

I’ve added some descriptions for our new Fields.  A couple of other things before we move on; 

after you’ve been adding Fields to a Table for a while or perhaps making changes as the Design 

develops, you sometimes finish up in a situation where the Fields seem to be in quite an 

awkward order or at least they stop making so much sense to you.  So, you can actually quite 

easily change the order of the Fields.  The order of the Fields doesn’t make a lot of difference to 

Access in most situations, but it’ll probably make a lot of difference to you.  So if I say wanted to 

move the E-mail Field, I could click on it with the mouse button and Drag it up say just behind 

Mobile Phone and you can also actually; I’ll go into Data Sheet View now, Save the changes.  

You see E-mail has moved to there.  You can also actually Drag in Data Sheet View to move say 

that behind E-mail or in front of E-mail.  So, it’s quite easy to Drag the Fields around and change 

the order.  Sometimes that’s pretty useful. 

And one other very important thing about the Fields included in a Table, of course, is that 

sometimes we need to Delete them.  Let’s suppose that I decide that I’m not really going to keep 

the Date of Birth of each of my students on Record, click that Field, right click, Delete Rows.  

Obviously Access gives me a warning and if I were to say to permanently Delete the Fields click 
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Yes.  Yes, then that Field and all the Data in it for all the Records in that Table would be 

Deleted.  Clearly you’ve still got the issues that we mentioned earlier on about if this Field was 

Linked say as a Foreign Key to another Table and so on.  So, there may be dependencies to take 

into account, but in this case if I wanted to get rid of Date of Birth I would just say Yes at this 

point. 

We’re back in Data Sheet View now and I’m going to use a couple of other useful features.  The 

first thing I’m going to do is to Freeze those three Fields so that I can see what I’m doing.  You 

should remember right click and then Freeze Fields.  Then I’m going to Scroll along to Date of 

Birth.  Now I decided not to Delete Date of Birth, but it is confidential information so I’m going 

to do something else.  I’m going to right click on it and I’m going to select Hide Fields.  Now 

what actually happens in this case is that the Data in that Field is not lost, but that subject to 

Permissions and Security Settings that we’ll come to later.  Other people using the Database 

won’t be able to see that Field.  So even if I maintain the Data other people won’t be able to see 

it.  Now somebody with the right Permissions could, but I’ll make sure that people don’t get 

those Permissions.  And I can Hide as many of the Fields in a Table as I want to.  To Unhide 

them again, it’s quite straightforward, just click on any of the Headings in Data Sheet View, 

right, Unhide Fields brings up this little Unhide Columns Dialog, and it will show you all of the 

Fields in the Table and the ones without a check box are the ones that are hidden.  So if I want to 

bring Date of Birth back into view again I check it, click Close, and Date of Birth has reappeared 

again.  In fact while we’re looking at this let’s just right click again on the Menu on the Heading 

of a Field Column and we can see that we’ve covered most of the options on here now.  Sorting 

we’re going to come to a little bit later on and Freeze and Unfreeze we’ve done, and so on Field 

Width, Hide, Unhide.  We can actually Rename a Field in Data Sheet View.  So I could actually 

say Rename that to DOB here rather than in Design View and I can also, of course, Delete a 

Field in this view as well.  I would get all of the same sorts of warnings.  So in Data Sheet View 

you can do pretty much most of the key things that you can do in Design View. 

One other thing that’s worth knowing about when you’re working in Data Sheet View is that the 

normal functions of Cut, Copy, and Paste work pretty much the same way they usually do.  So, 

for instance, if I knew that Sam Anderton’s address was very similar to Jane Smith’s I could 

Copy all or part of Jane’s address, Paste it in here, not quite, there we are.  And then if maybe all 
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I wanted to do was that the house number was different and I could do that with Cut, Copy, and 

so on, Cut and Copy the Zip Code and so on.  So, that all works pretty much the way it would in 

Windows and Office Applications in general. 

So I’m still in Data Sheet View, still looking at the Student Table.  I’m now going to look at 

some of the options on the Fields Tab under Table Tools.  There’s a Group here called Add and 

Delete and the Delete button Deletes the currently selected Field, subject to confirmation of 

course.  The other buttons are yet another way of Adding a Field to a Table.  With these, the 

Type of Field that’s added depends on which button that you press.  So if I wanted to Add, say, a 

First Contact Date at the end of a Record, if I select the Zip Field which is currently the last one 

and click Date and Time, it Adds a Field of the Type, in this case Date and Time, I’ve selected.  

And I can Rename it like this and that’s it.  I’ve got a New Field in my Table.  It’s as easy as 

that.  If I go into Design View I can see the new one there; it’s got a Date and Time already.  So 

that’s great. 

Now that we’re back in Design View, let’s look at something else.  We entered Descriptions 

earlier and these Descriptions appear on the Status Bar when we’re working on a Field.  So, for 

instance, if I look at Student Last Name, the Description for the Last Name Field, let’s just go 

back into Data Sheet View, click in that Field, and down here on the Status Bar we can see the 

Description, Student’s Last Name down here.  Now there is also on the Fields Tab a Name and 

Caption button.  And the Name and Caption button shows the Description, Student’s Last Name, 

but it also has a property called Caption.  And the Caption property is the one that will appear on 

a Form as a prompt for Data Entry.  We’re going to be starting to use Forms in a little while and 

setting up these Captions now when we Design the Tables is a good idea because it means, first 

of all, that we don’t forget what any of the Fields mean.  But secondly, it means that we can be 

consistent in our Captions because by setting them up in the Tables, whichever Forms access 

each Table, we can be consistent with the Captions as well.  So the Caption for this one is Last 

Name.  Let’s go to the Field we just added, which was First Contact Date.  In fact, I’m going to 

put a Date in there of say Monday the 5
th

 of July, but I’m also going to click Name and Caption.  

First Contact Date is the Field Name.  I’m going to use the same thing for the Caption.  In fact, 

I’m just going to put First Contact and the Description will be Date of First Contact with Student.  
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And really when we’re Designing our Tables we should be going through and doing that on all 

of the Fields in the Table. 

So now, we’ve seen all the basic properties of Fields, how to Add Fields, Delete them, move 

them around, and so on, we’re going to look in detail in the next section at the Data Types for 

Fields and what each of them means and the essential Properties of each.  I’ll see you then. 

  



 
 

© Copyright 2008-2012 Simon Sez IT, LLC. All Rights Reserved. 
 

Video:  Table and Field Properties 

 
Toby:  Hello again.  This is the last section in which we’re going to be looking primarily at 

Tables, and in this section we’re going to look at some of the more detailed information about 

Table Properties and Field Properties.  We’re going to start by looking at the Student Table.  I’m 

going to go into Design View and given our longer list of Fields now we’re going to start by 

looking at Data Types.  And one of the most common Data Types and certainly one of the 

simplest ones to understand is the Text Data Type.  And we have quite a few Fields here that 

have got a Data Type of Text.  This is the Data Type that you use where basically you’re 

entering Text, just straightforward characters against a Field.  If we look at Last Name, we have 

this setup as a Text Field with a Description of Student’s Last Name.  Now when we have a Field 

selected up here in Design View, the Field Properties are down here and the General Tab is the 

main one we’re going to be looking at.  As we click on each of the Properties, which is one of 

the Rows in this Table, a little Help panel here explains the meaning of that Property.  So, for 

instance, Field Size 50; this is the Maximum number of characters you can enter in the Field.  

The largest Maximum you can set is 255.  Press F1 for Help on Field Size.  Now in this case 

much earlier on I changed the Maximum Field Size to 50 because 50 for a last name is a pretty 

realistic Maximum and there’s no point in allowing 255 if in fact we don’t think we’re ever 

going to get a student with a last name that is that long.  However, when you setup Text Fields 

you’ll usually find they have a Default length like this one of 255, which is the Maximum.  

Having the longer Maximum, by the way, doesn’t do any harm.  And some people would say, 

well what does it matter?  But I think it’s always a good idea to go through each of these Fields.  

Think carefully about what it means.  Think carefully about setting a realistic Maximum because 

even if it doesn’t do any harm in terms of storage space, if you did store a really long value there 

and you weren’t expecting one, it might upset something else.  So always have a think about 

these Maximum Field Sizes. 

Let’s carry on working our way through these Field Properties.  Four Text Fields, Format, Input 

Mask, don’t generally really apply.  There will be a couple of cases that we’ll see later on.  

Caption, however, is useful and important.  As the Help on the right says, the Label for the Field 

when used on a Form.  If you don’t Enter a Caption, the Field Name is used as the Label.  So, 

again, it will Default to the Field Name anyway but it’s useful to think about this now in case 
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you may want a differently worded Caption.  One advantage of adding things like Caption here 

is that wherever that Field is used on a Form, you’ll then be consistent in terms of the Caption 

that is presented to the User.  Although, in fact you can change it on individual Forms if you 

want to.  Default Value, not that relevant to Text Fields although it can be used.  Validation Rule 

and Validation Text, the same, but now Required.  Now, Required means that we must have an 

Entry in this Field, and at the moment First Name, No; Last Name, Yes.  Now if we decide that 

the Field must contain a First Name, if we click in the Field a little drop down appears on the 

right with only two choices, Yes and No.  We’re going to say Yes; we must have a First Name.  

Do we allow a Zero Length First Name?  Well, Zero Length First Name is rather strange 

concept.  There are some sorts of Text Field where we might have a Zero Length Entry, but it 

certainly wouldn’t be somebody’s first name.  So we’re going to say that we’re not going to 

allow a Zero Length Entry there.  Indexed; this is important.  When we have a large Database 

with hundreds, thousands, or hundreds of thousands of Records, finding a particular Record can 

take quite a long time.  And one way of speeding this up is to ask Access to maintain an Index of 

certain Fields.  For instance, we may ask it to maintain an Index of Surnames, Last Names.  If it 

does that it actually slows Access down when it’s doing it’s updates but it makes Searches much 

quicker.  When we have a bigger Database, Indexing certain Fields like Last Name or maybe 

State is actually going to help us overall in making Searchers quicker.  But when we have a small 

Database as we have now, the Indexing doesn’t really make an awful lot of difference because 

everything is going to be so quick on a modern computer anyway you’d hardly notice any 

difference.  So I’m going to stick with Indexed No at the moment.  Don’t worry about Unicode 

Compression or the IME Mode settings, Smart Tags, Text Alignment, General; leave it at 

General for now.  So, that’s all of the Field Properties in relation to a Text Field. 

Let’s now take a look at a slightly more complicated Data Type; let’s look at Date and Time.  If 

we look at the Date of Birth Field here, the list of Field Properties at the bottom for a Date and 

Time Type, slightly different list.  First of all, Format.  Formats important for Date and Time and 

it will depend on your locale.  I’m based in the UK so the Date and Time Formats that are 

available to me to choose from are listed here.  Yours may be slightly different, depending where 

you are.  I’m going to go for the Short Date which is Day as a Number, then Month as a Number, 

then Year as a Number, like so.  Input Mask, I can actually specify an Input Mask.  And an Input 

Mask is used for Data Entry into a pre-defined Format.  I can apply this in both Number and Text 
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Data Types and it can be useful when you have something structured that fits a particular pattern.  

Zip Codes actually are quite a good application for an Input Mask and something like a 

Customer ID or Social Security Number, that sort of thing.  But we’ll come back to a couple of 

examples of that in a moment.  Caption as we know, well we could just use the Field Name or 

we could put a Caption in.  Let’s say Date of Birth.  Default Value, we don’t really have a 

Default Date of Birth, although we could of course put one in.  Validation Rule, we might at this 

point say, well to avoid confusion, let’s put in a Validation Rule that says not more than 120 

years old or something like that.  Now we’re going to be looking at Validation Rules in a little 

while and then we could always come back and put one in here.  But if we had a Validation Rule 

and somebody tried to enter a Date of Birth that broke it, Validation Text is and look at the panel 

on the right, the Error Message that appears when you Enter a Value prohibited via the 

Validation Rule.  So, for instance, I could put something like Invalid Date of Birth.  Now I 

haven’t put the Rule in yet.  We’re going to come back to the Rule later.  Is this required?  Well, 

you’d think probably yes, but the problem is you may not have somebody’s Date of Birth when 

you first sign them up and put them in your Database, in which case this is going to cause you a 

problem.  So, I would say I would leave that as Required, No.  I’ll leave it as Indexed, No at the 

moment and I’m going to leave everything else at its Default Value.  There is an interesting 

option here which is the Date Picker.  When you say Show Date Picker for Dates that means that 

when this Field appears on a Form, for example, the Date Picker, the little Calendar Control will 

appear and let somebody choose a Date from that, which is pretty useful, as you know. 

We’re now going to look at Zip.  Now this was given a Type of Number when we first typed it 

in.  Access saw some digits and decided it was a Number.  Well in fact for Zip Codes or in fact 

Postal Codes in general, you would set them up as Text.  And we know that a Zip Code has a 

very specific Format, depending on whether it’s a five digit or a nine digit Code.  And the nine 

digit Code will have a Hyphen in it.  So a Maximum of 10 digits.  Let’s set the Field Size to 10.  

And we can put in place here an Input Mask.  Now the Input Mask typically that we would use 

for Zip Code is pretty straightforward.  I’ll come back to that in a moment.  But in fact within 

Access 2010 there is an Input Mask Wizard which is locale dependent, but which will suggest a 

number of possible Input Masks for the Data that you’re trying to put into this Field.  So, for 

instance, if I wanted a UK type Postal Code which looks like that, I could select that one.  If I 

want to use one which is outside my locale, like a Zip Code, then I can still set it up and test it in 
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this way, but just to show what it’s likely to be here, the Format of the Input Mask would be 

something like this:  five digits, Hyphen, four digits. 

Now I’ve setup a Validation Text Field there.  We’ve got our Input Mask and we can try it out 

simply by going into Data Sheet View and moving along to the next person without a Zip Code.  

Go into the Field, type a non-numeric digit like S.  We get an Error Message because of course 

the Input Mask is saying it has to be a digit.  Let’s put in a Valid Code and there we are.  Now in 

fact in reality this would be slightly more complicated then we’ve seen here because it needs to 

deal properly with fives and nines.  The nines are fine; the fives have a Hyphen we don’t really 

want.  That’s a routine deal with in Access, so not anything particular to worry about.  And if we 

now Save that Record, go back into Design View, going to look at the rest of the setup.  So we 

have an Input Mask, put in our Validation Text.  Is it Required?  Well, probably we would say 

that Zip Code is Required because we’ve put a student on the Database, we need an address and 

a Zip Code even if we don’t have their Date of Birth.  So let’s say Yes that is Required.  Do we 

allow a Zero Length?  No, we don’t.  Is it Indexed?  Not at this stage.  And that’s basically it for 

this Data Type. 

Here’s another Data Type and that is the Yes/No Data Type, which we’ve used in the Theory 

Confirmed Field.  Probably one of the most straightforward ones there is.  You have a choice 

Yes or No.  Default Value is No or zero.  And you cannot really break the Validation on this 

other than by being inconsistent with the content of another Field.  Basically, if you can only 

choose between Yes and No then that’s the only choice you can make.  There are different ways 

of representing Yes and No on Forms which we’ll look at later on, but there’s no relevance to 

things like Input Mask and so on with a Yes/No Field. 

One of the Data Types we haven’t covered so far is Memo and you can think of Memo as 

basically a very long Text Field or should I say a limitless Text Field.  If you select a Type of 

Memo, you’re still only expecting to put Data in there but it doesn’t have to have this limit of up 

to 255 characters set.  It’s often used for long descriptions.  It might be used in our application in 

things like details of a Task that a student has been set.  We’ve covered most of the other Data 

Types.  We haven’t covered Overlay Object, Hyperlink, Attachment, and Calculated yet.  

They’re all coming up in other sections as we find their need in our New Database.  We’re now 

going to finish off this section with the Lookup Wizard, which is extremely important and in 
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order to demonstrate its use I’m going to add a New Field to the Database which is Primary 

Instrument. 

Having added the Field of Primary Instrument I then select Lookup Wizard and it brings up the 

Lookup Wizard Dialog.  I have two choices.  I can look up the Field Values that I want the User 

to choose from, from a Table or a Query, something we’re going to do a bit later on, or I can type 

in the Values that I want in this Field.  I’m going to type them in, click on Next.  How many 

Columns in my choice?  The meaning of that will become apparent in a moment.  It’s just one.  

And now I type in the Values.  So the Values are Alto Sax, Clarinet, and in fact Tenor Sax.  

Click on Next.  Limits to list.  One of my Rules is that when somebody chooses they have to 

choose something from this list, they can’t type something else into the Field.  So, check that and 

click on Finish.  Now I’m going to go into the Data Sheet View and use my New Field and 

you’ll see what it’s all about.  Primary Instrument at the end, click in there, and I’m presented 

with a drop down with those three Values in it.  Is it Alto Sax, Clarinet, or Tenor Sax?  First 

person Clarinet, next one Tenor Sax, and so on.  So, basically this is a Lookup Field.  It’s a Text 

Field that we look up the values from a limited list of three possible instruments. We could’ve 

specified a Table with those instrument names in it and it would have let us choose from the 

Records in the Table.  That’s something we’re going to do later on.  But for now that explains 

what the Lookup Wizard is all about and what Lookup Fields are all about.  In the next section, 

we’re moving on to look at Forms.  I’ll see you then. 
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Chapter 4 – Forms 

Video:  Auto-Create Forms, Filtering & Searching 

 
Toby:  Welcome back.  In this section, we’re going to start looking in detail at Forms.  We’ve all 

ready seen that we can enter Data directly into a Table and maintain Data in Tables.  So, why use 

Forms?  Well, a lot of evidence over a long time has shown that a well designed User Interface in 

the form of a Form has a positive and beneficial effect on the people who use it.  It makes 

efficient use of the space available and we only need to ask the Users for the specific information 

required to complete whatever transaction or operation they’re trying to perform.  When we’re 

designing Forms, there are a number of key guide lines and we’re going to be following those as 

we go along.  Within our Database we want to make our Forms consistent.  So, we don’t want to 

change the way that Users interact with the Forms.  We also need to use Terms on the Forms that 

Users are familiar with.  Use non-technical Forms where we can, don’t use generic Terms like 

Products if in fact what we mean is Books.  Don’t clutter the Forms up.  Don’t add too much 

onto one Form.  If there’s a lot of information to gather or change, use a couple of Forms or a 

couple of Tabs on a Form.  Also, and this is extremely important, test everything really 

thoroughly.  There’s nothing more off putting when somebody’s trying to use a Database than 

the thing breaking and falling over every few minutes.  The other key thing with Forms is to 

Design the Forms around specific Tasks.  Don’t just put one Form and then do several different 

Tasks on it.  Try to have a Form for each Task and only ask for what you need on each of those 

Forms.  So with those guide lines in mind; let’s have a look at one or two of the existing Forms 

from the Northwind Database. 

Okay, let’s Open up the Northwind Database.  Login as one of the employees and let’s look at 

one of the Forms.  Let’s look at Employee Details.  Now this particular Form was, of course, 

Designed by somebody else. But a lot of the features on it are going to become very familiar to 

you as we work our way through.  And this is actually an Employee Details Form.  Header on 

the Form makes it exactly clear what it is, which is a useful thing to bear in mind.  The name of 

the employee in question is here and then we have the individual Fields, First Name, Last Name, 

Company, Job Title.  And, of course, we’ll recognize some Fields from the ones on our Student 

Form.  So this has Business Phone, Home Phone, Mobile Phone, for example, address including 
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a Zip Code, and then we have an E-mail Address, Web Page, and some Notes.  These Notes are 

probably held on the Database in the Form of a Memo Field Data Type.  Down at the bottom we 

have some very important Controls which are going to be a common feature on most of our 

Forms and these enable us to step through the Records in our Database.  These arrow buttons 

enable us to go to Next Record, so that’s two, three note the Counter there, four, and so on.  And 

then we have a last Record button.  It’s a bit like the end of a tape on an old video recorder or a 

last track on a CD or something like that.  And then we can go back to the first Record with this 

button.  The Form also has a Search facility, and then a number of commands up here which do 

specific things; for instance, we have an E-mail button which will bring up an E-mail Dialog 

which enables me, the User, to send an E-mail to Andrew.  So we have some Controls on here as 

well, a space for a picture, and then of course a Close button which basically does the same as 

the standard Windows Close button in the top right hand corner.  So that’s a good example of an 

Employee Details Form. 

What we’re now going to do is to Create a Form for our Database.  So, first of all we Open our 

Database, the Private Tutor Database, and we select the Table for which we’re going to Create a 

Form.  We’re going to Create a Form for the Courses Table.  Let me just Open that Table to 

remind you what’s in it.  It’s basically a list of Courses with a Code, Course Description, and 

Hourly Rate, and the number of Lessons in each Course.  On the Create Tab on the Ribbon there 

is a Forms section and we’re going to use the Form Wizard, which is a very quick and easy way 

of Creating a Form from a specified Table.  Click on Form Wizard and away we go.  Now the 

Form Wizard knows which Fields are in our Table.  There are four of them. And if I only want 

certain Fields on the Form, I can select them at this point.  So, for instance, if I wanted just the 

middle two, I could say I’ll have Course Description and Hourly Rate.  But I don’t want just 

those two, I want the whole lot.  So there’s a double arrow that moves the whole lot over.  Now I 

can also choose Fields from more than one Table or Query, but we’re going to come back to that 

later on.  So within the Wizard I now click on Next and if you look at the picture here it lets me 

choose a Layout for the Form I’m going to have.  I can have a Columnar Layout, so arrange by 

Column.  Tabular Layout arranged in a Tabular Form.  Data Sheet Layout just like the Data 

Sheet Layout for the Table itself.  Or a Justified Layout like this.  Let’s try the first one.  Let’s try 

the Columnar Form.  Then we go Next.  What Title do you want for your Form?  Well I’m going 

to say Courses and I can either Open the Form now to View or Enter information or I can 
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Modify the Forms Design.  Well, I’m going to Open the Form now and let’s see what it looks 

like. 

One of the most noticeable things about this new Form is that it shares some of the Properties of 

the example we saw in the Northwind Database just now, almost straightaway.  We have a 

Search button.  We have, although it’s grayed out, a Filter button there, and then we our little set 

of Controls:  Next Record, Previous Record, Last Record, and so on.  And we even have a New 

Record button.  This is the button if we press that we finish up with an empty Form and we can 

type in the details of another Course.  Hourly Rate for that we’ll say is $30 and it’s say a six 

lesson course.  And basically that facility means that we’ve got now a Form that will enable us to 

look at existing Records and add Records and as we’ll see shortly it will give us a way of 

Deleting Records as well.  And that was using a Form Wizard that did pretty much the whole job 

for us.  Now the Form may not be exactly the sort of look and feel that you want, but it certainly 

does the job. 

Now let’s look at some different Views of this Form.  Before we do that look at the Tabs here.  

