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Chapter 1 – Introduction 

Video: Introduction to Access 2016 Course 

Toby: Hello and welcome to our course on Access 2016. My name is Toby and I’m your 

instructor on this course. I’m a Microsoft certified professional and my specializations include 

Microsoft databases and Access is a product that I’ve been using for a long time. It’s also a 

product that has changed significantly in the last couple of versions and it’s now much more 

flexible and much more powerful than it’s ever been. So I’m really looking forward to showing 

you how to use Access and in particular I’m looking forward to helping you to find out how 

Access can help you to manage some at least of the large amount of data that we all deal with 

nowadays in both our lives and our home lives. 

So first of all who is this course for? When I designed the course I really had three groups of 

people in mind. First of all people who’ve never used Access before, maybe never used a 

database before or at least not knowingly. And very certainly who’d never designed a database or 

built a database before. If you like they’re the primary group of users that course is intended for 

and I’m really going to start Access from scratch. However, I will assume that you have a 

reasonable knowledge of the use of Windows software. If you’ve used components of the 

Microsoft Office suite, such as Word and PowerPoint and Excel, then you should have plenty of 

knowledge of the use of Windows software to follow this course. But I do assume that you can 

find your way around the Windows application. So you’ll understand things like icons and 

clicking and double-clicking and right-clicking and so on.  

The second group of users are people who’ve used a very much older version of Access, maybe 

Access 2000 or 2003. For those people the current version is so different that it’ll probably be a 

bit of a shock. You may not even have used Access with the Ribbon interface that’s been with us 

now for nearly ten years. So you probably need a pretty big refresh in your knowledge of Access 

to be able to take full advantage of this latest version.  

The third group of people are users of more recent versions of Access. And if you’re in this third 

group you may well have used the Ribbon before but you may not be familiar with the latest 

features, including features such as the creation and use of web apps, for example. Now for that 

third group and to some extent for the second group I will try to point out from time to time 

sections of the course where maybe if you’ve used Access before you don’t need to follow that 

section because it probably only contains material that you’re familiar with anyway. But in 

general terms I think it will benefit all of you to go through the whole course in sequence step by 

step because there may well be things that you need a refresher on or maybe when you tried to 

use them before you weren’t exactly clear on what was going on. And I am going to try to 

explain things systematically in what I believe is a logical learning sequence. 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

Now during the early sections of this course I’m going to have to cover some basic material, 

some introductory material. Some of it you may be able to skip, some of it you certainly won’t. 

But here are a few points, important points just to get us started.  

The version of Access that I’m going to be using is the full-blown desktop version of Access 

2016. I’ll tell you a little bit more about versions later on but it’s the desktop version that I’m 

using. I also need to make it clear that I’m not going to be covering what’s called VBA 

programming on this course. If you’ve got no idea what VBA programming is then don’t worry 

about it. We will be looking at macros a little but we won’t be covering programming. So this is 

not a programming course. And also I’m recording this course on a touch device, but I won’t 

really be using touch very much at all during the course. In fact in a few sections from now I’m 

going to explain touch in relation to Access, in fact in relation to Office in general just to give 

you a few hopefully useful pointers. But virtually all of this course is done using mouse and 

keyboard. If you are using a touch device you should be able to follow the course through 

perfectly well but I’m not going to explain everything twice because it would make the course 

extremely long. It’ll be long enough as it is. But basically I use mouse and keyboard on this 

course. 

And another very important point is that you will need to have a live internet connection for 

many features on the course. Now to be fair there’s an awful lot you can do without being 

connected to the internet but for some things, such as online help and for downloading database 

templates and certain other things you will definitely need a live internet connection. And when 

we start looking up web apps you’ll need a connection as well. 

And one final introductory point. I’m recording this on a widescreen device. It’s 16x9 display. 

So the way that my screen looks and the amount that I can get on the screen, and it’s quite a big 

screen, may well be different to yours. Essentially whatever we’re doing the content should be 

about the same but it may look different depending on the size and shape of your screen. But 

bear in mind that I’m using a widescreen desktop PC to record this and I’m recording it on 

Windows 10, but more on that in the next section. 