I’ve got two items open called Courses.  But by looking at the icon I can see that that’s a Table 

and that’s a Form.  I’m going to Close the Table and leave the Form there.  Now with a Form 

there are three fundamental Views.  If we use the button up there we have Design View, Layout 

View, and Form View.  This is currently in Form View.  And there are two other ways between 

of switching between the Views.  One of them is if you right click on the Courses Form here, 

over in the Navigation Pane, you have Open which is effectively Form View, Layout View, and 

Design View.  And you also have in the bottom right hand corner of the screen three little icons 

here, three little buttons:  Design View, Layout View, Form View.  Form View is the View that 

you’ll see when you’re using a Form to enter and change information.  Design View is the one 

you’ll use when you actually want to change the Design of the Form.  And we’re going to be 

doing to that in the subsequent sections.  Sort of thing I mean by this is, this is one of the boxes 

that the Course Code goes into.  You may have noticed in Form View that that box is actually far 

too big.  We’re only going to put a little Code in there so why have something as big as that?  So 

with that we’re going to change that in a little while.  We’ll change it in Design View.  Layout 

View is a new feature.  It’ll be new to those of you who haven’t used a version of Access 2007 or 

newer.  Layout View is a View sort of in-between one where you can make basic changes to the 
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Layout of Form, such as changing the Size of one of these Fields, one of these Controls that 

people are entering Data into.  But you can do it with the Data in View.  So you can actually look 

at it with some Data in it.  In Design View, you don’t actually have any Data in it.  You have 

Field Names and Captions and so on.  So, Layout is the sort of in-between View. 

Let’s look at some of the other out of the box functionality we get with Access 2010.  With our 

new Form, we have a facility to change the Data in the Courses Table.  So, for instance, if on the 

Grade 5 Alto Sax Course I was going to change it from 12 lessons to 15, I could merely make 

that change and then on the Home Tab in the Records Group there is a Save button.  Save, saves 

that Record.  If I want a New Record, click on New.  Let’s have a new Course which definitely is 

not my colleagues sort of course as she’s only on Brass and Woodwind.  So there is a new violin 

beginner’s course.  Move away, we’ll Save it as well.  If I go back to that course, if I click the 

bar on the left it selects the Record and if I then click Delete in the Records Group, it Deletes that 

Record.  I get a warning, “You’re about to Delete one Record.”  Click on Yes.  That’s exactly the 

same as if I Deleted the Record in Data Sheet View when we were looking at the Tables earlier 

on in the course. 

But we do have several other interesting facilities as well.  And I’m going to start with the 

Search facility.  We’ve got this Search box down here.  I’m going to Search for Clarinet.  Click 

on Find, Find and Replace box, Find the next one, Clarinet Grade 1, Clarinet Grade 2, Clarinet 

Intermediate, Grade 1, so on.  Microsoft Access finished Searching the Records.  So I can use 

that simple facility to do a Search through all the Records in my Table.  And another feature 

which is built in is the Filter feature which is really very flexible.  Let’s suppose I wanted to find 

all of the courses that operate at the highest rate that I charge.  If I click in the Hourly Rate Field 

on the Courses Form, click on Filter, and it shows me all of the Hourly Rates that I have; 30, 35, 

and 40.  Let’s clear them all and just check 40.  Click on OK and what it’s now showing me is a 

subset of all of the Records in the Courses Table.  And it’s showing me the Records where the 

Hourly Rate is 40 and there are three of them.  That’s number one of three, number of two of 

three, number three of three, and so on.  So that’s Filtered on that rate.  If in addition I wanted to 

add a Filter say on the Course Description.  Click in that Field, click on Filter.  That gives me a 

list of all the Course Descriptions for the Courses at that Hourly Rate.  If I just wanted to find 
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that one click on OK; I’ve just got the one, Alto Sax Grade 8 is a 40 pounds an hour course.  So, 

Filtering and Searching are basically in built in the functionality of Forms in Access 2010. 

So, having seen how to automatically generate a really quite useful Form, in the next section 

we’re going to look at ways of adding to Forms and also starting to change them to better suit 

our exact requirements.  I’ll see you then. 
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Video:  Types of Different Forms & Creating New 

 
Toby:  Hello again.  In this section, we’re going to look at the various approaches to Creating 

Forms and the various types of Form that we can Create.  In the last section, we used the Form 

Wizard; in this, we’re going to look at two or three other very popular approaches first.  Let’s 

choose the Student Table first in the Navigation Pane and then the Create Tab on the Ribbon and 

then the Forms Group here contains a number of different options.  Let’s start with the one that 

just says Form and click on that.  Now although that happened very quickly, if you’ve got a 

complex Table it may take a few moments.  But you can see straightaway what’s happened.  A 

Form has been created in a Default Layout and I can already see the first student on the Form 

and the buttons at the bottom that let me step through.  It’s done a similar job really to the job 

that the Form Wizard does.  The difference being that with this approach it takes all of the Fields 

in the Table and lays a Form out accordingly.  Perhaps the most important thing to realize with 

this approach is that once you’ve created a Form in this way you can then go into Design View 

of the Form or Layout View of the Form and change it around pretty much at will.  And that’s 

the sort of approach we’re going to be taking later on. 

One other important difference between this approach and the approach of using the Form 

Wizard is that the Form is not automatically Saved and in order to Save that Form, when I come 

to Close it, Access says “Do you want to Save the changes?”  I say Yes.  And it invites me to 

enter a name for the Form.  Click on OK and the Form is Saved.  Looking at the Navigation Pane 

on the left I can now see my new Form is there.  And if I wanted to work on it, I could right click 

on either Design View or Layout View.  Let’s go for Design View.  The Form is now there and I 

can work on it to make whatever changes I want to. 

One other related and very important approach to Creating a Form is to Create a Blank Form.  

I’m going to select Student again and now on the Create Tab in the Forms Group, I’m going to 

click on Blank Form.  What happens in this case is that a completely blank Form is presented to 

me and it doesn’t even specifically relate to the Student Table in that on the right I’m given a 

Task Pane with a Field list and the Field list contains all of my Tables and I can, in fact, select 

any Field from any Table and put onto my Form.  Now this may seem like rather hard work, 

particularly if you’ve got Tables with many Fields in them, but people who have used Access for 
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some time actually sometimes find this quicker than using say the Wizard or the Form Create 

that we did just now and then changing what Access does.  Some people prefer to have a Blank 

Form and then Drag on the Fields they want, make them the right Size and so on.  So this is also 

a very useful option, particularly when you’ve had a bit more experience with Access. 

Let’s now look at some of the other ways of Creating a Form.  Again, with the Student Table 

selected click on Create and on the right hand side of the Forms Group, there’s a button More 

Forms, click on that, and we’re going to Create a Data Sheet Form.  Now this looks exactly the 

same as the Data Sheet View of the Student Table, but in fact it isn’t.  This is a Form and 

although it has all of the Fields in it I can actually Delete Fields from this Form.  For instance, if 

I select the Home Phone Field Column and press Delete and the Mobile Phone and click Delete 

and perhaps select three more Columns using the Shift key and press Delete, I have a Form with 

a View of some of the Fields in the Student Table, but I haven’t actually done anything to the 

Student Table itself.  This is just a View of a subset of the Form of the Fields in the Student 

Table.  So the Data Sheet Form, although it looks the same, is actually just a View of part of the 

Data.  Some people do like the Data Sheet approach and the advantage Creating a Data Sheet 

Form is that you don’t have to show Fields that you’re not interested in, in a particular situation. 

The next type of Form we’re going to look at is the Multiple Item Form.  It’s basically very 

similar to a Data Sheet View in that it does display several Records on screen at once, but it 

displays them in a more attractive and user friendly manner.  So, for instance, if I click on 

Student, go to Create, and then use the drop down next to More Forms, click on Multiple Items, 

and there you can see the Data Sheet Layout exactly as before but we have the Controls at the 

bottom for stepping through the Records in our Table.  And, of course, I can still go into Design 

View and that would enable me to say make these Columns narrower so that I can see more on 

the screen and so on.  And it’s a very good way of modifying Data Sheet View and producing a 

more attractive result.  So, that is the Multiple Items Form. 

We’re now going to look at a very useful and versatile type of Form, the Split Form.  This Form 

has two parts and one of which is a normal Form for Data Entry and maintenance.  And the other 

one, it’s basically a Data Sheet View.  This gives people the two types of flexibility that they 

like; one for finding Records and one for changing them.  And you can further refine the Form to 

secure the Data and to make sure that Users don’t get themselves into trouble.  I’m going to use 
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the Courses Table for this one and Create Tab, More Forms, and then Split Form is the third 

option on the drop down there.  And you can straightaway see what happens. We have a two part 

Form with a Form very similar to the one we looked at before in the top section and a Data Sheet 

in the bottom section. 

So having Created the Split Form there are a number of things that we can do with it.  We can, in 

fact, use the Splitter Bar here to make part of the Form larger or smaller.  And if we want to 

change some of the more fundamental aspects of it; if we go into Design View and then click on 

the Property Sheet which is actually the Property Sheet for the whole Form.  We haven’t really 

looked a Property Sheets yet; we’re going to come back to those in a little while.  But on the 

Format Tab in the Property Sheet for the Split Form there are some very important properties and 

we’re going to look at one or two of those now.  One very important one is Split Forms Splitter 

Bar.  It’s currently set to Yes.  If I change it to No it means that when Users are using this Form 

they won’t be able to do what I just did and move the division, the Splitter Bar on the Form up 

and down to suit their requirements.  We can fix it a particular position to stop them sort of 

messing up all our lovely Design work.  The other important and useful thing about this is that 

we can change the Orientation.  It currently has the Data Sheet on the bottom.  So if I say Data 

Sheet on top and Close this and then go into Normal Form View we can see the Data Sheet is 

now on top instead of on the bottom.  And one other useful little feature, Property Sheet again, if 

we look at the Split Form Data Sheet setting it says Allow Edits.  That means that when 

somebody is using our Split Form not only can they change Data in the Form part but they can 

change in the Data Sheet part as well.  Now we may think that’s rather dangerous and we only 

want them to use the Form.  So you can actually change Allow Edits in Split Form Data Sheet 

from Allow Edits to Read Only which means that somebody using our Form can only make the 

changes in the Form part of it. 

The next option we’re going to look at before Creating a Form is an extremely important one, 

and this involves a Sub-Form within a Form.  I’m going to use the Student Table again and I’m 

going to go to Create and we’re actually going to go back to the Form Wizard, although we’re 

going to use it in a different way this time.  If I click on the Form Wizard, Table Student is 

selected, and the Fields I’m going to use are just Last Name, First Name, and Primary 

Instrument; so just those three Fields are going to appear on the Form.  But then I’m going to 
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access the Tasks Table and from the Tasks Table, I’m going to have Task Title, Description, and 

Due Date.  So I’ve actually got a mixture of Fields from two different Tables.  Click on Next and 

I’m now asked the question, “How do you want to View your Data, by Student or by Tasks?”  

Now if you look at the little picture on the right here, you can probably start to see what’s 

happening.  We have a main Form with Last Name, First Name, and Primary Instrument and 

then we have another Form within that which has Task Title, Description, and Due Date.  And, 

in fact, what this Form is ultimately going to do is for each student to show us the Tasks they 

have in hand.  So, the main entity, the main object that we’re looking at in relation to this is the 

Student and then the Tasks that the student has allocated to them.  So the answer to this question 

is by Student.  And we’re going to do it by Form with Sub-Forms.  The meaning of that will 

become apparent in just a moment.  Click on Next.  Choose between Tabular Layout and Data 

Sheet Layout.  We’re going to choose Tabular Layout.  Click on Next and Name for the Form, 

we’re going to call it Student 1 and the Sub-Form will be called Tasks Sub-Form 1.  And then it 

says, “Open the Form to View or Enter information.”  Yes.  And there is our Form.  Now we’re 

going to have a look and see exactly what it does and how it works. 

Now as we’ve seen, this Form gives us access to two different types of Record; Records from the 

Student Table and Records from the Tasks Table, and they’re linked by Student ID.  We set that 

up when we setup the Relationship between those two Tables earlier on in the course.  As we use 

this set of Controls down here to step through our students, Bernard Kawolski, Sam Anderton.  

For each student allocated Tasks appear in the Sub-Form.  So for Sam Anderton we have one 

Task, Prepare for Tenor Sax Recital.  For Jane Smith we have two Tasks, Prepare for Recital, 

Arrange visit to engineer.  For Bernard, we have no Tasks at the moment; in fact, we haven’t 

even allocated his primary instrument.  Now one of the most important things to understand 

about this sort of Form is that we can not only add students with this Form or amend students or 

even Delete students with this Form, but we can do exactly the same for their Tasks as well.  So 

if I want to change a Student Record I can do it here.  So, for instance, if I know that basically 

Bernard plays Alto Sax, I can click that there and either by going to the next Record, the change 

I’ve made will be Saved, or of course I could use the Save button as well on a Record up here.  

And if I allocate a Task to him, Prepare for Alto Sax Recital, and I can step through Description, 

Choose pieces, Practice, etc and a Due Date say of the 23
rd

 of 8
th

 2010.  Again I can either use 

the Save button or just step to the next Record.  That’s Saved for him as well.  So not only am I 
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able to Add, Change, and Delete Records but they’re all Linked together so that my Database 

stays intact and properly referential.  So in the next section, we’re going to learn some more 

about Forms and also how to change the Layouts to make better use of the space available.  I’ll 

see you then. 
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Video:  Improve Look, Style, & Feel of Forms 

 
Toby:  Hello again.  In this section, we’re going to look at how to improve the look, feel, and use 

of our Forms.  And we’re going to start with the Form we Created in the preceding section where 

we Created a Form for students which had a Sub-Form showing the Tasks allocated to each 

student.  We’re going to start by working on the Sub-Form.  If I select it in the Navigation Pane, 

double click, it Opens in Form View, but I actually need it in Design View to make any changes.  

So click on the Header, go into Design View, and I now have a Form in Design View.  A Form 

has many parts and this particular one is no exception.  It has a Detail section and it has a Form 

Header.  And at different times we may want to work on both parts or separately and so on.  

There is a Ruler along the top of the Viewing area and another Ruler down the side which I can 

use to accurately measure positions of Controls on the Form.  And there is also a Property Sheet 

available, which I can Open by clicking in the Tools Group on the Tab under Form Design 

Tools, Design, Property Sheet, and that gives me the Property Sheet for the Form.  We looked at 

that a little while ago to look at the Format Settings when we were dealing the Split Form.  But 

there is always a Property Sheet for a Form and although there are an awful lot of Controls on it, 

we’re certainly not going to get through all of those Properties in this course.  We’re going to be 

looking at quite a few of them.  So let’s get started on working on the Layout of this Form. 

To make our first changes to the Layout, we’re going to Open the Sub-Form in Layout View, 

and we can see that the space allowed for the Title and the Description is not really very 

appropriate.  The Title in particular, there’s much too much space.  So in order to reduce the Size 

in Layout View, I can Drag with the mouse any of the edges of the Field.  So, for instance, if I 

Drag the bottom, make the Row Height much less, we can see immediately an improvement.  

And then similarly, if I grab the right hand edge of that first Field, pull it over to what seems like 

a reasonable kind of Width, again straightaway an improvement.  If I now do the same with the 

Description box and with the Date, which is a little bit too wide to accommodate a Date; I’ve 

already got a much improved Layout.  But I can’t quite see how that’s going to fit into my 

overall Form yet, so what I’m going to do is I’m going to Close the Sub-Form and then take a 

look at it again in the main Form; see what it looks like.  Well that’s quite an improvement 

because I can see all of the Title and part of the Description now.  The main problem now is that 
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the main Form has a lot of wasted space over here and I want to try to take advantage of that.  So 

let’s go and look at the main Form and change the Layout of that a little as well. 

Now one thing that’s particularly important when we’re working in Layout View is that we make 

sure that we know which Object or Group of Objects we’re working on at any time.  And you 

can normally see that by the orange Outlining of the particular Field that’s selected.  So if I now 

click on this Field, I can change its Size.  But bear in mind that the other Fields which are aligned 

with it, in this case, First Name and Primary Instrument, will move as well or change Size as 

well.  Now in the case of this area at the bottom, I have Tasks which is a Label and then the Sub-

Form.  I’m actually going to Remove that Label.  In fact, I’m going to put it back again in a 

different place later.  But in order to Remove it, I need to make sure that just that is selected.  I 

click on it, note the Outlining, press Delete, and the Label has gone.  Note how the Sub-Form has 

moved over to use some of the space.  Now I’m going to increase the Size of the Sub-Form in 

the main Form.  Select the Sub-Form.  Note I’ve got the Sub-Form selected not individual Fields 

within it.  I’m going to Drag it a little bit to the left and a little bit to the right.  And I’ve almost 

got a good effect now because I can see just about the whole of the content of the Sub-Form.  It’s 

a little bit cramped on the right so I’m just going to slightly reduce the width of the Task Title 

Column.  Now in order to do that, I could Close the Form, Open the Sub-Form, and change the 

Sub-Form separately.  But actually you can work on the Sub-Form within the main Form in 

Layout View and all I need to do is make sure I’ve got the Field in there selected.  Note the 

Outlining and it will of course apply to the whole Column, Drag it a little bit to the left, and there 

we are.  I’ve got a much better Layout now and I’m going to Save my Form in that View.  So 

click on Close.  There are two Forms changed.  It says, “Do you want me to Save the changes to 

both?”  The answer is Yes.  Now let me Open my Student 1 Form again and I’ve got a much 

better result.  You can see now I can step through my students and as I step through the students 

I can see the Tasks that each of them has allocated much more easily. 

We’re now going to do some work on the top part of the Form, the main Form itself.  And in 

order to that, I’m going to go into Design View and just one thing to be aware of.  If you look at 

the three Fields here now, you see Primary Instrument is highlighted.  If I were to try to Re-size 

Primary Instrument the others go with it.  I actually want to move those three around separately.  

So you may say well, how are they all moving together?  The reason, in this case, is that when 
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the Wizard Created this Form, it actually stacked this in a particular way, these Fields, which 

causes them to be sort of glued together and aligned with each other.   And the Layout that’s 

been applied we can Remove using the Remove Layout button which is on the Arrange Tab 

within the Form Design Tools.  So if I click on Remove Layout that separates that Field out.  In 

fact, if I select First Name, Remove Layout, that separates that out as well, and effectively each 

of these Fields now can be treated individually.  Now I actually want to put First Name at the 

top, so I’m going to move that one out of the way over there somewhere.  Select First Name.  

Note that as I move the Field the Label moves with it.  You can actually separate them out.  I’ll 

show you how to do that later.  But at the moment, if you just want to move the two together it’s 

actually quite handy that it works that way.  Let’s select the right hand edge of the Label there.  

That’s better.  Maybe just a little bit less.  You can see how I’m Resizing and Repositioning this 

completely by sight.  I do have an option of doing it by actually typing in dimensions that we’ll 

look at in a moment.  I don’t need that much space for a First Name so I think I’ll probably go 

for about that much.  And there we are.  I’ve now got my First Name Field in a much more 

convenient position.  I’m going to quickly work on the other two and I’ll come back with you in 

just a moment. 

Okay, I’ve done a pretty good job on reorganizing those three Fields and if I go into Form View 

you can see again there’s a considerable improvement here.  I’ve got First Name, Last Name, 

and Primary Instrument.  Loads more space here to play with and I can still see all of my Tasks.  

So I think what I’ll do now is I’ll use a little bit of this spare space.  Go back into Design View 

and Drag the Sub-Form up to there, and maybe even make the Sub-Form a little bit taller.  Close 

up the bottom here and let’s go into Form View and see what we have.  Well, overall that’s quite 

an improvement.  Layout View, I think just make that a little bit longer down to there.  Back into 

Form View and that’s a pretty well reorganized Form.  You can see how we can now see the 

three Fields for the Student.  All three Fields for the Task and we’re using much more of the 

available space. 

So we’ve Created our Form using a Wizard.  The Form contained a Sub-Form.  We’ve changed 

the Layout of the Sub-Form.  We’ve changed the Layout of the main Form and we’ve come up 

with a much better result that uses the space available in a much better way.  But there’s still 

quite a lot we can do to improve our Form.  In the next section, we’re going to be looking at 
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adding to it and changing some of the fundamental Properties of the Fields and the Form itself.  

But in this section we’re going to mainly concentrate on the cosmetics of the Form and a few 

more things we can do to generally improve the look and feel of it.  We’re going to start by 

going into Design View and going to the Themes Option Group on the Design Tab.  And, of 

course, as this is part of Office 2010, we have all of the Office 2010 Themes available to us.  So 

we can completely change the look and feel of the whole Form by choosing one of the Office 

2010 Themes.  As we hover over each Theme, we can see the affect on our Form.  So let’s go for 

say the, yeah let’s go for that one.  Preview the Form, Form View.  There we are.  There’s a nice 

new look for it.  Now let’s look at the Header.  It’s currently Student 1, the Default Header that 

goes on our Form is the actual name of the Form itself, which we don’t need to stick with.  If I 

go into Design View notice that the Form Header is actually a Section in itself and I can literally 

go in there and change that.  We could call it, for instance, Student Tasks.  That is effectively a 

Label.  So if I can click on that, change its Size, its Width.  Perhaps change its Height as well.  

And notice how by using the Splitter Bars here between the Sections of the Form I can again 

reduce the amount of wasted space on a Form.  Now let’s have a look at that with its new 

Header.  Again Student Tasks, quite an improvement. 

So, again, quite an improvement but we’ve still got a couple more things we can do on our Form.  

There’s a lot of wasted space here on the Sub-Form.  We could actually change this while we’re 

working on the main Form, as we’ve seen.  But let’s Close the main Form for the moment and 

let’s go into the Sub-Form.  Go into Design View and as with the main Form we have our 

Header Section and we have a Detail Section.  The Detail Section is the Section basically with 

the Data in it.  Form Header is Fixed usually and, in this case, we’ve got all this space up here 

that isn’t used.  We can in fact add other Sections to a Form.  We could have a Form Footer for 

instance.  We can also have Page Headers and Footers for separate pages on a multi-page Form, 

but more of those later.  For now we’re going to move these three Header Fields up the Labels 

and then reclaim this space.  If you want to move three things together, if you click on one, hold 

down the Shift key, and click on the others, you can either Drag them up or you can even use 

Keyboard Keys.  But I’m going to just Drag them up with the mouse.  They’ve all move together 

and I’m going to Close up the space on the Form say to there.  A little bit farther maybe up.  And 

Save that, Save the changes.  Open my main Form again and once again I’ve reclaimed some 
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space.  Now I’m now going to quickly reclaim this bit of space at the bottom and I’ll be back in a 

moment. 