In the next section I’m going to talk to you about acquiring Access 2016 and getting it installed 

and working. If you already have Access 2016 on your device and it is installed and working you 

can skip the next section. But if not please join me for that. 
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Video: Acquiring Access 2016 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to look at acquiring Access 2016. 

Now if you already have Access 2016, you bought a copy, you’ve got your own copy installed 

on the device and you have no real interest in getting another one or getting a different one you 

can probably skip this section. However, if you haven’t got Access 2016 or maybe you’re using a 

copy belonging to a friend or a copy at work and you still plan to get a copy for yourself then 

hopefully you’ll find this section useful. 

Now the first thing to say is that particularly in the early stages of this course we are going to be 

looking at quite a few pages on Microsoft.com and Office.com. These pages change on a very 

regular basis. So the page we’re looking at here is probably not going to be quite the same by the 

time you come to look at it but I’m sure there will be an equivalent of this page. This is currently 

on Office.com for the UK. So the prices here are in pounds sterling but there should be an 

equivalent page in your locale. 

Now unfortunately when it comes to acquiring Access as time goes by there seem to be more and 

more ways of doing it and it does seem rather complicated and confusing, but let me just try to 

sort of oversimplify things a little. 

When you’re acquiring an Office product now, such as Access, you really have broadly speaking 

two choices. You can get a subscription version, Office 365 version as it’s usually called, 

whereby you pay on a regular basis, monthly or yearly, for a subscription. And then basically the 

software is kept up to date. Now with the current arrangements for Office 365 subscriptions you 

do get a downloadable desktop copy of Access and that’s what we’re going to be using on this 

course. So if you have or plan to get an Office 365 subscription provided you get one that 

includes Access. The copy of Access that you get will be absolutely fine for this course. So an 

Office 365 version is fine. 

Let’s have a look at how they are at the moment. We have Office 365 Personal, Office 365 

Home. And as you can see although they are sterling prices they’re very reasonably priced and 

quite tempting. Note there, fully installed Office applications. Publisher and Access PC only, 

Publisher and Access PC only. They are included in those subscriptions. Note also the number of 

devices that you can install on depending on the subscription that you buy. 

Now the alternative to that is to get Office as a one-time purchase. And basically you buy a 

bundle of applications within an Office pack. Again the sterling price is there. It’s a one-off 

purchase. You don’t pay a monthly or annual subscription. When you want a new version maybe 

in a few years time you’ll buy a new version, assuming of course that it is still possible to buy a 

one-time purchase version as things do seem to be headed in the subscription direction quite 

quickly and strongly now. But as you can see there’s a range of versions that you can buy. If you 
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look at Office Home and Business, that first version, it doesn’t include Access. Look at Office 

Professional 2016. It does. So you need to make sure that you get a version with Access in it but 

that is a purchase version. 

It is still even possible to get a standalone copy. And if you go down to looking for standalone 

Office applications you can actually buy a standalone copy of Access. That’s a single program. 

Again, still possible to do. 

Now depending on which version you decide to buy you then need to check that you have the 

system requirements to run that version. And under the FAQs towards the bottom of this page, 

“How do I know my PC or Mac can run Office?” “Office supports PCs running Windows 7 or 

higher.” And then to get at the full system requirements click here. And the full system 

requirements depend on which option you’re going for. So if you’re going to get a subscription 

plan the requirements are here. If you’re buying a suite the requirements are here, running on a 

server here, standalone applications here, and so on. So whichever option you’re going for you 

need to go to that one.  

Let’s try Office 2016 Suites. Let’s look at Office Professional. That’s the one that includes 

Access. There’s a full set of system requirements. Note that you need at least Windows 7 on a 

PC. So if you’ve got Vista or XP you need to do an upgrade, etcetera. So it’s very important that 

you check that the device you’re going to run Office 2016 or specifically Access 2016 on is up to 

the job of running it. And then once you’ve done that you can acquire the relevant copy of 

Access 2016 and you’ll be ready to get started on the installation.  

Now before I talk briefly about the installation I’d just like to tell you about one other thing. 

One of the things you may have noticed towards the beginning of this section is that there is a 

Try Now option. And in fact at the time of recording this you could get a trial version of Access. 