So, there we are. We have a pretty good looking Form now.  We can step through all of our 

students.  We can for each student step through their Tasks.  Where a Task occupies more than 

one line we’ve got little Scroll buttons to let us read the whole Task. And that’s pretty much it 

for the moment.  In the next section, we’re going to look at Adding Fields to an Existing Form so 

that we really can start to Customize these Forms pretty much as far as we want to.  I’ll see you 

then. 
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Video:  Adding Fields to Existing Form 

 
Toby:  Hello again.  And welcome to the last of our sessions that’s devoted solely to Forms.  In 

this section, we’re going to look at Adding individual Fields to existing Forms and, of course, 

that’s one way of building a Form up from scratch; start with a Blank Form and Add the Fields 

one by one.  But we’re going to use the Form that we Created in the last section and Add 

individual Fields to parts of that, to begin with.  And, first of all, we’re going to work on the Sub-

Form.  So we’ll Open it in Design View and here we can see the Form Header that we reduced 

which had the Labels on it, Due Date, Description, Task Title.  And then the three Fields in 

sequence, Task Title, Description, and Due Date.  So we’re going to Add a fourth Field to this 

Sub-Form and we’re going to put the Priority Field on there.  So, let’s see how we do that. 

One of the things to bear in mind when you’re working with Access Forms is that although you 

can arrange the Forms visually quite affectively a lot of the time, there are occasions when actual 

dimensions are quite important.  And this is one of those occasions because we’ve established 

that the current Width for the Task Sub-Form which is actually 19 centimeters, I can see it on the 

very helpful Ruler there, is about the right Width.  I don’t want to make my Sub-Form any wider 

than that or it will overflow the side of the Form and I’ll finish up with Scroll Bars and so on.  So 

I want to keep this at 19 centimeters at most.  Now in order to Add the Priority Field, I’m going 

to use one of the buttons on the Design Tab and that’s the Add Existing Fields button.  And what 

this does is to bring up a list of the available Fields in all of the Tables in the Database, not just 

the Task Table.  The Tasks Table is separated here because Access knows that this Form is 

basically displaying information from the Tasks Table.  So it’s primarily letting me choose the 

Fields from here and in fact there’s Priority, that’s the one I’m going to use.  I could use a Field 

from one of the other Tables such as Student or even Courses and Invoice.  They’re there 

available to me.  The Field List Pane is extremely useful.  We can Drag the Field we want.  Let’s 

say we’re going to put it in there for the moment and then we can either Minimize it or just Close 

it to get it out of the way.  And one of the things you can immediately see is that of course my 19 

centimeters has been broken.  So I’m going to have to split this space up rather cleverly and in 

addition to that I need to bear in mind a sensible order for these Fields on this Row.  It currently 

is Title, Priority, Description, and Due Date.  Well, maybe that’s not so bad, maybe we’ll go with 

that one. 
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So now let’s get in that Width right again.  We can certainly save some space on the Title.  So 

I’m going to Drag that across to there, say and in fact more by luck than judgment I must admit, 

I’ve just about done that right because I’m back to 19.  However, when Access pushed out the 

Width of these Fields because of the New Field it also pushed out the Width of the sort of page 

or paper that sits behind them to make that wider and I would still finish up with a Scroll Bar.  So 

I’m now going to Drag that back to 19 again so that I don’t get the undesired effect in my Sub-

Form.  That’s it.  And there we are, my New Field is in place.  However, there are a couple of 

things to be aware of that might well need fixing.  And one of them is the Alignment on that 

Label, and we’re going to look at that next. 

With any Object on a Form it has a Property Sheet and we looked at the Property Sheet for a 

whole Form before, but if we Select an individual Object such as this Label, right click, and go 

right to the bottom and click on Properties.  We can see that we have a whole list of Properties 

for that individual Field.  Now let me just move that Properties Pane out of the way.  The 

problem we have here is that Due Date is Aligned Right and, in fact, if you look down the 

Properties Sheet you can see Text Align Right.  I don’t want Text Align Right, I want Text Align 

Left.  When I’ve made the change I just Close the Property Sheet and the job’s done.  All of the 

Properties for all of these Objects are accessible via the Property Sheet.  And we don’t have time 

in this course to go through all of those Properties.  As you can see there are an awful lot of 

them.  We will be talking about several of them as we go through and there are particularly 

important ones, but basically the bulk of them are ones that are related to Formatting.  Many of 

them will speak for themselves.  Like, for instance, Border Color, Border Width, and so on.  

Some of them take a little bit more explanation and we will be trying to look at as many of those 

as possible.  But let’s look at one or two very important ones.  If I click in this Field here, 

Description, and click on the Data Tab I will find that the Control Source, which is basically the 

Data Source for this is the Description Field and we know that the Description Field is actually 

in the Tasks Table.  This sort of Control is called a Bound Control because this Control is related 

to one of the Fields in one of the Tables in our Database.  So it’s a Bound Control; Text Format 

is Rich Text.  It’s an enabled Field which means that I can actually get to it and change it if I 

want to.  So we’ll be talking about more of those Properties as we go along, but for now we’ve 

Re-aligned the Text there and we’ve only got one more thing to do before we’re happy with this. 
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The one other thing that we need to check on this Form before we Close it is to check the Tab 

Order.  Now when we’re using a Form, let me take this particular one and Open it in Form View.  

If I press the Tab key it goes left to right, top to bottom.  And generally speaking, that’s the 

Default Tab Order in Access 2010; left to right, top to bottom.  But there are occasions when we 

want to arrange it differently, and  there are occasions when the Tab Order gets upset and we 

need to put it right again.  And there is a specific Control to do this.  When we’re in Design View 

on the Design Tab, there is a Tab Order button.  And if we click on the Tab Order button it 

shows us the Tab Order for each Control in each Section of our Form.  Now, in the Form Header 

there are no Controls where we can Enter Data.  There are only Labels.  Similarly the Form 

Footer is actually empty.  But the Details Section of the Report, this middle Section has got four 

Fields in it and this is the Tab Order.  It is correct.  Access 2010 generally will keep that in the 

right Order.  If I wanted to change it, supposing I wanted to Tab to Description before Priority, 

for example, I can literally move things around by clicking on them and Dragging.  It’s as easy 

as that.  There is also a facility at the bottom here to Auto-Order the Controls on a Section of a 

Form and Auto-Order does left to right, top to bottom.  In this case, there’s no need to change 

because everything’s fine.  So I’ll just Cancel this Dialog. 

So we’ve seen how to Add a Field to a Form; in our case, the Task Sub-Form.  But there is 

another way of Adding Fields to Forms and if I put the main Student 1 Form into Design View 

again.  On the Design Tab, there is a Group called Controls and from this Group we can Add any 

of the sorts of Control that we’ve seen; so things like a Tab, a button, a Label, and so on.  And in 

fact, there’s a range of different Controls that we can put in.  There’s Combo box, a Page Break, 

and so on.  Now what we’re going to do on this is we’re really just going to Add a Label and the 

Label Control is that one.  Click on that and then Draw on the Form where we want the Label to 

appear by Dragging with the mouse.  And I’m just going to type in the word Tasks.  That’s it.  

Back into Form View to have a look at our Form and there we are.  We’ve now got a little 

Heading there that says Tasks.  Now that Tasks is a little bit indistinct.  It’s pretty much just the 

same as all of the other Labels there.  If I want to make it a little bit more prominent I go back 

into Design View and on the Format Tab there are all of the usual Formatting functions.  If I 

select this Text for the word Tasks, I can do all things I’d normally do.  So I can change the Font.  

I can increase the Size say to 16 point.  I can make it Bold.  And another thing I could do which 

may be particularly appropriate in this case, I could make it the full Width of the Page just about 
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and change it to Center Alignment.  So let’s have another look at the Form with that.  There we 

are.  And so you can see how using Standard Formatting Controls we can again improve the look 

and feel of our Forms. 

I’m now going to Add another Field to the main Student Tasks Form.  And I’m going to Add the 

Field for Theory Confirmed.  Now we saw how to do that earlier on using the Add Existing 

Fields Option but I’m just going to show you a way of doing it which has been in Access for a 

very long time and which you may sometimes find useful.  And that is that you can actually 

choose one of the Controls in this Group here.  Let’s say we go for the Check Box Control.  I’ve 

made a little bit of space on the Form for it.  Put the Check Box in there, there say.  And I’ve 

now Created a Check Box which I can use.  However, it’s not Bound.  It’s not actually connected 

in any way to the Theory Confirmed Field in the Student Table.  To Bind it, I select and right 

click, click on Properties, and if you look on the Data Tab, you’ll see that the Control Source is 

blank.  That means that this Check Box although it will check and uncheck perfectly 

satisfactorily, isn’t actually storing anything or retrieving anything from our Database.  So I’m 

going to Bind it to the Theory Confirmed Field.  So use this drop down.  There’s Theory 

Confirmed.  Close and there we are.  Now if I go into Form View I, my Label is completely 

wrong of course, I’m going to want to put in there Theory Confirmed.  But if I now step through 

my students, I can see that Sam doesn’t have Theory Confirmed, Bernard does, and Jane does.  

And clearly if I wanted to say uncheck Jane’s and checked Sam’s I could.  Now most people 

would prefer to use the Existing Fields List approach to Adding a Field to a Form but that does 

just show you can Add a Control and then Bind it to a Field in the Database later if you want to. 

So finally in this section we’re going to look at a couple of other Form facilities that will be 

useful to us later on.  Let’s take the Student Form into Design View again.  One of the issues that 

constantly arise is actually keeping our Forms looking neat, tidy, and professional.  And there are 

occasions when we’re going to need to Align things.  If you say select a Field like that one, right 

click, and Open Properties.  On the Format Tab, you can get an idea of Width, Height, Top 

relative to the rest of the Section, Left, and so on.  And you can position and Size things 

extremely accurately using these Properties.  But it can take a long time with a big Form with a 

lot of Fields on it.  And sometimes you just want something that looks neat.  There’s a very good 

option in Access and if you Select the first Field there, hold the Shift key down, and then Select 
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all of the other Fields in that Row, those Controls, basically you would want them all Aligned 

along the top to form a nice, neat line.  And if you click on the Arrange Tab, there’s an Align 

button and the drop down on the Align button says, “Do you want them Aligned to the Grid, 

Left, Right, Top, or Bottom? “ Well let’s go for Top.  There’s a minimal amount of movement, 

but they’re all Aligned to the Top.  And if you had say within Sub-Form here, same sort of thing; 

Select those four and again Align Top.  Just make sure they’re all perfectly Aligned along the 

Top, and if you selected the individual Fields now you look to the Properties, you’d check that 

they’re vertical positions are exactly the same.  You can do the same with Aligning things on the 

left, the right, and the bottom, and so on.  So that’s another good tool to use to tidy up your 

Forms.  Finally one or two other very quick things that we can put onto a Form.  We can Insert 

the Date and Time.  We’re going to see how to do that when we move onto Reports later.  You 

can put in a fancier Title.  You can even Insert a Company Logo.  There are a few other things 

with Forms and we’ll be coming up with those later on in the course.  But for now that’s it. 
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Chapter 5 – Expression Builder 

Video:  Understanding and Setting up the Expression Builder 

 
Toby:  Welcome back.  In this section, we’re going to look at a very, very important component 

of Access 2010.  It’s called the Expression Builder and it is used to perform Calculations, 

Comparisons, Checks, and so on.  We use the Expression Builder for all sorts of things.  This 

includes performing Calculations on entered Data, defining Rules for Data Entry, and we also 

use it a lot in Queries, a part of Access 2010 which we’re going to be looking at very soon.  You 

usually use Expressions when you need to Create a value that isn’t directly available from your 

Data, which normally means it’s not one of the actual Fields in your Data.  Now in order to look 

at some example of Expressions, we’re going to Open up the Northwind Database that we 

haven’t looked at for a little while, but it’s got a couple of interesting and straightforward 

examples in it.  So let’s do that now. 

We’ve looked at the Northwind Database a couple of times before and each time you may have 

noticed this Login Dialog that appears.  This is a very useful feature to add to an Access 

Database.  It means that you can control access to your Database and not only can you only let 

certain people in, but when people are in you can control what those people do.  We’ll have 

limited time to discuss this on this course, although we will be looking at it later.  But it’s a very 

useful feature and you may find that you want to find out more about it when you start to 

develop your own Access Databases and particularly if there is Security issues involved with 

your Data.  At the moment, I’m logging in as this Default employee and I’m now going to go 

over to the Navigation Pane.  I’m going to Open Tables and I’m going to look at the Invoices 

Table in Design View.  Invoices, Design View.  And I’m going to look at the Invoice Date Field.  

And the Field has a number of Properties as usual, but this is the one we’re particularly going to 

look at.  The one here, Default Value equals Now, with two round brackets after it.  Now, Now is 

an example of a built in Access function, and Now actually tells us the current Date.  And the 

Default Value is the Value that will appear when we Create a New Record. So, for instance, if I 

go into Invoices, Data Sheet View, as you know we’ve got a load of Records in there already.  If 

I wanted to Add a Record at the end, I click in the last Row and as you can see today’s date 

which actually happens to be the 4
th

 of August appears as the Default Value, and the reason it 
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appears as the Default Value is because I’ve got it set as Equals Now.  We have had Default 

Values before like No and Zero and so on, but this is one which actually changes over time 

because we’re not saying when we enter this Date Field always put in say the 1
st
 of January this 

year.  We’re saying put in the Date today.  The equals sign is very important because it implies 

that we’re using a Calculated Expression.  And even more important is this little button on the 

right with the three dots because if I click on that button with the three dots, I bring up the 

Expression Builder and that’s what we’re looking at in this section. 

Now, in this case, the Expression Builder already has the function that’s been set up here, Equals 

Now and then the two round brackets, which are also very important.  There are a number of 

standard functions that are available and we’re going to look at some of those now.  And the 

important thing to note is the three sections in the lower part of this Dialog.  Because if I click on 

Built-In Functions I can see that there are various types of Function, Categories of Function, and 

then Expression Values that go with each of those Categories.  Let’s start with the Date and Time 

Functions.  Date and Time Functions, there are a number and the Date one which is the, that one, 

returns a variant of Type Date containing the current system Date.  Now is the Function we’ve 

got in there and Now returns a variant of Type Date specify in the current system Date and Time.  

Other Functions include this one, Second.  Returns a variant of Type integer specifying a whole 

number between zero and 59 inclusive representing the Second of the Minute.  So there a 

number of Functions that we can use for Date and Time, some of which may not seem to be 

immediately or very useful to you, but you’ll be surprised what you’re going to need later on.  

Other Categories include Financial Functions.  So, for instance, there’s one here FV which 

determines a double specifying the future Value of an annuity based on periodic fixed payments 

and a fixed interest rate.  So given some Data that a User has entered, you could predict the 

future Value by setting up an Expression featuring this Function and the User Data.  And 

probably populate another Field on a Form.  So, for instance, if you have one Field entering the 

interest rate and the fixed payments that are being made and the period on which they’re being 

made, same monthly payments of $50 a month at a fixed interest rate of say 3%, this Function 

will give you the Value after a specified period of time.  So this sort of Calculation is exactly the 

sort of thing that the Expression Builder is there to enable you to do.  Other types of Function 

include Math Functions, things like Cause and Logarithms, and so on, and various other things.  

There are some General Functions such as RGB Functions to do with Color.  So you can actually 
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build up a whole range of Functions which you can use particularly to Calculate Values and for 

that you use the Expression Builder. 

So that explains about this Now Function as the Default Value of the Invoice Date on one of our 

New Invoices.  And it also explains about this very, very important little icon with the three dots.  

You’ll see this all over the place in Access 2010.  If I now look at the second case where the 

Expression Builder has been used, it’s against a Validation Rule.  And this is a completely 

different concept, but it still uses the Expression Builder.  If I click on there again I now have not 

a Function but actually a Comparison, a Logical Comparison, and this is being used to Validate 

the Data in a Field.  And, in this case, the Validation is Greater than or Equals to and the hash 

delimiters around a Date are very important.  The Rule is Greater than or Equal to hash 1
st
 of 

January or January the 1
st
, depending on your locale, 1900, which means that when somebody 

enters a Date in this Field it must be later than the 1
st
 of January 1900.  Now an example here is 

Greater than or Equal to which is an Operator.  And, in fact, we have all of the basic Logical 

Operators.  So if I click on Operators down here I have Arithmetic Operators, Multiplication, 

Division, Exponentiation, etc; Plus and Minus.  Comparison Operators like this.  We can also use 

terms like Between.  Logical Operators like And, Or, Not, and so on.  And then String Operators, 

notably the Ampersand which joins two Strings together or can concatenates two Strings.  So 

with the Expression Builder we can actually do Comparisons, Arithmetic, String Concatenation, 

and so on.  And we’ll be doing all of those in later parts of this course. 

You can also see a third type of Expression element here which is the Constant.  It’s pretty easy 

to explain this.  We have just one Category, All Categories for Constants in the Expression 

Builder.  And we have an Empty String, a Constant of Force, a Constant of No, and a Constant 

of True.  Of course, these are only the Fixed Constants; you can put normal numbers, literal 

dates, and so on in there.  What we have here with the hash 01/01/1900 hash is actually a 

Constant which is a Date, but when you use the Expression Builder you can put in any suitable 

Constant like that manually, basically by just typing the Values in. 

Let’s look at a slightly more complex example.  Let’s go into Order Details in Design View and, 

in this case, I’m going to look at this Field which is Discount.  Now, in this case, the Validation 

Rule, which again I can look at in the Expression Builder if I want to, is a more compound 

example.  It has two Comparisons and the Logical Operator And.  So we’re saying that, in this 
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case, the Discount Value must be Less than or Equal to one and Greater than or Equal to zero.  

And this is an example of how we can build up Expressions using these Logical Operations and 

in fact Expressions can be quite lengthy.  There will very often be cases when you’re Validating 

a Field when you may need to apply two or three checks to the same Field and this is basically 

how you do it. 

So let’s put some of what we’ve learned to use on our Private Tutor Database.  Cancel this, Close 

the Auto-Details Table without Saving my changes.  Close the Northwind Database and Open 

my Private Tutor Database.  I’m going to use the Invoice Table and into Design View.  One of 

the Fields on this Table is Invoice Due Date.  And basically when I Create an Invoice, I will 

normally Calculate the Due Date by adding normally 30 days to the Invoice Date.  Now at the 

moment Invoice Date doesn’t have a Default Value and Invoice Due Date doesn’t have a Default 

Value.  If I choose Invoice Date and use the principle that we just saw in the Northwind 

Database, I could now make that, well you should be able to work out if I want today’s date to be 

the Default Date into Expression Builder and Functions, Built-In Functions, Date and Time.  I’m 

going to use the Now Function and I need my Equals sign at the beginning.  Click on OK and I 

now have a Default Value for Invoice Date.  And if I go into Data Sheet View, it will of course 

ask me if I want to Save the changes, I can see that on a New Field I’ve got a Default Value.  

Although, in fact. as you can see it’s actually put the whole Date and Time in there.  So if I go 

back into Design View, the Format I want is as you know Short Date.  So if I go back into Data 

Sheet View again, Save the changes again, there we are.  I’ve actually got a date and it’s actually 

today’s date now.  Now let me go back into Design View again and this time on the Invoice Due 

Date I’m also going to put a Default Value in, but I’m going to make it 30 days from now.  Now 

this is where things get a little bit more complicated, but not too bad.  I know I need an Equals 

sign and the Function I want is one of the Built-In Functions.  It’s a Date and Time Function and 

it’s actually the Date Add Function.  Now this is just an example.  You’re not expected to 

remember all of these.  This is just an example.  We actually put in here the interval we want, 

which is actually going to be in days.  So I’m putting in literally D.  The number is the number of 

days, which is 30.  And the Date is the Value of the Date, which is now with the all important 

two round brackets.  Let’s see what I get with that.  So Date Add is saying Add 30 days to now.  

Click on OK.  Now let’s look at the Data Sheet View, Save the changes, and look at that.  The 
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Invoice Due 30 days from now which is the 3
rd

 of September using the UK locale.  So that’s 

pretty clever isn’t it? 

So, armed with this basic knowledge of how Expressions work we can now start moving onto 

Queries, Calculated Values, and so on, which are all going to extensively use some of the things 

that we’ve seen in this section.  So I’ll see you again next time. 
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Chapter 6 – Conditional Formatting 

Video:  Format Control on Forms/Reports 

 
Toby:  Hello again.  We’re now going to start to us Expressions in a couple of practical 

applications within Access 2010.  We’re going to begin by looking at Conditional Formatting.  

Conditional Formatting is something that you might use quite a bit and basically what it enables 

you to do is to Format a Control on a Form or a Report according to the Value of a Field in a 

Record or a comparison between two Objects on a Form, which may themselves be Fields and so 

on.  So it’s a way really of highlighting or something or classifying something visually by 

changing the Formatting of it.  We’re going to start by looking at a very simple application in our 

Private Tutor Database. 

We’re going to look at the look Form we created earlier, the Student 1 Form, and we’re going to 

look at it in Layout View.  Now we still have a little bit more work to do on this to improve the 

Layout later on, but for the moment it’s not bad.  It shows us the information that we need and 

just to refresh your memories, we’ve got details with the student at the top, Jane Smith, check 

box to say whether she’s passed her music theory exam, and the main instrument that she plays.  

We’ve then got a list of Tasks that are set for Jane and with each of them there’s a priority, a 

description, which we can scroll through, and a Due Date.  Now the Conditional Formatting 

we’re going to apply is to actually Flag any Tasks that are due within the next three days.  The 

tutor can then when he or she is looking through the list of students and their Tasks immediately 

see anything that’s coming up and is becoming urgent.  Now to set Conditional Formatting you 

would normally do this in Layout View and, in fact, it’s really intended for Text Boxes and 

Combo Boxes.  So, what we have here is a Date Field in a Text Box, so that’s fine.  And what 

we’re going to do is apply it to this Field here, the Due Date Field. 

So, we’re in Layout View which is very important and I can see that the Field on which I’m 

going to do the Conditional Formatting is highlighted, which means it’s selected.  And to go into 

Conditional Formatting I go into the Form Layout Tools section up here.  There are three Tabs:  

Design, Arrange, Format.  On the Format Tab there is in the Control Formatting Group a 

Conditional Formatting button.  So I push that button and that brings me up the Conditional 

Formatting Rules Manager Dialog.  And Access knows that the Field I’m going to work on is 
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Due Date, it’s the one I’ve got selected so that’s already here.  And it then let’s me add Rules to 

apply to that particular Field.  And I’m going to add a new Rule and I get a Select a Rule Type, 

Check Values in the current Record or use an Expression or Compare to other Records.  Now in 

this case I don’t need to do a comparison to other Records, I only need to check the Value in the 

current Record.  So it’s the selected one there and I’m interested in the Field Value.  And in 

order to check whether the Task is due within the next three days, I need to check whether the 

Field Value is less than three days from now.  Or perhaps I should say less than four days from 

now really.  Now I have a number of Operators here to choose from.  I don’t want Between, I 

want, let’s have Less than or equal to.  And with Less than or equal to, I only need one other item 

to complete my comparison and there’s the Expression Builder triple button waiting for me.  