Now obviously I can’t guarantee personally that there will always be a trial version available but 

whenever I’ve looked there has been a trial version of the latest version of Access available from 

Microsoft. And if you really want to try Access out and perhaps try it out while you’re working 

through this course then provided you can work through the course in the trial period, which is 

normally 30 days but of course I can’t guarantee that at any time it will be 30 days, then you can 

say Try Now for Home, Try Now for Business that will take you through to a page where you 

can download a trial version. 

Now when it comes to the Home trial you’re talking about an Office 365 trial. So you’re getting 

a pretty full set of Office 365 applications. And of course one of those that’s provided is Access. 

So if you want to do a one month free trial of Office 365 then you will get Access as part of that. 

Now when it comes to the business options for trial versions they’re actually quite restricted. 

There are many, many trial versions of Office 365 for business. But at the time of recording this 
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only a couple of them include Access. So if you’re going to down that route you need to make 

sure that you find one that includes Access. 

Now when it comes to installing your copy of Office 2016 or indeed Access 2016 that is very 

much in the hands of you and Microsoft. At the time of recording this this is the page that 

describes how to download and install or reinstall Office 365, Office 2016 on your PC. Now 

again at the time of recording this you will need a Microsoft account to associate your copy of 

Access 2016 with, whether or not you’re using Office 365 or Office 2016. But if you do get any 

problems with the installation I’m afraid I’m not going to be able to help you with that. You need 

to get help from Microsoft. There are various help topics on Microsoft. There are various forums 

you can search. So if you do experience any problems it’s very likely that somebody else has 

experienced the same problem. And if you Google or search Microsoft then you’re very likely to 

find not only the same problem but hopefully a solution to that problem as well. 

Having said that, from this point onwards in the course I am now going to assume that you have 

acquired and installed Access 2016 as part of one of the options that I’ve described during this 

section. From the next section on in theory you could start using Access 2016 but I’m afraid I’ve 

got a couple of other things to cover first. And the next of those is in the next section. So I’ll see 

you then. 
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Video: Structure of the Course 

Toby: Hello again and welcome back to our course on Access 2016. 

I’d like to talk to you briefly now about the structure of this course. The course is arranged in a 

number of chapters and within each chapter there are a number of sections. Each section 

corresponds to one video. The course is designed to be followed in sequence. So particularly if 

you’re new to Access I do suggest that you stick to that sequence even if sometimes you feel a 

little bit tempted to sort of jump ahead.  

For people who have used Access before and particularly those who’ve used a recent version of 

Access there will be some sections that you might skip. And I’ll try to indicate these if I think 

that even a moderate knowledge of a particular topic in an earlier version will suffice. I’ll try to 

point that out towards the beginning of the section. 

Now as part of the course I’m going to set you some exercises. And alongside you doing those 

I’m going to do them and I’m going to save my own copy of each of those exercises in an 

Exercise Files folder, which is one of the downloads that comes with the course. You need to 

make sure that you know where those exercise files are so that you can refer to them at any time. 

I suggest you keep a backup copy in case you accidently change or delete something. The 

contents of the exercise files folder will look something like this. So, become familiar with these 

files and we’ll be referring to them as my sample answers throughout the course. 

Now also throughout the course I’m going to be doing some demonstrations. I’m going to be 

developing a straightforward database which is not part of the exercises. And the files that I 

generate for that are in the Course Files folder. And again make sure you know where the course 

files folder is, keep a backup copy of it safe somewhere. And of course if you want to work on 

those course files along with what I’m doing or perhaps do something different yourself then 

they’re available for you to use for that purpose as well. 

That’s it for this section. I’ll see you in the next one. 
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Video: What’s New in Access 2016 

Toby: Hello again and welcome back to our course on Access 2016. In this section I’m going to 

take a very quick look at what’s new in Access 2016. It can actually be a very quick look 

because in terms of what’s visible there is very little that is new in Access 2016. If you haven’t 

used Access before then it’s quite likely that this particular section won’t be a lot of help to you. 

On the other hand it’s such a short section that you may as well stay where you are. 

So first of all in terms of what a user can actually see there are very few changes. One of them is 

the inclusion of a Tell Me facility and this is pretty universal within the desktop applications 

within Office 2016 and I’ll be telling you about Tell Me when we come to Help in a few sections 

from now. 

Another one of the new features is the availability of new themes which you can use to 

customize your workspace. And I’m going to come to that when we look at workspace a little bit 

later on. 