Click on that and you know what to expect now, Normal Expression Builder.  To find a date 

three days from the, from now, I know that I need the Date Add function because we use that just 

now.  So let’s Expand Functions, Built-in Functions, Date and Time Functions, and Date Add is 

the one I want so I double click that.  And I need three things:  I need the Interval, well it’s Days, 

so that’s literally D; a number of days which is actually three;  and a Date, which is basically 

now with the all important round brackets and click on OK.  So what I’m saying is that the Field 

Value, so the Date there, the one I’ve got there is the 12
th

 of August, is Less than or equal to a 

Date three days from now.  And then what am I going to do?  How am I going to Format it?  

Well I can do all sorts of things to the Text in that box.  I can do Bold, Italic, Underline.  I can 

Fill it a different Color.  I can make it a different Font Color.  Why don’t I make it Bold and give 

it a red Fill.  So it will actually look like that.  Let’s click on OK and see what happens.  Apply 

that, click on OK, and you’ll not be surprised to see that the 12
th

 of August Due Date Task of 

course is not Formatted because 12
th

 of August is eight days from now, the 4
th

 of August.  But 

the 3
rd

 of August Date is within that time frame and I can see it Formatted.  So, my Conditional 

Formatting is working just fine. 

Once we’ve setup Conditional Formatting on a Field, it’s very easy to change it.  So, here if I 

again make sure my Field is selected, make sure that I’m in Layout View, and again go to the 

Format Tab, Conditional Formatting.  Here’s my list of Rules.  If I change the selected Field I’ll 

see the Rules for that Field and with any Rule, I can select it and click on Edit and I can pretty 

much make any change I like to the Rule and you’ll probably work out from that if I select a 
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particular Rule, I’ve got the option to press Delete Rule and the Rule is gone.  So if I click on 

Delete Rule for this one, click on OK, and the Conditional Formatting is gone. 

So you’ve seen now how to apply Conditional Formatting to a Field based on the Value of the 

Field, a comparison of that Value with some other constant or some other Field, and we can, in 

fact, base Conditional Formatting on comparisons with other Records, Values of Totals and so 

on.  We’re now going to look at another useful application of Expressions within Access 2010 

and we’re going to look at Calculated Controls and Calculated Fields, and again we’re going to 

do this with one example in our Private Tutor Database. 

The change we’re going to make is to allow the private tutor to offer students say 10% discount 

for prepaying a full course.  And we’re going to do this on the Courses Form.  So we Open the 

Courses Form in Design View and we know that the Fields are stacked in there.  So if we go in 

here either use the buttons on the Toolbar or use Layout on the Menu to remove the Layout from 

selected Fields so that we can move them around independently and easily.  And if I now Drag 

those into position,  I’m going to put Lessons at the bottom.  I’m going to move the Course Code 

up a little and make it a little bit smaller.  It’s a bit overgenerous at the moment.  I’m going to 

move the Hourly Rate to there and the Course Description to there.  I’ve now made a space in 

which I’m going to put the prepaid rate.  Now you may recall that in order to Add a Text Box I 

can click here and Draw the Text Box in position.  I’ll tidy this all up later.  It’s an Unbound 

Control.  I’m going to call the Control Prepaid Rate.  I’m going to change the Label to say 

Prepaid Rate and I’ll just tidy up some of the edges there and we should be in business. 

So I’ve tidied up the Courses Form a little.  I’ve Aligned things so that they’re roughly the way I 

want them.  When I’m working on an Access Database in the early stages of Design and 

Development, I don’t worry too much about Aligning everything perfectly.  The reality in a 

situation like this is that we’re going to be making more changes and there’s not a lot of point in 

spending a couple of hours making a Form neat and tidy if the next day we’re going to add a 

couple more Fields to it.  So, I personally don’t worry too much about Alignment of Forms and 

Formatting and Color Schemes and so on until I’m quite a long way through the development.  

Having said that, it may be very important for one of my clients to see Forms in a proto type 

form, but also to be able to make sure that the Color Scheme, Layout, and so on is correct.  So it 

does vary from project to project, database to database.  But generally speaking I’m not too 
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worried about the fact that some of these gaps vary a little bit at this stage.  I’m just trying to 

make it work properly at the moment. 

So, there is my Prepaid Rate Field already to use.  I will setup a Value for that using the Property 

Sheet.  Of course, I can access the Property Sheet from the Ribbon, Tab of the Ribbon, but a very 

useful Keyboard Shortcut to use is F4 because F4 always brings up a Property Sheet, either for a 

Field or a whole Form or whatever.  And the Control Source, of course, is not a Field in the 

Table.  We don’t have a Prepaid Rate Field in the Table.  So we’re going to use Expression 

Builder.  And Expression Builder now has a few more things in it because now it lets us use 

Objects from within the Private Tutor Database, which is Open.  So I can go to Tables, Queries, 

Forms, Reports and look for what I want.  But it also has a list of the other Fields that are 

currently on this Form.  And the one we’re interested in, of course, is Hourly Rate.  Now I don’t 

want Prepaid Rate, I want Hourly Rate and I’m going to offer a 10% discount.  So I’m going to 

multiply that using the Star Operator, 0.9.  And that is the Value to go into my Prepaid Rate 

Field.  Click on OK, Close the Property Sheet, and there it is.  That Field now has a Value.  Let’s 

Save the change and look at the Form.  And you can see that we’ve got a 10% discount, 10% 

discount on 35 pounds is 31.50 and as I go through all of the Records in my Table you can see 

that it’s working fine.  Of course, the one thing it’s not doing at the moment is it’s not showing 

up as Currency.  So if I go back into Design View I can fix that next.  Now, of course, to set a 

Format for that Field on the screen bring up the Property Sheet, and on the Format Tab I first of 

all choose a Format and the Format I want is Currency, which is there.  Decimal places are 

automatic with Currency.  So if I click on OK again, once again Save the changes, and go into 

Form View.  I’ve now got the correct arrangement.  Of course, the thing now is that I’ve now got 

this Field Right Aligned, that Field Left Aligned, back into Design, Property Sheet again using 

the F4 key this time, and Text Align General.  Let’s change that to Left on this occasion, Close, 

Save the changes, back into Form View, and we’re just about there.  That’s also a very good 

illustration of how when we’re putting something on a Form we’ve probably got two or three 

steps to make things look right.  Of course, in reality these two Fields are much too wide and in 

fact Currency Objects would be Right Aligned in the Field and so on.  But we’ll correct some 

more of these later on.  So that shows you how to setup a Calculated Control on a Form and we 

could, of course, Save that Value into a Field in the Courses Table if we wanted to.  So, that’s it 
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on Conditional Formatting and Calculated Controls for the moment.  We’ll be using those later 

on in the course. 

  



 
 

© Copyright 2008-2012 Simon Sez IT, LLC. All Rights Reserved. 
 

Chapter 7 – Sorting and Filtering 

Video:  Sorting Single & Multiple Columns; Filter One Field Data Records 

 
Toby:  Hello again.  In this section, we’re going to look in more detail at Sorting and Filtering 

Data and we’re going to use the Northwind Database.  So, we select it in Backstage View, Open 

it up and Login as this Default User.  Close the Form which we don’t need at the moment and 

we’re going to use one of the Tables in the Database and the Data in it to demonstrate Sorting 

first.  The Table we’re going to look at is the Products Table.  So, when we double click a Table, 

it Opens in Data Sheet View. 

One thing to note when we’re in Data Sheet View is that at the moment we have an individual 

Field Value in one Record selected.  And for Sorting we would normally be Sorting on a whole 

Table using one or more of the Fields in it.  To select a Column, i.e., to select a particular Field 

in the Table, we click on the Heading and at this point we need to look at the Home Tab where 

there is a Group called Sort and Filter.  And the Sort and Filter Group contains virtually all of the 

Commands that we’re going to use for Sorting and Filtering this Data.  Note that when we started 

when the selection was just in this first Field Value in the first Record, some of the Commands in 

Sort and Filter aren’t highlighted.  So we select the Column Heading or Field Heading in order to 

get all of those Commands highlighted and available to us.  And the simplest sort of Sort that we 

can do is to use an Ascending or Descending Sort.  Now before we go any farther, let’s just 

establish the difference between Sorting and Filtering.  With Sorting we’re looking at all of the 

Data in a Record set, such as a particular Table in a particular selected order.  When we Filter 

Data, we’re not looking at all of the Records, we’re looking at a selection of the Records, the 

ones that satisfy certain criteria that we specify.  So I’ll come back to Filtering a little bit later on.  

Let’s just concentrate on Sorting for the moment.  So we’re talking about looking at all of the 

Records in the Table in a particular order.  Now one very simple kind of Sort is to Sort on ID and 

if I select the ID Column and do Sort Ascending nothing much happens because it was in 

Ascending order in the first place.  But look about, look at Sort Descending.  Look at what 

happens to the Records.  There we are.  They’re now from 99 backwards.  Back to Ascending 

again and I can always do Remove Sort and again, in this case, because this Table is sorted on ID 

by Default that really doesn’t do anything.  Let’s Sort on a different Field now.  Let’s Sort on 
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Product Name.  Now note the Product Names all appear to be given with the word Northwind 

Traders.  So that’s not going to make any difference when we Sort it.  It’s what’s after that; so 

syrup, dried pears, walnuts, and so on.  Select the Column, click Ascending, and they’re now in 

alphabetical order, effectively of whatever term appears after the term Northwind Traders. 

Whatever Sort we have applied we Remove it by pressing the Remove Sort button in the Sort 

and Filter Group.  So given that we’ve just sorted on Product Name in alphabetical order, click 

on Remove Sort and we’re back to where we were.  Now we can Sort on pretty much any Data 

Type.  This Column has Standard Cost and if we click on it we could just Sort in Ascending 

order using the button here.  But if we right click on the Header of that Field Column, we have a 

Menu here which we can use.  So Sort Smallest to Largest; does exactly what the name says.  It 

Sorts that Field starting at the lowest cost item which is 50 pence in UK Currency.  Or we can do 

a Sort Largest to Smallest and there we are.  Same goes for List Price here.  The Re-order Level 

is the level of stock at which we re-order something.  Again, a straightforward Numeric Field, 

we can Sort on that.  So the Sorting is very much done in line with the Field Type that we’re 

dealing with. 

And just to demonstrate one other point in relation to that,  if I Close the Products Table and 

Open instead the Orders Table and look at this Field, the Order Date Field, this is a Field of Data 

Type Date/Time and if I right click on it the wording that’s used for the Sort Commands at the 

top says Sort Oldest to Newest and Sort Newest to Oldest.  So what this means is that Access 

knows the Data Type and it adjusts the wording on the Menu here according to the Data Types.  

So instead of Smallest to Largest, Largest to Smallest, it says Oldest to Newest, Newest to Oldest 

because this is a Field of Data Type Date/Time.  So if I do a Sort Oldest to Newest, as you’d 

expect.  Newest to Oldest as you’d expect everything, in this case, is in reverse Date order. 

Now we’re not restricted to Sorting on a single Field and, in fact, I’m now going to demonstrate 

a more complex Sort and we’re going to use the Customers Table.  Double click to Open it in 

Data Sheet View.  This is a list of Northwind’s Customers and we’re going to Sort it this time on 

the basis of two Fields.  We’re going to Sort it on the basis of the State or Province for customer 

and then within that, so given the listing all the customers in State order, we’re then going to Sort 

it by the last name of our contact at the company.  Now if we just wanted to Sort say by last 

name, quite straightforward, click there, Sort A to Z; everything’s in alphabetical order.  That’s 
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fine.  But to do two we have to use the Advanced feature which is here in the Sort and Filter 

Group.  Now I’ve deliberately sorted on last name first for a reason that you’ll see in just a 

moment.  If I click on Advanced and choose Advanced Filter Sort, it comes up with this screen 

that you’re going to see quite a bit of over the next few sections.  And the bottom section actually 

defines the Sort that we’ve got setup and you can see it already says Last Name Ascending, 

which is the Sort that I just did.  Now you can also see a number of other Columns to the right of 

that and each of these can contain an additional criterion for Sorting of our Table.  I can really 

have as many as I like.  And these can also become quite complex as we’ll see later when we 

move onto look at Queries.  Now for the moment, I don’t really want to start with Last Name; I 

want to start with State.  So I’m going to Close this and I’m going to do Remove Sort.  So I’ve 

got rid of that Sort that we had setup.  I’m going to go back into Advanced, Advanced Filter Sort, 

and the first Field I want to Sort on is State.  So I just take that and I can double click it or Drag 

it.  I’ll double click it at the moment, and then I choose either Ascending or Descending.  So 

what this now says is that first of all I want to Apply a Sort on State in Ascending Order to my 

Data set, but then I go to my second Column and I can either select the Field from here or from 

here.  I’m then going to Sort by the Last Name of my Contact.  So, I can just select Last Name 

from there and again click on Ascending.  So that defines my new Sort.  To actually Apply it, I 

click on Toggle Filter and there we are.  If I pull over here you can see CA, CO, FL, all of my 

Records are primarily in State order and then within State we would see that they’re Sorted on 

Last Name.  So that’s a Sort based on two Fields in my Table. 

Now as you may recall it’s quite straightforward to Move one of the Fields in Data Sheet View.  

I can Drag this over to put it next to the last name.  In fact, I think I’ll put it to the left of the Last 

Name Field.  And it’s a little bit easier to see now the Sort order and let’s just setup our Sort 

again.  State/Province Ascending, Last Name Ascending, Apply that, and we can see that we 

have State CA, names in each State are in alphabetical order.  So that’s the basics of Sorting and 

we’re now going to have a look at Filtering which uses largely the same Tools, but which 

achieves a very different effect because with Filtering we’re not looking at the whole set of 

Records, we’re selecting.  And the first thing I’m going to do is to see how to Filter these 

Records based on just one of the Fields in a Table. 
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So let’s begin by looking at how we would Filter on State and Province.  And let’s assume to 

begin with that we only want to see the Records for the State of Oregon.  I select any Record in 

the Table and put the cursor in the particular Field, in this case the State Field, and then if I click 

on the Selection button in the Sort and Filter Group it comes up with Equals CA, Does not equal 

CA, and so on.  So it gives me a range of options there based on the Value in the one that I’ve 

selected.  So I could go down here and very simply click in Oregon, click on Selection, and say 

Equals Oregon, and there we are.  That applies that Filter straightaway.  But let’s switch that Off 

and let’s try a more advanced option because if I now click the Filter button I have a much wider 

selection, including one where I can select specifically the State that I want.  And in fact, I could 

select all States or two or three States.  Let’s see how that would work in this case.  First of all, 

click Off Select All which basically deselects the States.  Let’s suppose that I only wanted to see 

the States with, let’s say California and Oregon are the only customers that I’m interested in and 

click on OK.  And of course we’ve got just the customers in California and Oregon. 

So, we’ve seen how to Apply a more complex Filter to the Records on our Table and we’ve just 

selected the Records for two of the States.  There is another way of achieving this effect and, in 

fact, if we go into Advanced, Advanced Filter Sort and look at this now familiar screen showing 

what was an Advanced Sort and is now an Advanced Sort and Filter.  We can see that we still 

have two Columns.  The first one says Sort State and Province in Ascending Order.  But it now 

also says there is a criterion and the single criterion is that a State will be included if it is in the 

list CA, OR.  So we’re going to Sort Ascending on State but only States which are CA and OR 

will be included.  The second Column says that we then Sort within that Record set on Last 

Name Ascending.  Now I can actually change this by Editing.  So if I Select say that one, I can 

actually just Cut it and get rid of it.  I don’t want to do that anymore.  And on the first one, 

CA/OR, I could actually include another State and I do it literally by typing.  And, in fact, I’m 

going to include two other States.  So there we are.  I’m just going to adjust the width of this 

Column.  Make it a bit easier to read.  So what I’m now saying is I want my Record set Sorted by 

State, but I only want to include those four States.  Let’s Toggle that Filter and see what happens.  

There we are.  We now have a new Subset of our Records with just those four States and, of 

course, they’re arranged in alphabetical order.  So, the use this approach is one that’s pretty 

much the same as applying Queries, which we’re going to be looking at a little bit later on.  But 

as you can see it’s a very powerful Tool. 
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Video:  Sorting & Filtering Data in Form View; Find & Replace in Forms 

 
Toby:  Hello again.  We’ve seen how to Sort and Filter Data when working in Data Sheet View 

in Tables and we’re now going to look at Sorting and Filtering and, in fact, Finding and 

Replacing Data when we’re in Form View.  Now, Sorting and Filtering in Form View is pretty 

much the same principle, although there are a few extra things to be aware of.  And, in fact, for 

most users of a Database, you probably won’t be providing them access with View of the Tables 

itself.  You’ll almost always provide access through Forms.  So knowing how to use this with 

Forms is actually very important for your Users as well.  We’re going to the Northwind Database 

again.  So let’s Open that up, Login as normal, and I’m going to Close that Form, but let’s look 

at a selection of the Forms in the Northwind Database to see how Sorting and Filtering works. 

If I go into Design View for the Customer List and then click on the Property Sheet, I get the 

Property Sheet for the whole Form.  Now when you’re looking at Property Sheets, it’s very 

important to know exactly which Property Sheet for which Property of the Form you’re looking 

at and the drop down at the top, in this case says Forms.  So I’ve got the whole Form selected.  If 

I wanted to look at the Properties of an individual section such as the Footer or Header or an 

individual Field like the Last Name or the Last Name Label, I would select that from this list and 

then I’d be able to look at the Properties of that specific Object.  So, Form is selected and one of 

the important things I can see is which Views are allowed.  For this Form Layout View is 

allowed, Data Sheet View is allowed, Form View is allowed, but Pivot Table View and Pivot 

Chart View are not allowed.  So different Forms have different Views allowed.  In this case, I’m 

going to Close that, right click on the Header, and I’m going to go into Form View.  Now in 

Form View basically with the Customer List I’ve got a View showing all actually 29 of my 

customers and because it’s effectively a Data Sheet View, I’ve got the same functions and 

facilities that I had working in Data Sheet View for a Table.  So when you’ve got the Form 

View/Data Sheet View option for a Form then you can pretty much do all of the things that you 

can do when you’re in Data Sheet View.  So, for example, I could select that Column and Sort 

Ascending on that Column.  So that gives me First Names of my customers in sequence.  Last 

Names, sort Descending.  There we are.  It’s all Sorted on that.  And similarly, I have access to 

the Advanced Sort and Filter options.  So again there we can see it’s got Last Name Descending, 

First Name Ascending, and I could add another Sort criterion or I could Delete one of these of 
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even change one of these.  And then when I’ve setup what I need, click on Toggle Filter and it’s 

applied.  So, that’s pretty much the same when you can look at a Form in Data Sheet View like 

that. 

Now let’s look at a different Form.  Let’s look at the Employee Details Form in Design View.  

Again we’ll bring up the Property Sheet and,\ this time when we look at the Views that are 

allowed for this Form, we can see that the list is slightly different in that this Form does not 

allow Data Sheet View.  Now a consequence of it not allowing Data Sheet View is that we 

cannot use the same facilities that we use in Data Sheet on Tables before to work on Sorting and 

Filtering with this Form.  But we can still achieve pretty much the same effects on most of them 

anyway using the Form in its normal single Form View.  So I’m going to Close the Property 

Sheet and Reopen the Form in Form View.  And it’s this rather nicely laid out Form that we saw 

before with each display showing the details of one employee.  So if I step through the 

employees, first of all if you look at their last names as I step through, which is this Field, you’ll 

notice that they’re actually in alphabetical order of last name:  Kotas, Giussani, and so on. 

So let’s start with the options for Sorting.  Well, first of all, we can easily Sort on any of the 

displayed Fields.  Although we don’t have access to the Ribbon as we did before, we can click in 

a Field, say First Name, right click, and we can say Sort Z to A.  So, reverse alphabetical Sort.  

First Record in the Table is now Steven Thorpe, so S for Steven.  Next one Robert Zare, R for 

Robert, and so on.  So, our set of Records is Sorted on that Field.  Similarly we could Sort on, for 

example, any of the other Fields.  Let’s choose City and let’s do an alphabetical Sort on City.  

And the first one is Bellevue, Kirkland, and they’re all in Washington State.  So the Sorting 

works pretty much the same way.  We’re a little bit more restricted in terms of simple 

Commands for Sorting, but we can do the basic things that we need to do on a Form like this. 

Now let’s look at Filtering using the same Form.  This is going to be slightly more complicated 

than it was last time so you need to follow this because it’s going to be one or two little aspects 

of it that we haven’t looked at before but which are actually very useful.  I’ve got nine 

employees in the Northwind Traders Database and if I just quickly step through them and you 

look at their job titles; we have Vice Presidents of Sales, Sales Representative, Sales 

Coordinator, Sales Representative, and so on.  If I Filter on Job Title I come up with a Menu here 

which gives me this normal list Equals Sales Representative does not equal Sales Representative 
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and so on.  If I click on Equals Sales Representative, I’m told that there are six Sales 

Representatives.  I can step through them and see that all six of these people are Sales 

Representatives and the important thing to note here is that at the bottom of the screen the 

Filtered button here is highlighted to tell me that the Data are Filtered.  I’m going to press that 

button and effectively that switch is the Filter Off and I’m back to having nine Records in View.  

So, I’ve removed my Filter for Sales Representatives.  Now I’m going to do a different Filter 

because this particular employee is in the City of Bellevue.  I’m going to Filter on Bellevue now.  

So Equals Bellevue.  There’s, in fact there’s only one person whose City is Bellevue.  And again 

the Filter Icon comes on, switch it Off again.  Back into Bellevue, right click, and apart from the 

options that Equals does and Equal contains, Does not contain, Text Filters.  This gives me a 

load of other options.  So Does not end with, Does not contain, and so on.  So, I’ve got a number 

of more flexible options there and I’ve got Clear Filter from City.  Again, that’s an important 

one.  Let’s look at a different City.  What about Seattle.  Equals Seattle.  There are four in 

Seattle.  So Seattle will do fine.  Now notice that Seattle’s still Filtered.  I’ve got four Records 

for employees in Seattle.  I’m now going to leave that Filter on, but I’m going to also Filter on 

Sales Representative.  So I’m going to say Equals Sales Representative and I’ve now got three 

and you can see that what I’ve actually done is I’ve applied the Filter on two Fields.  The first 

Field is Seattle, for the City.  The second Field, Job Title, Sales Representative, I’m looking at 

the three Sales Representatives in Seattle.  And if I just wanted Sales Representatives, I could 

either clear the Filter by clicking this and Apply that Filter again or I can right click in the City 

Field and remove, clear the Filter from City, which puts me back to the situation where I just 

have my six Sales Representatives.  And that, in normal Form View in Access 2010, is how one 

can Apply multiple Filters to narrow down a subset of all the Records in a Table using a Form. 