And there is what I think will be a useful new feature for exporting data sources, linked data 

sources, to Excel 2016. Now I’m not going to be covering this feature in great detail in this 

course but I will be covering import and export of data in a fairly straightforward and basic way 

later. 

Another change in Access 2016 is a change to both the look at the feel of templates and the range 

of templates that are available. We’ll be looking at database templates in a couple of sections 

from now. 

And there is also a larger and more useable Show Table dialog. We’ll be coming back to that 

later on in the course. 

And right at the bottom of this What’s New in Access 2016 page on Office.com is a list of the 

new Access web app feature which will be added to Access services when SharePoint 2016 is 

available. I won’t be covering the interaction with SharePoint 2016 on this course. But if you do 

get to the point of using Access 2016 with SharePoint 2016 it looks as though some of these new 

features are going to be useful. 

So that’s it on what’s new in Access 2016. I’ll see you in the next section. 
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Chapter 2 – Using Touch 

Video: Using Access in a Touch Device 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section I’m going to take a look at using Access 2016 on a touch device. If you’re not 

planning to use it with touch, if you’re a keyboard and mouse person, you can pretty much 

ignore this section and move onto to the next one. If you would like to use touch then in theory at 

least there’s absolutely no reason that you shouldn’t use Access 2016 with touch. However, it’s 

not my intention to do everything on this course twice. I’m not going to do everything in 

keyboard and mouse mode and everything in touch mode. So primarily and virtually without 

exception I’m going to use keyboard and mouse. Having said that, you can follow everything on 

the course on a touch device provided you know a few basic things about how to if you like 

translate what I’m telling you from keyboard and mouse into touch.  

Now in order to cover these few basic principles I’m going to need to sort of leap ahead a little 

bit. We’re actually going to delve into Access and I’m going to explain one or two things before 

we really do this in a more structured way in the course. 

There are some very useful links within Office.com about using touch mode. And one of the first 

things to bear in mind is that when you actually start Access if you’re going to use a touch device 

you almost certainly want to go into Touch Mode. Now I’m going to now just drop straight into 

Access and show you how to do that and what the effect of being in touch mode has. 

Now I’m in Access. I’ve got a brand new empty database and I’m going to switch to touch mode. 

In the top left hand corner of the screen there is a button which has a little icon on it. Picture of a 

hand and a finger over a button. And if you hover over it it says Touch/Mouse Mode. If you click 

on the dropdown arrow you have a choice of being in mouse mode which is where I will be 

virtually the whole time and touch mode. Look carefully at what happens on the screen when I 

switch to touch mode. Exactly what all those things on the screen mean doesn’t really matter at 

the moment but just watch what happens. What happens is everything gets spaced out more. And 

generally speaking when you’re in touch mode the main difference is you have more space to use 

your fingers instead of the relatively accurate clicking that you get with a mouse. My fingers are 

unfortunately a little bit on the fat side. So if I want to work on a touch device in Access I pretty 

much always switch to touch mode because it just makes it that much easier to click on those 

buttons with my fingertips. 

Now there are various other things that you’re going to need to be able to do and many of those 

I’m going to show you a reference to in a moment but I want to show you one particular 

example.  
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I’m still in touch mode and you see where the cursors flashing there in that rectangle, what we 

call a cell. If I right click in that cell with the mouse a little menu comes up, what’s called a 

contextual menu. Again it doesn’t really matter what’s on that menu at the moment. You just 

notice what the menu looks like. If I click again it disappears. If instead of doing that I tap with 

my finger but hold, so I do a tap and hold, what I get is effectively the same menu but much 

more spaced out. So when I come to select an item from this menu with my fingers it’s going to 

be much easier than it would have been with the contextual menu that you saw just now that I 

got by right clicking with the mouse.  

Now as far as Access is concerned you can absolutely switch between the two. I could work on 

this database. I could sometimes click with the mouse. I could sometimes tap with my fingers. I 

can interchange the two as much as I like. So it’s really up to you whether you use mouse all the 

time, touch all the time, or a mixture of the two. But if you are going to use touch you should 

seriously consider going into touch mode and getting used to some of those differences between 

how things operate in touch and how they work with mouse and keyboard.  

Now I’m going to go back to mouse and keyboard. So I’m going to tap on that same button 

towards the top left. I’m going to tap with my finger this time and go back into mouse mode. 

Now let me go back to that webpage that we were looking at just now. 

With touch mode enabled I can generally do just about anything that I need to with Access 2016 

on this PC. However this PC has a pretty large screen and that accommodates my pretty large 

fingers pretty well. But if you have a smaller screen or bigger fingers or both you may want to 

increase the size of text and objects on the screen. And you can do this on your Windows PC 

using the Appearance and Personalization options in Control Panel. And there’s instructions on 

how to do that under More Touch Tips on this page.  

Very importantly below that there is a link to the Office Touch Guide. And particularly if you 

haven’t used touch with Office 2016 before it’s very important that you take a close look at that 

guide because although this refers to Office 2013 and it talks about Windows 8, whereas for 

example I’m using Windows 10, what it says here is pretty much still the best source of 

information about using your fingers with an Office application such as Access. So it talks about 

tap, pinch, stretch, slide, swipe, and then it has a whole list of instructions. So for each of the 

things that you might want to do listed on the left it gives you the instructions for how to do them 

on a touch device on the right. So unless you’re already very familiar with using touch in an 

Office program I suggest you work carefully through that as soon as you can just to get a feeling 

for those things. Now some of them relate specifically, for example, to Excel or to PowerPoint 

but many of them are general ones as well. 

So if you’re planning to work through the course on a touch device it should be absolutely fine. 

You may need to do that little bit of reading, a little bit of practice before we really get into the 
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course but I’m sure you’ll find that everything is pretty straightforward to follow once you’ve 

covered those basic points. 

That’s it for this section. Please join me in the next one. 
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Chapter 3 – Getting Started  

Video: Using Database Templates 

Toby: Hello again and welcome back to our course on Access 2016. It’s time now to start 

Access and to start using it.  

So on Windows 10 what I’m going to do is to type in the Search box down here or start typing 

Access. Straightaway I see Access 2016 appear, click and that starts up Access. If you’re using 

Windows 7 then depending on how you’ve installed it you may already have a shortcut on the 

desktop. You may get it from the Start menu. If you’re using Windows 8 then you’ll be using the 

Windows Start screen. You can start typing Access 2016, the name will appear, click, and when 

it starts up it’ll look something like this. In fact whichever version of Windows you’re using the 

start screen should look like this, subject of course to what I said earlier about the size, shape and 

resolution of your screen. 

Now I suggest that if you don’t already have a shortcut on your desktop for Access or you 

haven’t already put a shortcut on your taskbar you straightaway now pin this to the taskbar or put 

a shortcut on the desktop because you’re going to be starting and stopping Access quite a bit 

from now on. 

So in Windows 10 I’m going to go down here to the Access icon on the taskbar, right click and 

I’m going to say Pin to Taskbar and it’s there now for me to use from now on. 

Over the next two or three sections we’re going to be delving into the Access workspace. And in 

order to cover the many things that I need to explain I’m going to sort of spread them out over 

two or three sections and in the process we’re going to create a couple of databases. 

Now on the start screen if you go up to the top right hand corner you have conventional 

Windows buttons, Close, Maximize, Minimize. And then on the left you have a question mark 

and the question mark is the button that gives you access to Access Help. I’m going to be talking 

about Access Help in a few sections from now so I’m going to otherwise ignore it for the 

moment.  

Underneath those buttons you have the Account Details. This is the account that’s currently 

responsible for this copy of Access. Now of course your account name will be different from 

mine and whether you’re using Access 2016 from an Office 365 subscription or a purchased 

copy of Access 2016 you will be running under a Microsoft account. And in various ways that 

account is important in various contexts, as we’ll see later on. But for the moment as long as 

you’ve got an account there and it’s right it’s not of importance in the short term to us which 

account it is. 
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Now over on the left we have a panel which will normally show the recently opened databases. 

And this gives us access to work that we’ve been doing recently. So at any one time I may have 

three or four databases that I’m working on. And if I need to do work on one of those I just click 

on whichever one it is in that list and it will open up for me. Now this is a brand new installation 

of Access 2016 so there are no recent databases but there soon will be. 