So, let’s now Remove the Filter, get back to our original nine Records, and look at the Find 

facility, the Search facility.  I can Apply this in any Field on here.  So, for instance, if I wanted to 

Find somebody in Seattle, I type Seattle in there and that’s basically the first person that’s found.  

If I then want to find another person, number four is in Seattle.  Press the Enter key again.  

Number eight is in Seattle.  Number nine is in Seattle.  So I can enter the Search term that I’m 

looking for there, hit the Enter key.  If I look for Bell, you’ll see that it actually matches a part of 

the Value there as well.  I don’t need the whole Value in the Field and it’s basically doing a 
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Search within the Field for that term.  So, there’s a very straightforward but simple to use Search 

facility that’s available on any standard Form like this if we wish it to be there, of course. 

When we have a Form in Data Sheet View, then Find and Replace can be a very powerful Tool.  

Let’s Close Employee Details and let’s go back to the Customer List, Open that, and we can see 

that we have List of Companies, the Representative of each Company, and their Job Title.  Now 

let’s suppose that for some reason we want to just Find a Purchasing Manager.  Click in a Field, 

anywhere Field, it doesn’t really matter, and on the Ribbon on the Home Tab we have a Find 

Group, and in the Find Group we have Find which is Shortcut Control and F, and brings up the 

Find and Replace Dialog.  And if I want to Find a particular term like Find Representative.  If I 

click on Find Next it will find that person.  Now, there are a couple of controls here that are very 

useful.  Look in current document, but Look in current Field.  Now the current Field is E-mail 

Address.  Match any part of Field.  If I click on Find it’s not going to Find that because none of 

the e-mail addresses have the word Representative in them.  But if I say Current Document, 

which is in effect the whole Table as viewed through the Form, and say Find Representative.  It 

will certainly Find one for me.  And, in fact, by repeatedly pressing Find Next I can step through 

to find all of the Representatives.  So that pretty much works the standard way that Find works. 

So, finally in this section, let’s take a look at the Replace function.  Now I’m going to look to 

Replace the word Representative with the abbreviation Rep. and I’m only going to do it in Job 

Titles.  So, if I click in that Field and I could either click on the Find button on the Ribbon or the 

Replace button on the Ribbon and Find what Representative, Replace it with Rep.  It says Look 

in current document.  Well, I actually only want to do that where it’s in Job Titles.  So I’m going 

to say Current Field and I’m going to match any part of the Field, that’s fine, and I’m going to, 

there we are, Find the first occurrence, there we are.  Click on Replace.  I can just straightaway 

see that it’s worked how I wanted it to.  Yes.  And then I can say Replace All.  Now, it gives me 

a warning.  You won’t be able to Undo this Replace operation.  Do you want to continue?  Yes.  

And it’s actually, basically, updated several Records in that Table.  And that’s an illustration of 

doing a Replace through a Form in Access 2010.  Something to be careful with because, of 

course, you could wreak quite a lot of havoc if you set it up wrongly.  But it’s a useful facility if 

you know what you’re doing and it enables you to do Global Updates to Records in a very 

straightforward way. 
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So we’ve come to the end of this section of the course and in the next section, we’re going to 

start looking at Reports.  I’ll see you then. 
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Chapter 8 – Reports 

Video:  Understanding Reports & Structure 

 
Toby:  Welcome back.  In this section, we’re going to start looking at Access 2010 Reports.  

Reports are an essential part of just about any Database because they provide a way of presenting 

the information in the Database to other people often on paper, sometimes by e-mail.  But 

usually in a way that’s not available to people who can’t access the Data directly using Forms 

and a copy of Access and so on.  In the past Reports have traditionally been Printed.  Nowadays 

they’re quite often circulated electronically, either via e-mail or attached to e-mails and so on.  

And being able to produce Reports of the Data, current status and so on of an Access Database is 

really very important.  We’re going to start by looking at a couple of the Reports in the 

Northwind Database to get some of the basics and the terminology clear.  And then we’re going 

to Create one or two Reports ourselves in our Private Tutor Database.  So let’s begin by Opening 

Northwind and having a look at what’s there. 

So let’s Open Northwind and look at Reports.  I’m going to start by looking at the Customer 

Address Book.  So I’m going to double click on that and here is the Report itself.  Double 

clicking a Report in the Navigation Pane is the same as Opening it rather than going into Design.  

And you can see that it’s a pretty straightforward Report.  We have a Heading of Customer 

Address Book.  We have the Field name or Column Headings at the top.  Then the list of 

Customers.  They’re in alphabetical order and as the first letter of their last name changes there is 

a letter to denote the beginning of the new section.  So, the As begin there, the Bs begin there, 

and so on.  So, that’s a pretty straightforward Report.  Let’s just go into Design View and see 

how the structure of the Report works. 

So I click on the Header, choose Design View, and there you can see the various Sections of my 

Report.  Now every Access Report is divided into Sections and exactly which sections you get 

depends on the Report.  But this one’s got a fairly typical selection.  It has a Report Header that 

appears at the very beginning of the Report.  So that says Customer Address Book.  It has a Page 

Header which basically appears at the top of each page and this is the one that contains those 

Column or Field Headings, Contact Name, Address, City, and so on.  The fact that it’s a Page 

Header means that however many pages the Report fills, this Header appears at the top of each 



 
 

© Copyright 2008-2012 Simon Sez IT, LLC. All Rights Reserved. 
 

page.  On the very first page it will appear underneath the Report Header, but on subsequent 

pages it will just appear at the top of the page.  We also have a File As Header and the meaning 

of this will become apparent when we look at the design of this in a little more in a little while.  

But basically this is the part that causes the first letter of the surname to appear at the beginning 

of each Section of the Report.  We’ll come back to that in a little while.  The body of the Report 

is called the Details Section and, in this case of this Report, the Details Sections quite 

straightforward.  It has a Contact Name, Address, City, and so on.  And so these are the 

individual Rows that appear in the Report and the last Field is the ID right over on the right and 

all the others appear in between.  We then have a Page Footer and as the name implies this 

appears at the foot of each page and you may just be able to make out in very gray text there and 

again we’ll look at this later on in more detail.  The Page Footer basically has the Page Number 

in it and it says Page whatever of however many pages.  And then the Report Footer, which is 

actually blank in the case of this Report, would be the opposite of the Report Header.  So it may 

be a statement at the end which could even be something like a Copyright statement or maybe 

just a line confirming that it is the end of the Report and there is no more.  So, again, that would 

be pretty typical that you’d have a Report Footer as well. 

We now need to look at one of the very important concepts behind Reports and this may seem 

quite complicated and confusing at the moment.  So I’m going to go through it quite carefully.  I 

don’t want you to worry about it too much because it’s just the general principles that you need 

to know at the moment and you’ll be able to fill in the detail in subsequent sections of the course.  

If we look at the Field here, Contact Name, let me just Open Reports again.  Open the Report.  

It’s actually first name or first names followed by last name.  But the Grouping of the Report is 

based on the first letter of the last name.  And in fact in this Report, each person whose in the list, 

there are two versions of their name used in the Report.  There’s what’s called the File As 

version which is basically surname followed by first name.  So last name then first name.  And 

then there’s the Contact Name which is first name then last name.  The Contact Name appears 

here, first name/last name and the File As last name/first name is used for the Grouping.  So, 

when last names change from A to B we have a new Group and so on.  Now the way that we 

achieve this in Access is if I look at the Property Sheet for this Report.  So go into Property Sheet 

and select the whole Report.  I would find that the Record Source is not the Customers Table, but 

it’s something called Customers Extended.  And Customers Extended is actually one of the 
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Queries.  Now we haven’t looked at Queries in detail yet and we’re going to come to those after 

we’ve had this first look at Reports.  But if I look at the Queries and find Customers Extended 

and go into Design View I would find that it actually makes a File As Field and a Contact Name 

Field.  And in fact if I run that Query, Open that Query, you can see those two Fields.  So this 

Query takes my Customer Data and it Creates two new Fields, a Contact Name Field which is 

first name/last name and a File As Field which is last name, first name.  And the File As is used 

for Grouping and the Contact Name is used in the Detailed Lines on the Report.  So that’s really 

quite important because it shows that with Reports we’re not restricted to using the Fields that 

are in each of the Tables, but we can actually Create new Fields or combined Fields to make new 

ones which we can use in our Reports. 

So that Query is where the two Fields that are used on the Report come from, Contact Name and 

File As.  Close the Query down without Saving any changes.  Back to our Report.  Now let’s 

look in some more detail about how this Report is actually constructed.  We’re not going to 

worry too much about the actual mechanics at this stage because we’re going to do some of the 

in the examples later on.  But if we look at Design which is one of the four Tabs in the Report 

Design Tools, there is a Grouping and Totals Section here.  Group of Controls.  Click on Group 

and Sort.  And the Group, Sort and Total Information appears at the bottom.  Now in Summary 

Form, this is quite important because it says first of all Group on File As.  So the Grouping itself 

is done on the basis of the File As Field.  It also says with A on top and More Detail is available.  

We’re going to come back to that in a moment.  Sort on File As.  And basically, as we know, the 

File As is the name that begins with the last name.  So that will be alphabetical order of last 

name.  And if we click on the Group on File As we can see that in fact the Grouping could very 

easily be changed because we could Group it on any of the Fields that are available to us.  So, 

that’s basically how the Grouping works in this particular case.  And the File As Header is in 

essence, I go into Properties, is Created as the left most character of the File As Name.  Now 

don’t worry too much about this Control Source here.  Of course, you may guess by now that the 

Expression Builder will have something to do with this.  The Expression Builder says UCase, 

which is a function, upper case, of the left most one digit, one character in the File As Name.  So 

if the File As surname is Andrews, the first character is A, the left most character.  Upper case 

value, upper case A.  That’s what is actually printed here.  It’s the upper case A and then we use 

the Formatting to achieve Color, Bold, and so on.  So, we’ve pretty much looked at all of the 
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Sections of this sample Report.  Now got some of the basics.  Many Sections.  The Sections 

include some Fields that are Created using a Query that’s been written specifically for this 

Report.  The Detail includes one of those Created Fields, the Contact Name Field.  The Report is 

Grouped by letter, first letter of the File As Name, and Sorted on the File As Name which is the 

last name followed by the first name.  There’s a Page Footer and a Page Header.  A Report 

Header but an empty Footer, and that’s a pretty good example of a typical Access 2010 Report. 

We have one other important aspect of Reports to look at in this first section.  Let’s Close the 

Customer Address Book Report and let’s look instead at the Quarterly Sales Report.  Now the 

Quarterly Sales Report is a list of sales by quarter obviously; covers the period second quarter of 

2006, actually, in this particular example.  And sales in April of each of our products, May, June, 

and so on.  And if I scroll down to the bottom I can see that for each of the Columns in this 

Report there are some Totals.  And we’re going to briefly look now at where these Totals come 

from and how we put Totals into a Report.  Just before we do that just note one other thing.  It’s 

probably quite faint, but you might be able to see at the bottom there it says Page 1 of 1 and at 

the top we have today’s Date, today’s Time.  We have a quarter indicated here and, of course, a 

straightforward Heading.  So, let’s go into Design of this Report and see where all of this 

information comes from. 

Now as you might expect, we’ve got a fairly straightforward Header there.  But within the 

Header we have here a Field which has Equals Date, round brackets in it.  That’s how we include 

the Date Field in the Report.  Over here; Equals Time.  That’s how we put the Time in the 

Report.  This particular entry here, which is the one that brings up the quarter number is a little 

bit more complicated and we’re going to look at a version of that a little bit later on.  That 

involves some slightly more complex Formatting.  But the Page Headers as before, Fixed, and 

the Page Footer as before has Equals and then Page Number of so many pages.  The Report 

Footer has in it four Fields and each of these Fields is actually, if I look at the Expression 

Builder, is actually a Sum.  And it’s the Sum of one of the Columns in the Report.  If I look at 

the next one, second Column, and so on.  So it’s these Summations, these Totals that we’re going 

to be looking at as we Create our own Reports.  And we can do Sums.  We can also do things 

like Averages and so on.  A whole range of functions available to us to use in our Reports. 
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So, just one other thing to look at in relation to this Quarterly Sales Report, if I click on the 

Property Sheet and look at the Property Sheet for the whole Report I can see that that the Record 

Source is something called Sales Analysis.  And if I look at my Queries, by now I’ll know that 

I’ll be looking for a Query called Sales Analysis.  And that Query will give me the clues as to all 

of the information I need to go into that Report.  So we’ve looked at all the basics.  The next 

thing to do is to start Creating one or two Reports of our own, and that’s what we’re going to 

start in the next section.  I’ll see you then. 
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Video:  Creating Reports; Using Print Preview to Check Report Outcome 

 
Toby:  Welcome back.  In this section, we’re going to Create some Reports.  We’ve learned the 

basics of Report Structure and so on and looked at things like how Queries can provide us with 

additional Fields.  We’re going to Create one or two Reports for our Private Tutor Database.   So 

let’s Open that up and let’s start with a very simple Report on the Courses that are available 

within our Private Tutor Database. 

So let’s Create a very simple Report to begin with.  We’re going to Create a simple Report on 

our Courses.  And if we go to the Create Tab on the Ribbon, there is of course a Report Section.  

We’ve pretty much moved our way along now Templates, Tables, Format, Forms, Reports and 

on Reports we have a number of options.  We can use a Blank Report and then add everything 

ourselves.  We can go straight into Report Design Mode.  But we’re going to start with the 

Report Wizard.  And as you can probably guess it works pretty much like the Form Wizard.  One 

of the important things about Reports is that generally speaking you’re not entering Data, your 

just displaying Data.  So they’re generally easier to Format and Configure and Customize.  But a 

lot of the decisions we have to make are the same as with the Form Wizard.  So, first of all, it 

Defaults to the Table we’ve got selected which is Courses, which is fine.  We can Select which 

Fields from the Courses Table we want in our Report.  Let’s go for the whole lot at this stage.  

On to the next screen, do we want to add any Grouping Levels?  So we saw in the earlier 

examples from Northwind how we can Group the Data in our Report.  Let’s not do any Grouping 

at the moment.  We’ll add that in a subsequent Report.  So let’s not have any Grouping.  And 

then we can choose the Sort Order.  Now we can choose pretty much any Sort Order.  Let’s just 

go by Course Code at this stage and keep it simple.  So the Report will in Ascending Order of 

Course Code.  And then we’ve got a choice between Columnar Layout, Tabular Layout, Justified 

Layout.  Let’s go for Tabular, we’ll look at the other later on.  And then we also have a choice of 

Orientation, Portrait or Landscape.  Adjust the Field Width so all Fields fit on a page.  That is 

checked so the Report Wizard will do that for us.  Click on Next.  What Title do you want for 

your Report?  Courses, well that’s fine by me.  And then we have an option to Preview the 

Report.  So click on Finish and there we are.  There’s our Report.  And one of the important 

things about this Report, remember, is that whenever we run this Report, whenever we Create 

this Report, it will always give us the latest information on the available Courses.  What we’re 
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looking at now is that Report as it is in the moment in time that I’m running it.  If I run it again in 

a few weeks time when maybe one or two of these Courses will have been Deleted and some 

more added, the content of the Report will be different.  So let’s now go into the Detail of the 

Report in Design Mode and start to both improve it and understand more about what the Report 

Wizard has done. 

In Design View, I can see pretty much what the Report Wizard has done.  The Report Wizard 

has Created a Report Header with the word Courses in it.  A Page Header and Page Footer.  

There is an empty Report Footer and then we have a Detail Section.  And the Detail, as you 

would expect, contains all of the Fields from the Courses Table.  So we’ve got Course Code, 

Course Description, Hourly Rate, Prepaid Rate, and so on.  And it’s basically a very simple 

Report with really just four Sections because the last Section is empty.  Now how do we change 

each of these Sections?  Well we have a number of choices.  Of course, we can work in Detail in 

Design View.  We can, for instance, change the Report Header from Courses to say Course List.  

So that’s straightforward enough.  If I go into Report View again I can see it now says Course 

List.  So that’s nice and easy.  But I can also change the Layout of individual Columns and so on.  

But before I do that I’m going to use one very important View in Reports, which is Print 

Preview.  You’re quite often want to Print Reports and Print Preview shows you how this will 

appear on your Printer.  And if I scroll down to the bottom of Print Preview, you can see what 

the bottom of one of the pages looks like.  And if I scroll over to the right you can see what the 

right hand edge looks like.  Now I can immediately see that I have a problem here in that I’m not 

going to fit the whole of each Record, each Row on a page.  It’s going to be a two page Report 

this.  And in fact, it cuts off the bottom right of the Footer on the page.  So, I’ve got a problem 

here in terms of the Size of the Report from a Width point of view.  The actual Width is the 

problem.  So I’m going to go into Layout View and make a couple of changes. 

Now, of course, in Layout View I can Select particular parts of the Report.  In this case, I can see 

that I have the Course Code selected.  And if I want to narrow that Column, it’s pretty 

straightforward.  I can pull it over as single Column and there we are.  Now you can probably see 

already that that’s made quite a dramatic impact on the Layout of my Report because I can now 

see within the bounds of a page that all of the information looks as though it will fit.  In fact, I’ve 

probably pulled it a little bit too far over.  So let’s go into the Course Description Column and 
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maybe just push that the other way a little.  Look at the boundary, the page boundary there, 

nicely setup so that I can see.  There we are.  That’s a nice snug fit now and the only problem I 

can see now, Layout wise, is this Page Footer down here which is clearly going too far over to 

the right.  So again if I Drag that back visually at this stage I should see a much better Layout.  

Let’s go back into Print Preview and have another look.  Okay, well Print Preview now is much 

better.  I can see everything’s fitted on our page and I can now have a quick look at some of the 

Print Preview functions because they’re very useful to actually look at my Report and rather than 

waste a load of paper and get frustrated with it not looking the way I want it to, I can get a pretty 

good view of it without actually doing the Print. 

So, first of all, when I have a Report in Print Preview Mode I should be able to see every page.  I 

have a Control at the bottom to step through the pages.  This is only a one page Report so 

everything’s grayed out here.  I can even do things like Apply Filters as we’ll see later.  But one 

of the main things I need to be able to do is to adjust the display so that I can see more or less of 

each page.  I have a Sliding Control at the bottom with a plus and minus at the end or just use the 

Slider.  So I can Zoom in on an individual page in the Report.  And I also have a Zoom Control 

on the Ribbon which enables me to, for instance, choose a Percentage and from that Zoom 

Control I can also do things like Fit to Window which gives the whole Portrait Page in the 

available window, which is why it’s gone to that Size.  So let’s go back to the 100% Zoom and 

we can’t see the width or height of the page but it enables us to see a bit more detail.  So the 

Zoom Controls in there are useful, being able to step through the pages is useful, and that’s Print 

Preview.  When I finish with Print Preview I just Close it. 

So, those changes in Layout View have really improved the look of our simple Report.  But we 

now need to look at some more detail on the Report because there are a couple of very 

significant aspects of it that we need to review.  If we go into Design View and go back to 

looking at the various Sections of the Report, the Page Footer is what we’re going to look at 

next.  It’s got two elements.  It’s got one there which is this long thing with all the word Page in 

it several times.  And it’s got Now on the left.  Look again at the Print Preview and what does it 

say?  We have the Date down here and we have Page 1 of 1 over here.  Let’s go back into Design 

View.  Now the function that’s been used for the Date is Equals Now and then the two round 

brackets.  Now you may recall that Now is actually the Date and Time.  So why do we only see 
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that Date?  Well if we go into the Property Sheet for the selected Field which is Text 21, that’s 

the name of it.  Equals Now and, of course, Expression Builder tells us that that uses one of the 

standard Access functions.  But if I look in Format, the Format that’s being used is Long Date 

and the Long Date is the one with the four month name and so on.  If I wanted the Date and 

Time, I would have to choose one of the other available Formats.  So, for instance, General Date.  

If I Apply General Date to that, now let’s go into Print Preview and what I’ve got now is the 

Date and Time on the Report, not just the Date in Long Date Format.  So, again go back into 

Design.  So when I include something like Equals Now, standard function, I need to choose the 

Format I’m going to display it in on my Report.  And the Formats pretty much correspond with 

everything that are on Forms as well.  So once you get used to what these different Formats 

mean you can use whichever particular Form, in this case, say, Date suits you best.  I’m going to 

actually put it to Short Date. 

The other interesting item in the Footer is this one on the right and it’s also quite important to 

understand this one as well.  If we bring up the Property Sheet for thi,s we can see that the 

Control source begins with an Equals, which means it’s being Calculated.  And if we go into the 

Expression Builder, we can work out how it is actually put together.  Now first of all the 

Ampersand symbol in here is a symbol that joins pieces of Text together.  It’s called a 

Concatenation Operator.  So this Control is actually four items connected together by these three 

Ampersand symbols.  And the four items are first of all the word Page and a space.  Between 

double quotes means that it’s literally that Text.  The word Page and a space, join to.  Then we 

Page in a pair of square brackets.  Page in a pair of square brackets is a standard Expression in 

Access which is the current page number.  Then we have another Ampersand, another 

Concatenation, then the word Of in double quotes with a space before and after.  And then we 

have another Operator and the word Pages in square brackets.  And Pages in square brackets is 

another standard Expression in Access which means the total number of pages in this Report.  So 

what this Control actually says is Page, then the page number, Of, then the number of pages.  So 

in the case of our current Report, what it actually says when we look at it in Print Preview Mode 

is Page 1 of 1.  If it was the third page of a ten page Report it would say Page 3 of 10 and so on.  

So, that’s a standard piece of Text including Report Properties, page numbers, total page 

numbers, and so on that you’re going to see and use a lot in Access.  And it also illustrates how 

you can put useful information for your users on a Report including Date, Date and Time, page 
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number, and so on.  There are many other Expressions in Access that you can use in Footers and 

Headers and so on and we’re going to be looking at some of those as we go through the rest of 

the course. 

In the next section, we’re going to look at a more complex Report for our Database.  But before 

we finish this section, there’s one other very quick thing to show you and that is to show you 

probably the quickest way of Creating a Report.  And, in fact, this approach makes a pretty good 

job a lot of the time and you may find it very useful, particularly if you’re in a hurry.  I’m going 

to Close this Report and I’m going to Select the Courses Table again and what I’m going to do is 

to click the Report button here.  Now this Report, as the Tool Tip tells us, Creates a basic Report 

of the Data in the current Query or Table to which you can add features such as Groups or 

Totals.  So it’s basically a quick and dirty starter for a Report.  I click Report and there it is in 

one quick fell swoop.  We have a perfectly useable Report.  It’s again a little bit too wide for a 

single page, but we can do the things that we did to the Report Created by the Report Wizard.  