If I want to work on a database that isn’t in my recent list, so maybe it’s one I haven’t worked on 

in this installation, maybe it’s one I’ve got from somebody else. Then the Open Other Files 

option here gives me access to a standard Windows browser and I can open whatever I need to 

open to work on the relevant database. 

So that panel on the left lets me work on something that I’ve worked on before. But the main part 

of the start screen, the main section on the right, gives me templates for creating new databases. 

Now generally speaking in Access 2016 databases can be of two types. One type is what we call 

a desktop database. This is the traditional type of Access database where basically you have a 

database that sits on your desktop and you use it generally locally for maintaining data. Now in 

fact you can share that database. You can split the database into components. There’s all sorts of 

things you can do with it. But in its standard default form it’s usually a single file that sits on a 

desktop device. But the alternative now is the web app. And a web app is a database that is used 

online. So this is usually one that you’ll be sharing with other people.  

Now we’re going to be looking at both desktop databases and web apps during this course. And 

generally speaking if you look at this section on the right each of those icons corresponds to a 

different type of database. If you like a sort of starting point. What we call a database template.  

Now by looking at the icon you can tell what sort of database it is. A web app generally has one 

of those big circles, like a global circle at the background. Whereas a desktop database has what 

looks like a sort of spreadsheet shape behind. And the description will normally tell you what it 

is a database for. So here we have a contacts database. Here we have a task management 

database. And if I scroll down this list you’ll see many other database templates. Some of them 

are desktop, some of them are web apps. 

Now sometimes when you need to create a database one of these templates may well get you 

started because as you’ll see in a moment the template will normally contain some of the 

building blocks that will potentially help you with creating your database. Sometimes, however, 

you’ll want to start from scratch. And on this course we’re going to start from scratch at least 

once.  

Up in the top left hand corner of this part of the start screen we have an option to create a blank 

desktop database and we also have an option to create a custom web app. And we’ll be looking 

at those later on in the course. 
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Let’s suppose though that you want to use one of the templates that already has some content in 

it. And suppose you want to look for a contacts database. Now one option is to just click on this 

one here, Updated Contacts. The Updated there refers to the fact that the template has been 

updated in this version. But you might want to see what other contacts databases are available. 

Well right at the top of the screen there is a Search for online templates box. And if I type in 

there Contacts provided I am online, and this is another situation where you need to be online, I 

can search for Contacts Database Templates, see what ones are available on Microsoft.com. So 

click on Start Searching and of course the one that we saw just now is amongst the potential 

templates to use here. But there are others as well. There’s a Personal Contact Manager. There’s 

a SharePoint web app for contacts. There’s a Faculty database which presumably includes a 

contacts facility. And down here we’ve got a Task Management database and a Call Tracker 

database.  

Alongside these there are a number of other documents associated with other Office applications. 

So there are 47 Word templates, 21 Excel templates, 10 Publisher templates, and 4 PowerPoint 

templates. So you may well find amongst those documents or PowerPoint presentations that 

might help you either to document your database or indeed use your database. 

So that Search facility can be very useful to locate database templates that can give you a good 

starting point. 

Now what I’m going to do on this occasion is to just use this Updated Contacts template. 

So let me click on that and I see a panel. It gives me an outline of a contact list. It says, Updated 

contacts provided by Microsoft. There’s a description of the database. It tells me the download 

size, 160K. So it’s not a particularly big file. There’s a link there. Should I create an Access app 

or an Access desktop database? I’m going to talk about that a little bit later on. At the moment 

we’re going for the desktop database option. In fact in the early part of the course I’m really 

going to concentrate on desktop databases and we’ll look at web apps more later on.  

Now when you create this database it will be given a file name and the file name by default is 

there, Database3.accdb. Now what that file name is will depend on what you’re doing at that 

time. I’ll explain that to you more later on. But it also tells you where the database will be 

created and it has a default location there for databases. 

There is a Browse button here that I can use to put the database in a different location. Now at 

the moment I’m just going to accept those defaults because I am going to create a database but 

I’m going to save it a little bit later on for reasons that will become apparent. If I decide that I’m 

happy with the sounds of this database, so I read the description and I think, “Yep, I’ll give that 

try” all I need to do is to click on Create and it will be created. But I may also want to step 

through other available templates and there’s a right button or a Next button there and there’s a 

Previous button there and I can use those to step me through other available database templates 

to see if any of those are more likely to fit my requirements. On this occasion I’m going to carry 
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on with Updated Contacts. I’m going to click on Create. And if Access 2016 needs to download 

the template it will. But when it’s downloaded the template it will then create for me an empty 

database. And we’re now inside Access and we’re looking at the Access workspace. 

Now the details of this workspace I’m going to concentrate on over the next few sections. But I’d 

just like to concentrate on a couple of aspects here. 

I just said that it created an empty database. Well in a sense it is empty because there are no 

contacts in the database. But it’s not empty from the point of view of definitions because what 

Access has done and what has been achieved by using that template is that it’s given me a 

starting point for a contact list. And you can see the empty contact list there. And part of this 

starting point is a definition of the information that I will have about each of my contacts. So if 

you look at these headings along here it’s got First Name, Last Name, Company, Job Title, 

etcetera. Now you may look at that list and say well that’s okay but I would also keep details of 

something else and maybe I wouldn’t bother with a job title, for example. Well changing the 

database, customizing it to your requirements is normally one of the things that you would do 

when you start with a template. So don’t be put off by the fact that you look at something like 

this and you say, “Well that’s not quite how I would do it” because we really are going to major 

in this course on customizing the starting points that you get from templates.  

The other thing to bear in mind, although I’m not going to look at it in detail for a couple of 

sections yet. If you look at this panel on the left it tells you what is included in this template. So 

not only do you have Tables, Contacts and Settings but you have Queries, you have Forms, you 

have Reports, you have Macros, you have Modules. Now I’m going to explain what all of these 

are during the course but this is in fact although it’s quite a straightforward example typical of 

what you will get in a template. It will come with some tables, some queries, some forms, some 

reports, etcetera, and they’re your starting point for your database. 

Another very common feature is that you will be given a security warning. Generally speaking 

when you open a database or create a new database using a template in Access 2016 Access 

normally defaults to being cautious. It is relatively straightforward for somebody to put harmful 

program code in a database. And before you run any program code in a database you need to 

consider where you got the database from. Now a Microsoft template is a pretty safe place to get 

something from. So if you trust what you’ve just opened or created you click on the Enable 

Content button here and you’re now able to freely work on that database. Now in this particular 

case once you’re said, “Yep, I trust this database” it gives you a welcome screen to the contacts 

database. And this welcome screen actually corresponds to a macro that runs when you open the 

database. And what this screen will do is to give the user information about how to use the 

contact database. When you come to creating your own databases you may also want to create 

help screens and welcome screens. And we’ll look at that later on in the course. But for the 

moment I’m going to close this screen using the Close button up on the right. And in fact what 

I’m going to do now is to close Access itself using its Close button.  
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That’s the end of this section. Please join me for the next one. 
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Video: Creating, Saving, and Opening Databases 

Toby: Hello again and welcome back to our course on Access 2016. 

In the preceding section we created a first database, a contacts database. I’ve just restarted 

Access and if you look at the start screen sure enough there is the name of that contacts database 

in my Recent Databases list. So the first thing I’m going to do is to open that. Note the welcome 

screen. I am going to close that for the moment. And what I’m going to do now is to save this 

database using a name of my choosing and I’m going to save it into the course files folder. 

Now I mentioned to you right near the beginning of the course that I’ll be setting various 

exercises. This is not one of those exercises but it’s a good idea for you to create a database using 

one of the templates and to save that in a set location as well just to make sure that you’re 

familiar with that procedure. 

Now the first thing to note is that in order to save this database I need to close any open objects 

such as tables and forms. We have no form open. I opened the welcome form just now. But we 

need to close the contacts table. So I’m going to close that using its little Close button there, 

Close Contact List. Now there are no objects in the database open and I can go to File, click on 

Save As, click on the Save As button here, and I have browsed to the course files folder. Now the 

standard file type for an Access desktop database is ACCDB. So the extension is .accdb but I’m 

going to change the file name. And I’m changing it to Contacts01. So that’s the name of my 

contacts database. All I do now is click on Save. 

Now note that once I save it I have to go through the enabling routine again. Now that’s not a 

problem because I know that this is a safe database. I’m now working on Contact01 in the course 

files folder. 

What I’m going to do now is to close Access yet again and I’m going to start it up yet again. 