It’s got similar but slightly different Footers and so on.  The Date is at the top and in the Report 

Header rather than down in the Page Footer.  But it’s an extremely quick way of producing a 

Report and, of course, we can go into Design View and Layout View and change it as much as 

we want to.  So, that’s it on the basics for now.  In the next section, we’re going to look at a more 

complex Report. 
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Video:  Advanced Reporting; Formatting Reports 

 
Toby:  Welcome back.  In this section, we’re going to do some more advanced Reporting, and 

we’re going to start by Creating a second Report for our Private Tutor Database.  I have the 

Database Open and we’re going to Create a Report that shows the Tasks allocated to each 

student.  Now we’ve already seen the use of the Report Wizard, a very simple example we 

covered earlier on.  I’m going to use it again so we click Create, go to the Report Wizard and in 

this occasion, you can see that where a Table is selected or in fact if not the first Table in our list, 

is the one that is the Default for the Report Wizard.  So, when the Report Wizard Opens Courses 

is selected.  Now we want the Student one so we select the Student Table and we can see the list 

of Field Names down the left.  We have two buttons here, the single chevron and the double 

chevron.  Single chevron moves a single Field, double chevron moves all of the Fields.  And 

although they’re disabled at the moment, these equivalent two move everything back.  If I 

wanted all of the Fields in the Report I just click the double chevron.  But I don’t.  I’m going to 

use Last Name, First Name, Home Phone, and Mobile Phone I think.  Basically I want the tutor 

to have a Report showing for each student which Task they have outstanding and probably the 

student might use this to say phone the students and see how they’re getting on with it.  So 

having the Report either Printed or Previewed on the screen, they really just need the students 

name and their two available phone numbers. 

Now it’s time to make this Report a little bit more complex and a little bit more powerful.  We 

already have our four Fields from the Student Table.  We’re now going to select the Fields from 

the Tasks Table.  This works in a similar way to the way that it worked with the Form Wizard.  

So we select the different Table, in this case, Tasks.  There’s the list of Fields in the Task Table.  

Generally speaking IDs are not necessarily needed in a Report, they’re basically used to Link our 

Records together.  A User may want to see the Printed IDs which are usually Numeric as they 

are in both of these cases.  But there’s no actual need to include them in Report, so I’m not going 

to.  I’m only going to include the Task Title, the Priority, the Status Description, Start Date, and 

Due Date.  That’s six Fields.  So I have four Fields from the Student Table and six Fields from 

the Tasks Table.  Then I’m going to press Next to go to the next stage with the Report Wizard. 
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Now the Report Wizard has already worked out that, in fact, there’s a structure here.  The student 

is our sort of top level Database entity and the Report Wizard realizes that Tasks are basically 

related to students in such a way that the Tasks are the sort of suborder in the entity.  So it’s 

worked that out for us.  It says, “How do you want to view your Data?”  Well we’re quite happy 

with that because in principle yes, we want the student’s name and details and then a list of 

Tasks for that student.  So that looks fine.  The Report Wizard then gives us an opportunity to 

define Grouping Levels for our Report.  You may recall in an earlier Report where we saw a 

telephone list, that we had it Grouped by First Letter of Last Name.  So all the As together, all 

the Bs together, and so on.  And we could, in fact, do that sort of Grouping here.  I’m not going 

to at this stage.  We’re going to see an example of Grouping later on, but this is the point at 

which we could do it and this would enable us to define which Field we wanted it Grouped by.  

So if we wanted it Grouped by say Last Name we could choose that.  If we wanted it Grouped by 

First Name, we could Group that and so on.  But we’re not going to do any of that here.  Now we 

are given an opportunity to Sort the Reports.  Now in this case the Sorting is for the Detail 

Records; so, in this case, our Tasks.  What order do we want the Tasks Sorted on?  Well we have 

a choice of any of the six Fields that we’ve Copied over and I’m going to Sort on Due Date.  And 

then I’m going to Sort on Priority which means that the Report will be in Date order so we’ll be 

able to identify which ones are most urgent and then based on the Date and within that Date, the 

Priority for the Tasks in that Date.  Of course, in this particular case, we don’t have a large 

number of Tasks in our Database anyway, but as I’m sure you can imagine if we had a large 

Database with a lot of Data, this Sorting could be extremely important.  So having made those 

basic decisions we’re ready to move on to the next stage. 

We now have three decisions to make about the Layout of our Report.  First of all we have a 

choice of three Layouts each of which is represented on the left by this little diagram.  We can 

have a Stepped Layout in which as the Data in the Report changes the indentation helps us to 

read and understand the structure of the Data in the Report.  The content will be the same but in 

the Block Layout we don’t have the indentation.  This doesn’t have the advantages of Stepped in 

terms of Layout, but it does tend to repeat the Fields more.  So particularly where you have many 

pages this can be a good Layout.  Outline is a sort of combination of the two in a way in that you 

get the Stepping but you also get Headings repeated and so on.  So that helps to read a longer 

Report to refer quickly back to the levels of Data above the one you’re particularly looking at.  
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Let’s choose the Outline Layout.  Orientation: Portrait, or Landscape?  Portrait tends to be best 

where you have a small number of Fields as you can utilize the width of the paper well because 

you don’t have many Fields to spread across it.  And you tend to use less paper.  Landscape is 

good when we have a large number of Fields.  We’ve got a good few, in this case, so let’s go for 

Landscape.  The third decision to make is whether we would like the Report Wizard to adjust the 

Field Width so that all Fields fit on a page.  We’re going to do that.  It’s usually worth letting the 

Report Wizard try to Layout your Report for you.  If it doesn’t make a good job of it or you need 

to make some adjustment anyway, you haven’t really lost much and I would generally try to give 

the Report Wizard a go at the Layout of my Report.  Click Next. 

So finally we want to give a name to our Report.  I’m going to call it Student Tasks.  And we’re 

given the option of either Previewing the Report or straightaway Modifying its Design.  Well, 

let’s have a Preview first and see what sort of job the Report Wizard has done of this for us. 

Now when we come to actually look at the Report, the first signs are good; we have Jane Smith 

here, phone numbers, and so on.  Then Jane’s two scheduled Tasks, details of which spread 

across the Landscape page, and then we have Sam Anderton down here.  He has one Task.  

Clearly, our third student isn’t visible and what that means, in this case, is that the Report has 

gone to a second page.  In fact, it’s gone to more than two pages as we can see.  If we go to Last 

Page we can actually see there are four pages in the Report.  You’ve got the Page Control down 

here and the reason there are four pages in the Report is that if I go back to say Page 2, the 

Report Wizard has slightly made the pages too wide for us and they’ve spilled over onto a 

second page.  And if I want to do a Preview to get see more what this effect is about, if I use the 

Zoom Control up here on the Print Preview Tab on the Ribbon, two pages does that which 

clearly shows you exactly what’s happened, and more pages if I select four pages.  You can very 

clearly see what’s happened with this Report.  So the Report is basically good but the Page 

Width is a little bit too much so we need to do a little bit of Design work on that and then we’ll 

be down to two pages and I’m sure that if we made some of these Fields and Headings a little bit 

narrower, we could get everything onto one page with such a small number of students.  So the 

Report Wizards done a pretty good job and what we will now do is some work on Formatting our 

Report to make it a little bit neater, bit less compact, and to waste a bit less paper of course. 
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As you probably realize by now, we can fix this problem by going into Design View again and 

we need to narrow the width of the Report.  In fact, if you look at what’s on the screen at the 

moment, you can see that the item that seems to be spilling over is the Page Number down here.  

So let’s take a look at that.  If we go into Design View, scroll across to the right of the page, and 

bearing in mind the Sections of the Report, so the Header is up here, Page Headers here, ID 

Header here which is basically the student information detail here.  The Page Footer is the one 

where indeed the Text is running over to the right.  So if I grab that by the right edge and Drag it 

back that should fix that problem, but that has also caused the Page Width to be increased and 

the actual paper width that will be used or that Access will try to use is shown by the area that 

this Grid is on.  So when you look at this Design View, the paper ends where the Grid ends.  So 

there’s a lot of paper there that’s not got anything on it.  We can grab the edge of that and Drag 

that back as well.  Now if we go into Print Preview again let’s see what we get.  Now that’s 

much better.  We can now see that the whole Report is actually now on two pages. 

So having fixed the problem with the width of the Report, it’s relatively straightforward to solve 

the one relating to the height.  To do this we would go back into Design View again.  We can 

look at each of the Fields in each of the Sections of the Report and for example if take this one, if 

we go into the Arrange Tab where there’s a Layout.  We can do a Remove Layout, separate out 

the Fields, and then we can actually close them up considerably to get a desired effect.  So, for 

instance, we could move Last Name right up here, First Name very close.  Mobile Phone can go 

up.  Home Phone can go up.  That’s already saved quite a bit of space and the Fields underneath 

it, the ones which are effectively the Headings for the Detail Section, if while we’re clicking on 

them we hold down the Shift key, we then have all of those selected at once and we can Drag 

them all up as one to keep them Aligned.  Again, straight under the existing Fields for the 

Student Fields and we can reduce the height of that Section quite significantly.  The Report 

Header itself that says Student Tasks.  Again, it’s quite a bit of wasted space there so we can 

reduce that and there’s even a little bit of space down in the Page Footer, although we might 

leave that piece there.  Let’s again look at Print Preview, see what we’ve achieved with that.  

Well, we’ve got everything on one page now which is great. 

So we’ve seen many of the things that we can do to improve the look of our Report.  Let’s look 

at a few of the other general ones and then in the next section we’re going to do some more 
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drastic changes.  Amongst the most important things to know about the Layout of Report are the 

things that are within this section, Report Design Tools, four Tabs on the Ribbon.  Start with the 

right most one, Page Setup.  Clearly we can change from Landscape to Portrait.  We can specify 

that the Report has more than one Column on a page.  And we can do things like set the Report 

Margins.  They’re currently set to a Custom Size, but we could set them to a Normal size, Wide 

size, Narrow size, and so on.  In the case of our particular Report, if we say set the Reports to 

Narrow and then go into Preview, Print Preview, we can see how there is a narrow edge around, 

which will also provide more room on the page for the particular Report.  So if we’re having 

trouble squeezing it in, Narrow Margins are quite a good option.  If we go for Wide Margins then 

you can see again, even from one edge here that the Wide Margins mean that we’re going to get 

less Text on each page.  Let’s put it back, let’s put it back to Normal.  We can also change the 

size of the paper.  Very often, certainly in the UK, we tend to use A4, but if you need to use other 

sizes for Reports you can.  It’s also worth noting that sometimes people use Reports to actually 

Print envelopes and so on and Labels, a topic we’ll look at later on.  So, when we’re in Design 

View, let me just go back into Design View, and we’re on the Page Setup Tab within the Report 

Design Tools section here, we can do a lot about changing the overall Layout of our Report. 
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Video:  How to Improve Report Design, Add Existing Fields; Group/Sort 

 
Toby:  Welcome back to the last section on Reports in this course.  And what we’re going to 

look at here, a couple of the more major changes and major pieces of work that we may do in a 

Report.  And we’re going to start with the Report that we prepared in the last section, the Student 

Tasks Report.  And we’re going to Open that in Design View.  You may recall that we Re-

created this with the Report Wizard and then we did some work to reduce the width, reduce the 

height, and generally tidy the Report up to make it look a bit neater.  What we’re going to do 

now is to Add a Field to the Report using some of the Commands on the Ribbon that we haven’t 

used so far and particularly let’s choose say to put the student’s Date of Birth on the Form. 

Now you may remember some of the detail of this Report.  The Header says simply Student 

Tasks and for each student there is an entry in the ID Header of the Report; Last Name, First 

Name, etc.  And this Section also contains the Column Headings for the Detail Section which 

contains the Tasks that have been allocated to the student.  Whenever we’re working on the 

Design of a Report or a Form or a Table space is always an issue.  Depending on the resolution 

that which you have your PC screen set, you may or may not find it difficult to see the whole 

Form or the whole Report in View.  So let’s look at one or options as we go through this section 

on how to improve things.  One thing you can always do when you’re working on a specific 

object is to Minimize the Navigation Pane.  You do that by the double chevron here.  Maximize 

it by using that again, and when you’re working on Reports, even ones in Landscape View, that’s 

very often enough for you to see almost all or all of the Report in View at once.  Now, let’s 

suppose that we want to Add the Date of Birth for this student, in Design View one very 

important button is Add Existing Fields.  And if I click on Add Existing Fields it brings up this 

Field List Pane from which I can choose any Field on the Student Table or, in fact, a Field from 

one of these other Linked Tables.  Bear in mind that it is using the Relationships that are setup 

within our Database so it knows which of the Tables are Linked to the Student Table in some 

way, have a Relationship with the Student Table.  Now I’m going to put Date of Birth on.  So if I 

Select that I can literally Drag it on to my Report, drop it just about anywhere for the moment, 

and I’ll get everything organized in just a moment.  When I finished with the Field List Pane I 

can just Close it to get it out of the way. 
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So I’ve Added my Field.  Let me just put it into position.  I’ve got plenty of space here so I’m 

going to move it up to here.  I can do a rough Alignment with the top Field that’s already there, 

this one.  Obviously I could I use the Align buttons to do that more accurately if I wanted to.  

And just to see how that looks, if I go into Print Preview, I get a good idea of how that’s going to 

look on my Report. And that looks pretty much fine except for one thing you may have noticed, 

which is a little bit strange on this Report, and that is that some of the Fields have Borders 

around them and some of them don’t.  And the Report Wizard isn’t always consistent in the way 

that it does this, but we can always fix this problem because as with Forms, these are Properties 

of the individual Fields.  So if I go back into Design View like that, make sure that the Field I’m 

interested in, the Date of Birth Field is Selected.  I can see that it is and bring up the Property 

Sheet.  Click on Property Sheet on the Ribbon or press Alt and Enter to bring up the Property 

Sheet.  And as you saw before there are many, many Properties for each of these Fields.  The 

Border is one of the Format Properties and Border has a number of different aspects.  There’s 

Type of Border, the Width of Border, and the Color.  In the Type it’s currently set as Solid.  

When there appears to be no Border, it’s not actually None, it’s Transparent.  So, if I now Select 

Transparent, Close that, go back into Preview, Print Preview, you can see that that Border has 

now gone. 

I’m now going to Create one more Report and this is a Report using the Courses Table.  Now, I 

previously Minimized the Navigation Pane so don’t forget I can Maximize that again. And if I 

Select the Courses Table and go into Create, this time instead of using the Report Wizard, I’m 

going to use the Report Tool here; click on that, and as you know it automatically Creates some 

kind of Report using its best efforts for me.  Now at the moment, this is a straightforward Report 

with Course Code, Instrument, etc across the page.  We don’t have a lot of information about 

Courses, they only have a few Fields.  And one of the things I can clearly do is to Re-format this 

to make it fit on a page.  So I’m going to do that now and then I’ll come back to you in just a 

moment. 

By now of course you will know how to do that basic Re-formatting of a Report, very 

straightforward.  I just Narrowed the Columns by Dragging them across and I’ve now got a 

Report which if I were to Preview it would all appear on one Portrait page.  What I’m going to 

do now though is I’m going to go into Report Layout Tools, the first Tab which is Design, and 
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I’m going to click on Group and Sort because my intention is to Group this Report and I’m going 

to Group it by Instrument.  The instruments here, there are three.  There’s the Saxophone, the 

Alto Saxophone, and the Clarinet.  The courses in sequence don’t correspond to the instruments 

in sequence, but you’ll see how we deal with that in just a moment.  So we click on Group and 

Sort and we come up with a little control here that says Add a Group.  So click on Add Group 

and the Group we Add is Instrument.  Then we Add a Sort and we’re going to Sort by Course 

Code.  And having done that, we can now just Preview our Report and see what it looks like.  

And straightaway you can see that although we’ve lost a little bit of our space here, we’ve got a 

little bit of an issue with the width of the page, we have everything nicely Formatted; Alto 

Saxophone, Clarinet, Saxophone.  And then within each Instrument the Courses are ordered by 

Course Code.  So you can see how easy it is to setup both Grouping and Sorting on this simple 

Report. 

So I can once again narrow down some of these Columns to fit my Report neatly onto a page.  I 

could take advantage, of course, of Minimizing Navigation Pane and I’m going to do that and I’ll 

be back with you in just a moment.  So I’m quite happy with the Layout of my Report now.  I 

could, of course, do some of the Formatting that we’ve talked about before but this is fine, and 

just a couple of other things. When we’re in Print Preview, a couple of important things to note 

there; we’ve already seen some of the alternatives for Previewing more than one page, but also 

from here we can Print.  The Print Dialog will to some extent depend on the Printer that you’re 

using.  Many of the features of Print Dialog are common, so you’ll almost always get a section 

say that says Print Range All or Print Pages From.  So you can either Print all the pages or 

specific pages in a Report.  You’ll usually get options for either Collating Pages so that they 

Print 1, 2, 3, 1, 2, 3 rather than all the 1s, all the 2s, all the 3s and so on, and obviously the 

Number of Copies.  You often have an option to Print to File so that you can Print it to an 

electronic File on your computer and Print it elsewhere perhaps.  So, Print options from there and 

there are some other very useful options to output the Report into various Formats.  So you can 

Export it to an Excel Spreadsheet, a Text File, a .pdf.  And something that I use quite a lot 

nowadays is to actually e-mail Reports to people.  There was a day when perhaps you’d Print a 

Report out and put it in the post or put it on somebody’s desk.  Now you’ll normally e-mail it.  If 

you click on E-mail you are asked to select the Output Format.  A number of options available; 

you have the Excel Formats as well as .html, .pdf format, .rtf format, and so on.  Very often 
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nowadays one would send this with .pdf, Adobe .pdf format where the recipient cannot change 

any part of the Report.  Click on OK and then it will come up with my E-mail Dialog and give 

me the option of addressing it to a person, maybe putting a note in, and sending it off to that 

person using e-mail.  So that’s a particularly useful option. 

Finally we’re going to look at one last feature of Reports that’s particularly useful.  We have a 

limited time for this so it’s going to be a rather quick review, but I think you’ll find it interesting 

and it’s clearly something that you’re very likely to be able to use in the future.  I’m going to 

once again go for the Student Table and I’m going to Create a Report using the Report Wizard.  

Student Table selected.  I’m just going to take Last Name, First Name, Home Phone, Mobile 

Phone.  And this time, I’m going to select some Records from the Invoice Table and I’m going to 

use Value and Due Date.  This Report is going to show the invoices that remain unpaid for each 

student.  So the student is basically the main entity and within that the invoices unpaid for that 

student.  No need to Group it.  And I’m going to Sort the invoices, which are the Detail Records 

by their Due Date.  Click on Next.  I’m going to pretty much accept the Defaults for the three 

settings here.  Click on Next again and I’m going to call the Report Student Invoices and I’m 

going to do a Preview.  And there we are.  It’s pretty straightforward Report.  Let me Minimize 

the Navigation Pane so we can see a little bit more.  It goes over to a second page in width and it 

basically has a list of the Invoice Values of the three invoices that are due for this particular 

student, Jane Smith.  Now I’m going to go into Layout View, as usual.  Tidy up the Columns a 

little to give myself a little bit more space.  Don’t need an awful lot.  There we are.  Now 

everything will fit on one page, which is fine.  Now what I’m going to do is to select the Invoice 

Value Field over here and then on the Design Tab in the Report Layout Tools, I’m going to press 

Totals.  And it gives me a list of Calculations that I can form.  I can Count the Records.  I can 

Average them.  I can find the Maximum, the Minimum.  But I’m going to choose the Sum and 

watch what happens to the design of the Report when I click Sum.  It automatically produces for 

me a Field containing the Total Amount Due from Jane.  Nicely Formatted and, of course, that’s 

part of the Report Design.  So if I had a number of students, each of them with several 

outstanding invoices, it would Total each of them in pretty much this style.  So the use of Totals 

and Averages and so on is extremely straightforward, particularly if you use Layout View. 
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So, that’s it on Reports for now.  We’re now going to move onto Queries.  I’ll see you in the next 

section. 
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Chapter 9 – Queries 

Video:  Select Queries; Sorting; Defined Criteria 

 
Toby:  Hello again.  In this section, we’re going to start to look at Queries.  In many ways 

Queries represent the main advantage that Microsoft Access has over a Spreadsheet.  With a 

Query you can answer specific questions about your Data and you don’t have to directly read the 

Data from the Tables.  Queries can be used to Filter Data, to do Calculations, and to do 

Summaries.  They can also do things like update Data, make New Tables, and so on.  So Queries 

are a very powerful and important tool within Access 2010.  We’re going to start by looking at a 

very simple example of a basic sort of Query which is called a Select Query. 

For this first example of a Query, we’re going to Create a Query in our Private Tutor Database 

and we’re going to use the Invoice Table.  Let me just remind you of the design of the Invoice 

Table.  We have an Invoice ID which is an Auto-numbered integer, a Student ID which is 

Foreign Key to the Student Table which tells us which student the invoice is for.  We have 

Invoice Date, the date that the invoice was issued, the Value of the Invoice in my local currency 

and the Invoice Due Date.  Both Invoice Date and Invoice Due Date are Date/Time Fields and 

Invoice Value is a Currency Field.  So let me Close that Table and on the Create Tab on the 

Ribbon, there’s a Group called Macros and Code.  And we’re going to use the Query Wizard for 

this one.  Now we have a number of standard types of Query here and over the next few sections 

we’re going to be looking at these.  We’re going to start with a Simple Query.  I’ll explain the 

other ones later on.  So we’ll go with Simple Query.  First thing it’s asked us to do is to Select a 

Table.  Now, of course, we had Invoice Table selected before we went into the Wizard, so as you 

would expect that’s what’s selected now.  And I’m going to, I think on this occasion, select all of 

the Fields for this Query.  So when I run this Query it’s going to give me all the information 

about an invoice.  Click on Next.  Now it says, “Would you like a Detail or a Summary Query?”  

Detail shows us every Field of every Record and Summary, just look at the difference here in the 

Layout, Summary, Detail, and Summary just gives us a Summary version.  Let’s go for the 

Detail at the moment, click on Next.  It’s called Invoice Query and if I say Open the Query to 

View Information all it will do is basically show me the Table because I’ve selected every 

invoice in the Table.  And all the Detail of all the invoices is shown.  The Query itself is Saved.  
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I’ve now got another section on the Navigation Pane on the left and that shows the Invoice 

Query as my first Saved Query.  So let me Close that and then we’ll do a little bit more work on 

it. 

Although the Query Wizard is actually a good starting point for any Query, it’s actually quite 

limited in what it can do and if we want to really start to use Queries to our advantage, we need 

to Open a Query in Design View.  So I’m going to select Invoice Query again and this time Open 

it in Design View.  And what we see now is something that probably rings a bell from a few 

sections ago because we’re looking at a Layout which shows us both the Table or as we’ll see 

later, Tables that we’re actually selecting Data from, and we’re also showing the Fields that are 

being selected from the Table or Tables as part of our Query.  And in fact much of the time 

we’re going to spend working on Queries will be spent in this Design View, for a number of 

reasons.  We’re going to start with a very simple change to this Query and that is we’re going to 

say that if we wanted to not show the Invoice Date we would choose this Column here.  We 

could actually Delete the Column altogether, but a good alternative is merely to uncheck the box 

here because this check box shows what is actually shown when we run the Query.  So when we 

ran the Query before we saw our Invoice Date, if we uncheck it we won’t.  Now to Run a Query 

there is on the Ribbon a specific Run button.  You’re going to be using this Run button quite a 

lot.  So there we are, all five Fields selected, click Run.  There we are Invoice ID, Student ID, 

Invoice Date, etc.  Notice that when I do the Run, the Invoice Query is still what’s shown but the 

View is now effectively a view of the results.  So if I go back into Design, uncheck that, that’s 

the Invoice Date.  Click on Run again.  See what happens?  We only have four of the Fields 

shown.  So let me just go back into Design View, check that box again, and you’ve seen the 

importance of the Show check box which decides which of these Fields we actually see when we 

Run the Query. 

I’m now going to Run my Query again.  A slightly different way to Run it; if I select the Query 

in the Navigation Pane and right click, the top two Commands on the Menu here are Design 

View and Open.  Now for a Query Open is the same as Run in this context.  So click on Open 

and you can see all of the invoices are retrieved from the Invoice Table.  In fact, this looks pretty 

much the same as the Invoice Table because the invoices that are retrieved are all in sequence of 

Invoice ID.  Now I’m going to go back into Design View and in Design View, if you look at the 
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Grid in the lower half of the screen there is one Row Labeled Sort and this is the Row in which 

we can define the Sort sequence for the Records that are being selected by our Select Query.  

And I’m now going to Sort the Output not on Invoice ID which was the Default, but on Student 

ID.  I click in the box in the Sort Row, select Ascending, Run the Query again using the 

Command, and there we are.  I have Invoice Table Sorted on Student ID now instead of Invoice 

ID. 

Now, in fact, in terms of Sorting we can Sort on more than one Field.  So let me go into Design 

again and I’m now going to choose a second Field.  I’m going to choose Invoice Due Date over 

here, make that Ascending as well.  And what my Query now says is Select these five Fields 

from the Invoice Table, show all five of them, Sort them first on Student ID, and then within 

Student ID Sort them on Invoice Due Date.  Click the Run Command and there we have our 

Output.  Student 3 has four invoices due and in sequence there are the due dates, 7
th

 of August, 

25
th

 of August, 2
nd

 of September, 8
th

 of September.  So in this one you can see how we can have 

multiple Sort Criteria for a select Query. 

So, having made these changes to our Query, we can start to see some of the added value that 

Queries provide when we’re working in Access.  And what we’re going to look at next is 

perhaps the most important aspect of Queries which is the ability to define Criteria for Selection.  

We’re going to go back into Design View and now we’re going to look at the Criteria Row here.  

And without changing anything else, we’re going to put an item in the Criteria Row and we’re 

going to put it under Invoice Due Date.  And the Criterion we’re going to use is let’s ask for all 

of the invoices that were due before the beginning of this month.  Now this month is August 

2010 so I type in Less than 1
st
 August 2010.  Now, of course, in your locale the sequence for 

Day, Month, and Year may be different but that’s the one in my locale.  So I want all of the 

invoices that are due earlier than the 1
st
 of August 2010.  Click on Run and I can see there is just 

one, Student ID 18, 35 pound invoice outstanding that was due on the 22
nd

 of July, and that’s an 

example of a Select Query with a defined Criterion. 

So having seen the effect of that change to our Query, let’s go back now into Design View and 

one small thing to note here is that what Access 2010 has done is to slightly change our 

terminology when we’ve entered this Criterion.  It limits dates normally by putting Hash 

symbols in.  When there’s no ambiguity and it knows it’s a Date, it’s quite comfortable with that, 
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but it’s always a good idea to put the Hash symbols around like this.  So we now have a Query 

which is becoming much more substantial.  We have not only the list of Fields we want to select 

from our chosen Table, but we also have a Sort sequence defined and one Criterion.  Now the 

actual way we define Criteria is very flexible and, in fact, if I wanted to say let’s have a Query 

that gives me all invoices due by today, before today, I would use the Now function that we’ve 

seen before.  So given that today’s date is the 13
th

 of August, let’s Run the Query now.  And you 

can see it’s got everything before the 13
th

 of August.  It’s still sequenced on Student ID and 

within Student ID it’s still sequenced on Due Date.  Let’s go back into Design again and we can 

in fact have more than one Criterion.  So, for instance, we could say I want to know all the ones 

that were due before today with a Value of say more than 50 pounds.  So I can put in Greater 

than 50.  So let’s Run the Query now, and there we are.  I’ve only got one, 60 pounds, Student 

17, was due on the 1
st
 of August.  Back into Design View and we’ve now got a really very useful 

Query. 

And finally in this section, let’s look at one of the most important additional features that we’re 

going to introduce.  Querying on a single Table is fine, but Querying is particularly powerful 

when we use more than one Table.  And if you look at the results of this Query, Running this 

Query that is, we’ve already seen Student ID, Invoice Date, and so on.  Wouldn’t it be helpful if 

we could see the Student Name as well?  Now in order to see that we use, from the Ribbon under 

Query Tools Design Tab, we click on the Show Table button and say Select Student and click 

Add.  What that means is that we’re now giving ourselves the facility to also show Fields from 

the Student Table in our Query.  And, in fact, the Relationship that we sent up and Invoice and 

Student is shown here just to remind us in a way that there is that Relationship.  And in order to 

show the student’s first and last name, all I have to do is to Drag those down to here.  Notice that 

when I did that it introduced a New Row in the Grid which was the Table Row.  So for each of 

the Fields that’s currently in my Query it shows which Table it’s from and if I put the first name 

down as well, I’ve now got two New Fields being shown in my Query.  So let’s see what 

happens if I Run it now.  There we are; Sam Anderton’s name has appeared saying that Sam 

Anderton had an invoice for 60 pounds due on the 1
st
 of August that remains unpaid. 
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Video:  Change Fields within Query; Specifying Criteria for Numbers/Text 

 
Toby:  Welcome back.  In the previous section, we Created our first Query, Invoice Query.  And 

if I Open that again in Design View, we just recap on a couple of the main points, it’s a Query 

that selects Fields from two Tables.  The two Tables being joined by this Relationship.  And 

there are seven Fields in total, five from the Invoice Table.  Table Name is the second Row in the 

Grid down here and two from the Student Table.  We specified that the Sort Order was first 

Student ID and then Invoice Due Date.  And we specified two selection Criteria, the Invoice 

Value must be Greater than 50 and the Invoice Due Date must be Less than today.  We can 

actually change the Order of the Fields in a Query.  So, for instance, if I wanted to move Last 

Name, if I click once to highlight it I can then Drag it into a different position.  So, for instance, I 

could put Last Name there and maybe First Name there.  Let’s look at the results of the Query 

now.  There we are; Sam Anderton appears there.  Sam Anderton, Invoice Date, Invoice Value, 

Invoice Due.  The other thing that’s very useful to be able to do, particularly when you’re 

dealing with IDs is to suppress the showing of some of the Fields.  Now of course the Student ID 

Field has a particularly important role to play in this Query because it’s the Field that ties these 

two Tables together.  Student ID is the Foreign Key in the Invoice Table that points to the 

Primary Key of ID in the Student Table.  But although the ID has an important role to play, we 

don’t actually have to show it in the Query.  The Users probably unaware of what these IDs are 

anyway.  So as we saw in the last section, if we uncheck this box that’s one less Field on the 

screen.  Let’s Run the Query one more time and there we.  Invoice ID 5, Sam Anderton, Invoice 

Date, Invoice Value, Invoice Due, and that’s a pretty good result for our Query now. 

Having seen how to specify Criteria in a couple of examples on our Invoice Query, we’re now 

going to follow up Criteria in a lot more detail because they are really at the heart of Queries and 

so I’m going to Close the Invoice Query and we’re now going to work on the Courses Table.  If I 

just Open that Table just to refresh our memories of what’s in that Table, we have a Course 

Code, an Instrument, a Course Description, and Hourly Rate, a Prepaid Rate, a Number of 

Lessons.  So let’s Close that, keep the Table Courses selected in the Navigation Pane, and on the 

Create Tab use the Query Wizard again.  Again a Simple Query, click on OK, move all of the 

Fields from the Courses Table.  We’re going to Select all of them.  Click on Next and again 

Detail shows every Field of every Record, click on Next again.  We’ll call it our Courses Query.  
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In fact, let’s call it Courses Query 1 and Open the Query and as you’d expect we get basically 

everything that’s in that Table.  Now let’s look at how we specify Criteria.  So, first of all, we 

need to go into Design View. 

Now, at the moment, we have no Criteria specified and the simplest Criteria are the ones relating 

to numbers, to Numeric Fields.  And I’m going to take a simple example of the Lessons Field 

which actually contains the number of lessons in a course.  Now the way we specify Criteria for 

Numbers is very straightforward.  There’ll very often be a simple as, for instance, Less than.  

Less than 15 would show me the Courses with less than 15 lessons.  So if I click on Run, I see 

the ones with less than 15.  There’s some 12s and a 6.  Similarly, back into Design, I could 

change Less than 15 to Less than 10 and we use the Less than symbol with just with the 

straightforward number 1-0 in numeric digits.  And that gives me the single course which has 

less than 10 lessons.  Back into Design View.  Now I could also say Greater than.  What about 

Greater than 15?  Run again.  There are two with 20 lessons.  Now when I want to switch 

between these Views don’t forget the buttons up here.  I don’t have to right click there, I can use 

the buttons on the Ribbon.  So back into Design View and when I’m in Design View, this button 

automatically changes to one which brings me back to the Open View or the version that I get 

when I Run the Query.  Now apart from Greater than and Less than, there are a number of other 

Operators.  One thing we can do is we can specify two things. So, for instance, we could say 

Less than 20 and more than 8.  So two Criteria specified now, less than 20 and more than 8.  

Let’s see what we get.  There we are, some 12s and some 15s.  Back into Design View again and 

we have other Operators.  For instance, Between is a perfectly viable Operator and we can say 

Between 11 and 14, again click on Run and we get all the ones with 12. 

Having looked at the Query Criteria that we can specify for Numeric Fields, we’re now going to 

look at Text Fields.  Now the Criteria we can specify here need to be a little bit more 

sophisticated, a little bit more flexible.  Because when we’re Searching based on Text, we often 

have imprecise things to Search for.  So, we may be looking for something that’s like something 

else or perhaps includes a particular word or a few particular letters.  So let’s just Run our Query 

again by clicking on Open, refresh our minds on what’s in the Course Description, because that’s 

the Field we’re going to specify Criteria for.  We have Course Descriptions like Saxophone 

Improver, Alto Saxophone Grades 1 to 8, and Alto Sax Refresher.  Let’s go into Design View 
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and if we wanted to look for everything in the Courses Table where the Course Description is 

Alto something, we can specify Like and then follow that by the word Alto.  Let’s see what we 

get.  We don’t actually get anything.  So let’s go back into Design View and now let’s change it 

to Like Alto-Star.  Now Star, in the context of what we’re doing here, is called a Wild Card 

Operator.  And what the Wild Card Operator Star does, it says Alto and anything else after it.  So 

let’s Run our Query again now and see what we get.  Now we get all of the Alto Courses, 

everything that begins the word Alto.  Now, will the same work for Refresher?  Let’s try that.  In 

fact, let’s just try Refresh.  Nope, nothing there.  And why is that?  Well the reason is that, of 

course, in the case of the Course we were just looking at Refresher wasn’t the first word.  So we 

need to put an Asterisk at the beginning as well.  So we’re looking for a Course Description 

which is something-Refresh-something.  Let’s see what we get.  And there we are.  There’s our 

Alto Sax Refresher.  Now you can Apply this principle anywhere in Text Fields and the Like 

Operator is a particularly useful one because basically you know some of the letters and you put 

an Asterisk in for the others.  If you have no Asterisk at the start, it means it begins with these, it 

begins Refresh.  There’s nothing before it if there was no Asterisk there.  Similarly if I had no 

Asterisk afterwards it means it would say it ends with Refresh.  So you’ve got to be very careful 

about the Asterisks, but they are extremely useful. 

Now when you’re working with Criteria, obviously it’s possible for the Criteria themselves to 

get quite complex and you may not be surprised to learn that, in fact, you have access to the 

Expression Builder here.  So if I take the Like expression like Star-Refresh-Star, when I’m in 

that Field if I click on the Design Tab on the Ribbon under Query Tools on Builder, it brings up 

the familiar Expression Builder that we’ve seen before.  And the Expression Builder gives us 

easy access to many of the Operators that we can use in building up our Criteria.  So, Expression 

Builder in this context is enabling us to enter an expression to use in the Query Criteria.  It’s 

already shows the one that we’ve got.  Down here we have the relevant Expression elements that 

are available and the Expression Categories and then individual Values.  The particular Field I’m 

working on here is a Text Field which is the Course Description.  If I look at Operators to see 

what Operators are available and I go for Comparison Operators, it actually tells me which 

Operators are available; so Less than, Less than or equal to, Not equal to, and so on.  Between, 

which we’ve seen.  In is an interesting one because In enables you to specify a list of Values for 

something and said if it’s In this list of Values then include it.  And Like is the one we’re using 
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in this case.  So we can actually use this Expression Builder here to build up our Query Criteria 

in the sort of way that we’ve used before when we were looking at Forms and so on. 

We have one last topic to look at in this section and that is Parameters.  If I go back into my 

Invoice Query in Design View, the way we left it was we were fetching a number of Fields, 

some from the Invoice Table, some from the Student Table.  And we had two Criteria specified, 

Invoice Value Greater than 50, Invoice Due Date Less than Now.  Invoice Due Date Less than 

Now means effectively that this Invoice is overdue.  And the Invoice Value Greater than 50 is 

the one we’re going to work on.  I’m going to Delete that Criterion and instead I’m going to click 

on Parameters.  Well this brings up the Query Parameters Dialog and this gives me a list of 

Query Parameters that I have defined and I’m going to Define a Parameter with the name Invoice 

Limit.  And it’s got a Data Type of Currency.  Now what this Parameter is going to do is it’s 

going to replace the 50 so that when I Run my Query instead of always checking for Invoice 

Values above 50, it will ask the User what Limit they want to check Invoice Values against 

which means the Query can be Run again and again but with different Limits each time.  Click 

on OK and where I previously had Greater than 50 under Invoice Value in Criteria I now type 

Greater than.  Now this is important, now a square bracket, always a square bracket, and I start to 

type in the name of my Parameter.  Now I  don’t have to get very far because as soon as I type 

the I and certainly as I work my way through the word Invoice, Access shows me the Objects or 

entities that it is aware of that begin with that name and one of them is my Parameter.  Now I can 

tell it’s a Parameter because of the little icon there, the two little sheets and the Question Mark; 

exactly the same icon as on the Parameters button.  Double click that.  It puts in Invoice Limit, 

Closes the square bracket for me, and now what my Query is saying is not with Value over 50, 

but it’s saying with Value over a number that the User will specify.  And when I Run the Query 

the first thing that happens is it asks me for an Invoice Limit.  Let’s try 30.  Let’s see what 

happens.  And what it’s done is it’s shown me all of the Invoices with a Due Date before today 

and a Value of over 30 pounds. 

And if you note that one of those has a value of 60 and the others are in their 30s, if I want to Re-

run a Query one option is to use the Refresh button.  If you click on Refresh, it basically Runs 

the Query again; asks me for a new Invoice Limit.  Let me put in 45, OK again, and now of 

course it only finds that one Invoice.  So, that’s how we use Parameters in a Select Query. 
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Video:  Update Queries; Append Queries; Delete Queries 

 
Toby:  Hello again.  So far we’ve been looking at Select Queries which select Data from one or 

more Tables using zero or more Criteria, Sort them in an order we specify, and present us with 

the results.  In this section, we’re going to look at some of the other types of Query that are 

available, some of which we’re going to be able to use in quite practical cases on our new 

Database.  So, let’s get started. 

We’re going to start by Creating an Update Query.  And in order to do this, let’s go into our 

Private Tutor Database and we’re going to produce an Update Query on the Table Courses.  We 

can just use the Query Wizard to begin with and using that we can do a Simple Query as normal.  

Select all the Fields from the Courses Table, go for Detail, and just finish it at that point.  Let’s 

call it Courses Update Query and pretty straightforward if we have a straightforward Select 

Query.  We’re just going to see all of the Records in the Table.  Now if I go into Design Mode 

and I have my Query Tools Design Tab, if you look at the Rows in the lower half of the Pane 

here, Field Tables, Sort, Show Criteria, or etc, I’m now going to click on the Update button 

under Query Type in the Query Type Group.  Click on Update and the Rows change.  And they 

changed to again I’ve still got a list of the Fields with their names and the Table each is from, but 

Update To is now available.  And you may recall when we first Created the Courses Table we 

didn’t have a Prepaid Rate Field, we added that later.  The Prepaid Rate Field still doesn’t have 

Values in it.  Well I can actually use a Query to put the Values into that Field and that’s what I’m 

going to do next. 

Now in order to specify the Update, I’m going to need to put in the Prepaid Rate Column in the 

Update To Field the Value that I want.  And when we talked about this before we said that the 

Prepaid Rate would be 90% of the normal hourly rate.  So basically I want 90% of the hourly 

rate.  Now if I knew how to type that I could just type it in, but don’t forget we’ve got the 

Expression Builder here so we can work it out from there.  And we know that we want to find 

the Hourly Rate and we want to multiply it by 0.9.  So let’s first of all find the Hourly Rate.  

Now we know it’s in our Database here.  So if I expand that, Tables, Courses, there’s Hourly 

Rate, and you see how it actually puts that into the Expression here.  It puts the Table Name 

which is Courses, an Exclamation Mark, and then Hourly Rate is the name of the Field.  And 
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now for an Expression I already know the Multiplication Symbol is Star and, of course, when 

you’re building an Expression like this you don’t have to Select from the boxes at the bottom, 

you can type it in if you know what it is.  I know that Multiplication Symbol is Star and I know 

that to make 90% I multiply by 0.9, and I click on OK.  So when I Run this Query as opposed to 

Selecting some Records, it’s going to Update each Record with a Value which is the Hourly Rate 

times 0.9.  Now, you see how I can’t quite see what my Update is here.  Don’t forget these are 

normal Tables, you can Drag the Tables over so that you can see everything that’s in each 

Column.  So, I think I’m happy with that so I’m going to click the Run button and see what 

happens. 

Now when I click the Run button it doesn’t immediately just Update the Records, it gives me a 

warning.  And whenever it does an Update and in fact when it does other things as well as we’ll 

see in a short while, it warns me and gives me the option of changing my mind.  You are about to 

Update 13 Rows.  Once you click Yes you can’t use the Undo Command to reverse the changes.  

That’s important.  The changes we’re making in the Database are not like typing in a Word 

document or perhaps changing a Cell in an Excel Spreadsheet.  You can’t press the Undo button.  

This is it once you’ve done this.  So you need to be certain about it.  Are you sure you want to 

Update these Records?  Well I’m confident so I’m going to click on Yes, and that will now be 

done.  Let’s go to the Courses Table and see how the Courses Table is looking.  So, Open the 

Courses Table and there we are.  Our Prepaid Rates have all been filled in for us; 90% of the 

Hourly Rate for the Prepaid Rate.  So we’ve used an Update Query. 

One interesting thing to note about this Update Query is the Design View version of it once 

we’ve completed it.  Now if we look at the Navigation Pane on the left we’ve now got three 

Queries.  We’ve got our Courses Query, our Invoice Query, and our Courses Update Query.  

Notice how the little icon on the Update Query is different to the one on a normal Select Query 

like these two.  But if I go into Design View, interesting to see that, in fact, the Query in Design 

View in the lower Pane here only shows the single Update that’s made.  We’re not actually 

selecting Records and displaying them to the User so we don’t have a list of Columns with lots 

of Records in it and that check mark to show whether it’s shown or not.  All this Query does is to 

Update the Value of the Pre-update Rate Field with, as we know, 90% or 0.9 of the Hourly Rate 
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Field.  So, the Design View for this Query is actually much smaller and simpler than you may 

have expected it to be. 

So, now we’re going to move onto Append Queries.  Append Queries are designed to let us Add 

Records to existing Tables.  They’ll quite often be used when, for example, we have some 

additional data.  Let’s suppose that we’re keeping a running total of sales month by month.  Then 

each month we may Append that months sales to our running total.  We may be getting Data 

from an external source, Importing some Data from another Database for instance, and we may 

want to Append that Data to an existing Table.  In our Private Tutor Database, our private tutor 

has a friend called Arnie Wild who’s retired.  Arnie Wild had very small Database of students.  

I’m just going to look at them now in this Table.  There are only three of them.  And those three 

students we have some basic information about.  There’s Cherryl Wilson, Andre Kowalski, and 

Bruce Butler.  And we have some basic phone, date of birth, etc information about them.  If I go 

into Design View though for Arnie’s little Database, I will see that some of the terminology 

that’s used is a little bit different.  So, for instance, where in our Database we’ve said Last Name, 

Arnie has said Family Name.  Where we said First Name Arnie has said Given Name.  So there’s 

a couple of slight complications.  You imagine if you were Importing Data from outside you may 

need to work out which Fields match which other Fields in your Database.  So let’s Close 

Arnie’s Table down for the moment and let’s go into the Create Tab, and this time instead of 

using the Query Wizard in Macros and Code we’re going to use Query Design.  And with Query 

Design we can choose to show a particular Table or a number of particular Tables.  It’s as though 

we’re starting one of those designs from scratch and deciding which Tables to show.  Now we’re 

going to be using Arnie Wild’s ex-students, so we’re definitely going to Add that and we’re 

definitely going to be using the Student Table so let’s Add that.  And then let’s stretch both of 

them out a little bit so we get a good view of what’s in them.  Because one of the things we’re 

going to have to do is match Fields to Fields.  Now to choose the Query Type we’re going to 

choose the Type of Append.  So let’s click on Append and watch what happens to the Rows 

down in the bottom Pane here.  Watch what happens as I click Append.  Choose the Table Name, 

well we’re going to Append to the Student Table.  Click on OK and watch.  And again what 

actually appears here is dependent on the Type of Query.  And we’ve now got an Append To 

Row. 
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Now we pretty much want to use all of the Fields from Arnie Wild’s ex-student Table in the 

Student Table.  We can’t though use the first one.  We can’t use the Primary Key ID Field 

because as we know when we have an Auto-numbered ID as we do in the Student Table, Access 

is going to allocate that number, we can’t set it whatever we do.  So, we’re going to have to not 

Copy that one or Append that one.  We’re going to use all the others.  So we start with Family 

Name.  Drag it down there, the Field Name is Family Name.  We see here that it’s in the Table 

Arnie Wild ex-students.  For Append To, we know it’s going to be Appended to Last Name in 

the Student Table and in fact if you click in the Append To Row here there is a drop down with 

all of those Fields in it, which makes it nice and easy to select the one you want.  Given Name is 

going to be Appended to First Name, so select that there, First Name.  Phone, now that’s a bit of 

a tricky one because we don’t know whether Arnie’s got Mobile Phone, Cell Phone, Home 

Phone.  So let’s guess on Home Phone and make a little note that we need to check that later, 

which phone number we’ve got in each case and that we haven’t got Home Phone in a Mobile 

Phone space.  There’s only a few students so it’d be easy enough to check.  Date of Birth is next, 

watch what happens here.  Drag down Date of Birth.  Now because the Field Names are the same 

Access guesses they are the same and makes that assumption for us.  We can, of course, change 

it if it isn’t the Date of Birth we could choose one of the others.  In this case it is the Date of 

Birth Field so we’ll stick with it.  But that’s Access trying to be helpful for us.  Address 1 goes 

down here, well that’s going to be Address Line 1.  Address 2 goes here, that’s going to be 

Address Line 2.  State goes there, again name’s the same.  And then Zip’s going to be the same 

as well.  So there we are.  So, that’s are Append Query built. 

Okay, we’re ready to Run our Query now.  Just before we do, we don’t need the Student Table 

here.  We don’t want to Append the students to themselves.  We’ve been using that there for 

reference just to see the names of the Fields in a convenient place.  What we’re actually doing is 

we’re Appending this shown Table, Arnie Wild’s ex-students, and here are the Rules about 

which Field goes to which Table on the Student Table.  So let’s click Run, see what happens.  

Now you are about to Append three Rows.  Whenever a Query does an Update, an Append, or 

any other change to a Table, it always gives this warning, as I said before.  So three Rows sounds 

about right, let’s click on Yes.  Okay, now let’s have a look at our Student Table, let’s Open it 

up.  There we are.  We’ve got three new students, Cherryl Wilson, Andre Kowalski, and Bruce 

Butler.  The Home Phone Numbers, of course, they’re all dummy phone numbers, and Addresses 
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in the right place, Date of Birth in the right place, and so on; that all looks fine.  And note that 

any Fields that we didn’t have, so we didn’t have E-mail Addresses for these people.  

Presumably Arnie didn’t use e-mail and things like whether they’re passing their Theory Exams 

is Confirmed are not shown.  They may well have Mobile Phone Numbers but maybe the first 

time our tutor sees these students, the tutor will try and get these missing things filled in, 

including things like what they’re Primary Instrument is.  So, that’s an Append Query. 

Just to finish off this section, I’m going to look at one other Type of Query, a Delete Query.  

Let’s suppose that I’ve heard that Andre Kowalski, one of Arnie’s ex-students, has actually 

stopped playing his instrument, he doesn’t need lessons anymore, and I’m going to Delete him 

from the Student Table.  I could clearly just Select and Delete here.  But it’s a good way to 

demonstrate a Delete Query.  And I’m going to Close the Student Table.  Leave Student Table 

Selected on the Navigation Pane, go into Create, Query Design.  I’m going to Select Student, so 

Add that, and I’m going to choose a Type of Delete.  Now with Delete, I’ll Delete a whole 

Record but I need to choose the Record or Records that I want.  Now, if you remember what’s in 

the Student Table, if I know the person I want to Delete is Kowal-something, we know now that 

we can Drag down there and as Criteria, we could say well it begins with Kowal.  So I could say 

Like Kowal-Star and click on Run.  You are about to Delete one Row from the specified Table.  

Once you click Yes you can’t use the Undo Command.  Well, there was only one Like Kowal.  

I’m confident about that.  Click on Yes.  The Deletion is made.  If I now Open my Student Table 

Kowal is gone but Kawol, Bernard is still there.  That’s it on Delete Queries.  In the next section 

we’re going to have our last good look at some of the other features of Queries. 
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Video:  Inner/Outer Joins; Make Table Queries; Mail Merge 

 
Toby:  We have one more Query Type to look at on this course and that is the Make Table 

Query.  But before we actually look at Make Table Queries we’re going to look at what are 

called Joins.  Now if I take my Student Table, I’ll just Select it here, go into Create, Query 

Design, and Add two Tables.  I’m going to Add Student and Invoice.  If I select some Fields 

from each Table and move them down to my Grid, so from the first Table, the Student Table, 

I’m going to take First Name, Last Name, and then Address Line 1, Address Line 2, State, Zip.  

Then if I Run that Query as normal I have my normal list of students, each with their Address, 

State, Zip, and so on.  But for some reason, I’ve got multiple versions.  And the reason that I’ve 

got multiple versions is because when I’ve actually designed the Query I’ve included the Invoice 

Table and we will get for each student the number of Rows corresponding to the number of 

Invoices for that student.  So if I go back to Design View and now Drag down Invoice Date, 

Invoice Value, Invoice Due Date.  Run my Query again.  I’ve still got eight, but you can see that 

each Row corresponds to one Invoice that is due.  Back to Design View again and we’re going to 

use this as the basis for initially a Make Table Query. 

Now when we’re looking at Joins, it’s quite important to understand the difference between the 

two major types.  There are actually other types but two major ones.  And what we’re looking at 

at the moment is called an Inner Join, where Records from the Student Table where there is an 

existing entry in the Invoice Table and vice versa are shown.  If I double click on the connector 

between Student and Invoice I will see a Join Properties Dialog.  And at the moment Option 1 is 

selected.  Only include Rows where the joined Fields from both Tables are equal; where 

basically we get a Row for every case of a Record in the first Table matching a Record in the 

second Table.  If instead of that I do Option 2, this is what’s called an Outer Join and it’s an 

Outer Join on the Student Table include all Records from Student and only those Records from 

Invoice where the joined Fields are equal.  Now let’s see what difference that makes.  Selected 

to, Run the Query, and I now get 10 Records.  The difference is that Cherryl Wilson and Bruce 

Butler have appeared.  But Cherryl Wilson and Bruce Butler have no Invoices.  They’re Arnie’s 

students and I haven’t actually taught them yet or my tutor friend hasn’t taught them anyway.  So 

there are no invoices.  This is an Outer Join, it means we’re saying we want everybody from the 

Student Table and where there’s an entry in the Invoice Table will show it; where there isn’t it’ll 
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be blank.  That’s an Outer Join.  If I go back into Design, again double click on that connecting 

line there.  If I went for Option 3, it would work the other way.  I would have all Invoices and I 

would only show a Student where I knew the student.  Now, of course, we don’t have Invoices 

for people who aren’t students.  So if I run that one I’m only going to get the same as I had to 

begin with because there are no invoices with no students.  So, back into Design View again.  

That means that Option 3, in this case, that Outer Join option is the same as the Inner Join option. 

And, in this case, I want the Inner Join.  I only want to show students where I’ve got invoices 

and invoices where I’ve got students.  And that’s basically what the Inner Join achieves. 

So having seen the significance of Inner and Outer Joins, we’re now going to use this Query as 

the basis for a set of reminders to our students about overdue invoices.  So, first of all, we’re 

going to Save the results of the Query in a Table.  Now, that’s not strictly necessary in this case 

because we could actually send the results of a Query into a mechanism which would generate 

reminder letters for us.  But we’re using this as an opportunity to demonstrate a Make Table 

Query and very often it is a useful stepping stone to Save the output from a Query in another 

Table because we may find it useful to Save the results of the Table perhaps for later, a reference 

later on.  So this is a Select Query at the moment.  We can choose a Make Table Query by 

clicking here.  Access asks us for a Table Name.  So I’m going to give a Table Name of Student 

Overdue Invoices and click on OK, and then I’m going to Run the Query.  Now because it’s 

making a change, in this case it’s going to store some Records in a Table, as always Access asks 

me if I’m sure I want to go ahead and I’ll say Yes.  It creates a new Table over here and if I Open 

the Table I can see the results from my Query and it seems to have worked fine. 

Now it sometimes happens when you make a Table or look at the Output of a Query, you see 

some Formatting issues.  For, instance here we can see in the Invoice Date and the Invoice Due 

Date Fields we’ve got some long ones there, where we’ve got some Times included.  This can be 

easily cleared up.  If we go into the Student Overdue Invoices Table, the Table we’ve just made.  

Go into Design View and click on, for example, the Invoice Date Field here we can see that 

when Access Creates a new Table for us it doesn’t necessarily know of any Formatting 

requirements we might have.  So, for instance, here when we’ve been dealing with Dates so far 

we’ve used Short Date.  So if I really wanted to keep this Table for some time I would probably 

go through each of the Date Fields in Design View and change that to Short Date as well.  And 
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then if I go back to Data Sheet View, having Saved the Table, you can see that those problems 

with Dates have been cleared up.  It’s not at all unusual when you’re working with Temporary 

Tables or Temporary Output and so on in Access that you have to go through and do a little bit 

of tidying up like that just to make your Data look neat, tidy, and in agreement with what you’ve 

had before. 

Okay, so we have a good Table there.  I’m going to Close that and Save the changes to the 

Formatting.  Although as we’ll see in a moment that doesn’t really matter.  And with the Query 

we’re now going to refer back to what I’ve just called that Table, which is that Overdue Invoices.  

We’ve only selected all invoices.  So we need to put a Criterion in this Make Table Query to 

actually select Overdue ones, which means we’re looking for Invoice Due Date Less than today.  

Now Less than today as you know we can do in two ways.  We can either say Less than Now 

which gives us Date and Time or perhaps more accurately Less than Date, and then into Design 

and click on Run.  Now, in this case, we are doing another Make Table and we’ve got the same 

Table Name for the Output Table and Access realizes that we’re going to overwrite the one that 

we had before which is why I said that the changes in that case weren’t particularly useful 

because we’re about to Delete that one.  And it warns us about Deleting the existing Table.  So 

we say Yes to that.  It then gives us the standard warning about Pasting four new Rows into a 

Table.  Say Yes to that.  We have a brand new Student Overdue Invoices Table and if I Open 

that, I’ve got a couple of Date Formatting issues, but I can see that I have four Overdue Invoices 

and three of my students have got them.  Bernard Kawolski’s is a problem because we don’t 

have his address.  We’d have to deal with that as a separate issue.  We maybe do that one by 

phone, but the others we all have addresses for and that Table is now our current Table for 

dealing with Overdue Invoices.  Let’s just go in and tidy up that one Date issue down there.  

Invoice Due Date, Format, Short Date; Invoice Date, Format Short Date and I can Close that and 

there we are.  I’m going to Save the Query as well and I’m going to call it Invoice Overdue 

Make Table, and there we are.  So I’ve now got a Table showing the Overdue Invoices, and what 

I’m going to do is to deal with that Table and use it for a Mail Merge. 

With the limited time available to us on this course, we can’t go through the full detail of a Mail 

Merge from Access, but we can certainly cover the main points.  On the External Data Tab, we 

have two main Groups of options and there’s a third Group over here that I’ll mention in just a 
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moment.  We have a set of options for Importing Data from other Sources like Microsoft Excel, 

.xml files, ODBC Databases in general, Text Files, and then under More we can get them from 

SharePoint Lists and so on.  And then on the Export side, we also have a number of options, 

Export to .pdf, E-mail documents out, Save as Text Files, Excel, and so on.  This little Group on 

the right is an interesting one because this enables us to Create an E-mail to solicit Data from 

people.  We can actually put together an E-mail specifically for the purpose of gathering Data 

and then we can manage the replies when they come in.  This particular pair of functions is 

outside the scope of this course but well worth looking into.  If we now having made sure that we 

have Student Overdue Invoices, our Table selected, if we click on Word Merge we can begin the 

process of doing a Mail Merge for our Overdue Invoices.  And that brings up the Microsoft 

Word Mail Merge Wizard. 

The first thing we’re asked is whether we want to Link to an existing Microsoft Word Document 

or Create a New one.  After somebody who’d used this sort of function a few times, perhaps our 

tutor will send out reminders once a month, there probably will be an existing Word Document 

ready to send.  So that will normally be the case, but we haven’t done of these before so let’s say 

Create New Document.  Click on OK and what happens now takes a little while because Access 

is now going to get Microsoft Word started up and get in place the mechanism to start doing this 

Mail Merge.  Now depending on the speed of your machine and so on, it may take more or less 

time for the Word function to get itself ready.  Under Windows 7, I can see that I’m ready here 

and if I Maximize that Word Window, I can see that my document is ready now for me to start 

preparing.  Now I could, for instance, now put my own address at the top, but I could just say 

Dear and now what I need to do is to Insert in here the Name of the person for each of the 

Invoices in my Table. 

Now I’m not going to go through the whole letter, as I say we’re short of time, but having put the 

word Dear.  On the Ribbon I have Insert Merge Field and if I click on Insert Merge Field Word 

via the information it’s been given by Access knows what our Fields options are.  So I’ll put in 

First Name.  Notice the little chevrons around the name, this indicates that it is a Merge Field.  

Press Space again, another Merge Field, Last Name.  Enter, Please pay this, let’s say Invoice for 

and then I can put in the amount, Invoice Value, and so on.  So you get the general idea.  That’s 

how we Create the document with the Merge Fields in it. 
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And when I’ve been through all of my setup of my document, I’m keeping it very short here.  

Finally Finish and Merge finishes the whole job off.  Edit Individual Documents, All.  It Creates 

my whole set of documents.  So Dear Sam Anderton, Please pay invoice for 60 and so on.  And 

if I go down the page I will get my next letter; Dear Bernard Kawolski and so on.  So I’ve left 

out things like addresses and so on, but I’m sure you can see from there the general idea of how 

to do a Mail Merge starting out with a Simple Query in Microsoft Access.  So that’s it on 

Queries in this course.  We’re going to finish off the course with a section with some general 

items in it, but particularly about Security.  I’ll see you then. 
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Chapter 10 – Security 

Video:  Securing Database and Views; New Features 

 
Toby:  Hello again and welcome to the last section of our course on Access 2010.  In this 

section, we’re going to look primarily at some of the Security issues around Access Databases 

and although we won’t be able to spend time going into a huge amount of detail, we can at least 

look at one or two of the major Security features and outline a couple of the others which 

perhaps you won’t need unless you get much more deeply into developing Access Databases on 

a large or very complex scale.  So, let’s get started. 

There are many aspects to Access Database Security.  One of the simplest forms of Security is a 

form which simply prevents people from accessing the Database at all without knowing a 

Database Password.  This particular step is combined with the Encryption of the Database so that 

even if somebody has some sort of clever tool for looking at the Data in the Tables of your 

Database without actually Opening it in the normal way in Microsoft Access, the content are still 

encrypted and they still can’t see any of the Data in your Database.  Now in order to Encrypt and 

Password protect a Database, you need to Open it with exclusive access.  And to do this, you go 

to the Backstage View with the File Tab as normal.  We’re not going to just click on our Private 

Tutor Database and Open it; we’re going to use the Open Dialog. And although we can Select 

our Private Tutor Database, there it is.  Instead of the normal Open Command that I see here, I’m 

going to Open Exclusive.  Now Open Exclusive means that I have full access to the Database but 

nobody else can have the Database Open at that time.  In order to Encrypt the Database, I have to 

be the sole exclusive User of the Database at that moment in time.  Now I click on File.  On the 

Info Tab, the bottom button is Encrypt with Password.  Now what follows here is very important, 

very important indeed.  We put a Password in.  I’m going to type in Password I use quite 

frequently for testing and training and then I type the same Password again to make sure that I 

know what I typed the first time.  Once I’ve set this Password, if I forget the Password, I’m in 

deep trouble because there is in effect no way of getting into the Database from the point that I 

click OK onwards if I don’t know the Password.  So it really is important if you’re setting up a 

Database Password that you set a Password that you’re going to either remember or that you 

have got securely recorded, written down somewhere, or perhaps that somebody else knows.  So 
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I’ve typed in my Password.  I’ve verified it by typing it again.  I click on OK.  One of the things 

Access does here is to check that I’ve typed the same thing on both occasions.  Click on OK.  It 

gives me a piece of information here about Row Level Locking.  A detail we don’t really need to 

worry too much about at the moment.  This is to do with multiple Users, concurrent Users of the 

Database.  So don’t worry about that, click on OK for that warning, and there we go.  Now I’m 

going to Close the Database and that’s it. 

Now let’s see what happens if I try to Open my Database again.  Here we go again, Open.  I have 

to enter the Password.  If I don’t know the Password, there’s absolutely no way that I can access 

that Database.  That is a very, very simple Security measure that you can apply to a Database.  

You do need to have it Open with Exclusive access when you apply the Password, but other than 

that it’s as straightforward as you’ve just seen.  If I type in the Password, then everything’s fine. 

If for some reason we want to Remove the Database Password, that’s very straightforward.  

While the Database is Open click on File Tab and on Info there is an option, again the last option 

on the sheet, to Decrypt the Database; removes the Password from the Database, click on there.  

Note you must have the Database Open for Exclusive use to set or Remove the Database 

Password.  So again, we have to go in with Exclusive use, so Close the Database.  Go back into 

Open, select my Database, Open Exclusive, provide the Password, of course, OK.  Now my 

Database is Open.  File, onto the Info Tab, Decrypt Database, enter the Password again to 

Decrypt the Database, and Remove the Password and there we are.  The Database is now 

available as normal.  If I Close it, I can now Open it again with the Recent Database list and 

that’s pretty straightforward as well. 

Now let’s look briefly at some of the other aspects of Security on an Access Database.  Very 

often the development of an Access Database doesn’t only involve the creation of Tables, 

Queries, Forms, and Reports, as we’ve been looking at, but it involves writing Code as well 

using Visual Basic for Applications; the Application programming language that comes with 

Microsoft Access.  And in that Code, a developer can achieve many of the things that we’re 

going to briefly look at here.  And in doing this, the developer can actually restrict what Users 

can do.  I’m just going to show you a couple of examples of what’s possible normally when 

we’re using Access and then I’m going to try to explain the general approach that a developer 

would take.  I’ve got my Private Tutor Database Open.  I’m now going to click on File and I’m 
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going to look at the Options and one of the Tabs there, the Current Database Tab, gives me a 

number of options, and some of the options are quite significant.  For instance, we can actually 

Remove the Navigation Pane.  So we can actually stop a User from seeing that Navigation Pane 

at all.  And instead of giving them access to all of the functions that we’ve looked at, like going 

into Design View, Layout View, and so on, we can instead put access to Tables, Queries, and 

Forms perhaps on a Menu Bar.  And not allow the User to go into Design Mode.  And one of the 

most obvious things we can do to help that is to actually Remove the Ribbon or at least 

significantly restrict the Groups and Commands that are on the Ribbon.  So the way that we will 

restrict what Users can do is a combination of Hiding things like the Navigation Pane.  We can 

actually Hide the Status Bar, we can Hide or restrict the Quick Access Toolbar, and we can 

restrict or Hide the Ribbon or various parts of it.  And in this way we can severely limit what 

Users can do, and perhaps the most obvious limitation in all of this is to prevent Users from 

being able to change these options themselves.  Now that’s something we’re not going into in 

detail now and very often an Access developer will do all this using VBA Code and achieve 

exactly the level of usage that the application Users need. 

We’re going to look at one other particular feature of Access 2010 Security now and to illustrate 

this we’re going to look at the Northwind Database.  Now you’ve noticed before when we’ve 

logged into the Northwind Database that we have to Login as a particular User.  And in fact, in 

this case, although we’re logging in as this User we’re not required to provide a User Password.  

Now if we were required to specify a User Password, then we would need to know that Password 

to go along with the User name in order to access the Database at all.  And this is effectively an 

additional level of Security to the one we saw earlier where we Encrypted a Database and had to 

specify a Database Password.  In the case of Northwind, there is no Password on the User Name, 

but I do have to choose which User I am as I Login.  And once I’ve chosen my User Name, that 

User Name will be used to Log the activities that I have performed, whether it’s changing Data, 

Adding Records, Deleting Records, Running Queries, any of these could be Logged against my 

name and the Database could well have a detailed Log whereby any changes can be traced to the 

individual who made them.  Now this Login Dialog also demonstrates a very important feature 

of Access, which we so far haven’t really looked at.  This Login Dialog is what’s called a Modal 

Dialog.  That means that while this is on the screen, I cannot do anything else.  I cannot go to the 

Ribbon or click over here on the Navigation Pane.  I have to Login as this User and then when 
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I’ve logged in I then have everything available to me as normal.  If I don’t Login then I cannot 

use the Database. 

So that was our quick review of Security in Access 2010.  Let’s finish with a very brief summary 

of some of the main new features of Access 2010 compared to earlier versions, including Access 

2007.  We have Backstage View, of course, which puts all of the Administration of our Database 

into one place.  We have the ability to Customize the Ribbon and, in fact, the things that we can 

put on the Ribbon are extended, including Macros or certain aspects and Types of Macro.  

Generally speaking we can give ourselves more space to work in Access 2010.  We can 

Minimize or dock the Ribbon.  And most of the elements on the Workspace can be Minimized or 

moved out of the way to give us the maximum amount of space to work on our Forms and 

Reports.  Security has changed.  In Access 2010 by Default it uses the new trusted Security 

model, which based on trusted Folders.  We’ve not gone into that in detail.  It’s still possible to 

use some of the older features.  The old User Level Security is still available with the old Format 

of .mdb file, and as I said earlier, we can also Code specific Security into our application for 

Users if we wish to.  We have Themes that work across the whole Office 2010 Application set.  

So if we want to adopt the same Theme for our Word documents, PowerPoint presentations, 

Excel Spreadsheets, and Access Databases, we can.  And also as we saw before, we can use 

Application parts, specific elements say for a Form, where we can use a standard part and drop it 

into a Form that we’re working on.  Although we haven’t been able to cover it in this course, 

Access 2010 also has much improved interface to Microsoft SharePoint Services.  So all in all 

it’s quite a significant step forward and particularly in the interface side of things.  How we 

work, how we use what’s on the screen.  It’s been a quite a struggle for some people to get used 

to this Ribbon based interface, but most people now are getting used to it and the people that are 

used to it generally think it’s quite an improvement on the old File Menu system.  Not everybody 

does, but most people do.  I also like the Ribbon system. 

Well, that’s the end of our Access 2010 course.  I hope you’ve all enjoyed it.  I’ve certainly 

enjoyed presenting it to you.  And I hope that Access 2010 is a good tool for you in the future, 

you enjoy using it, and that you’re Users or even if you’re your own User, get the most out of 

your well designed, well built Access Databases.  This is Toby Arnott, I’ll see you again. 