Now of course this time when I start it up as you would expect you can see both of those 

databases in my recent databases list. Note that they are now separate databases. Now clearly if I 

wanted to work on Contact01 then I just click on it and away I go. But we also have the Open 

Other Files option there. If I click on that I get there also a list of recently opened files and when 

they were last opened. And as you can see both of those were opened today. Now notice that if 

the database I want to open isn’t in the list on the right there I have options for where to open a 

database from. And amongst the options that I have are the OneDrive cloud storage that I get as 

part of this particular Office 365 subscription. If you’re using an Office 365 copy of Access 2016 

you should see OneDrive here. There is a Sites – TobyA option there. That is actually a 

SharePoint option. If you do have SharePoint as part of your Office 365 subscription then you’ll 

have access to SharePoint there as well. I’m not going to talk about the interaction between 

Access and SharePoint on this course. And then I also have another available OneDrive cloud 

storage facility there as well. Exactly which of those features, OneDrive and SharePoint, that you 
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see will depend on your account. You may not see anything at all there if you’re using a bought 

copy of Access 2016 or Office 2016 and you don’t have OneDrive, for example, as part of an 

Office 365 subscription. But you should see This PC and This PC will give you an option to 

browse to the folder containing the database that you want to open. There’s also a Browse button 

at the bottom here. And if you do have say a OneDrive facility but it doesn’t appear in the list 

here you can add it by clicking on Add a Place. And then let’s say you’ve actually got an Office 

365 SharePoint facility, you can click and find that here. OneDrive again you can click and find 

that there as well. So if you’ve got either OneDrive or SharePoint access and they don’t appear in 

the list on the left you follow through there to set them up. 

Let’s go back though to browse and let me browse to the course files folder. And of course there 

is my single ACCDB Contact01. And of course I could select that and open it from here as well. 

But I’m actually not going to open that at the moment. What I’m going to do is to create another 

new database. 

Now in order to create a new database I’m going to use the New button up here. So click on New 

and I once again see that list of templates. And on this occasion I’m going to choose the very 

first option, Blank Desktop Database. So we’re going to start from scratch and we’re going to 

start from scratch to work on the course database that I’m going to use for most of the 

demonstrations during the course. I will actually be using one or two others as well but most of 

the time it will be this particular database. 

Now I’m starting out with it blank. It gets a default file name and location. Well I’m going to 

change those. First of all let me change the location to the course files folder. And I’m going to 

change the name of the database. Now this database is going to be a database for a travel 

company that runs some rather exclusive types of tours, adventure, wildlife and so on. And 

they’ve got rather a posh name. They’re called Esprit de Tour. So I’ve called their database 

EspritDeTour. It’s going to go through quite a few versions this database so let’s start it off at 

version one. So click on Create and there is my new database.  

Now if you look along the very top of the screen you’ll see that long name that it’s got there. I’ll 

sort that out later on. Don’t worry about that now. But notice in the list of objects on the left that 

it’s almost empty. In fact there’s one table. And when you create a blank database you get a 

single table to get you started. It’s got nothing in it. It’s not been designed, not really thought 

about. We’re going to start working on that table in a few sections from now but I have now got 

my new database. 

Now one other thing to show you about working in Access is if I click on File on the top left 

there again one of the options is Close. And if I click on Close I don’t close Access. I close the 

current database. And Access is still open but it has no database open. So it’s perfectly legitimate 

to have Access open with no database. And then if I click on File again I could create a new one, 

I could open an existing one, etcetera. 
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And the only other thing I’d like to cover in this section is one of the items on that What’s New 

list that we saw earlier on in the course.  

I mentioned this quite briefly before. It’s Templates get a modern look and feel. If you now read 

that section of the What’s New you’ll see that five of the database templates had a bit of sort of 

makeover in Access 2016. Asset Tracking, Contacts, Event Management, Students, and Task 

Management. And of course Contacts is the one that we’ve already used to create our contacts 

database that we’ll also have available to use later on for demonstration purposes. It also talks in 

this section about those getting started forms. And as I mentioned, I’ll come back to those getting 

started forms a little bit later on. 

So it’s well worth now having seen what you’ve seen now to go back and have a look at that 

section and maybe take a look at those other database templates as well. But that’s it for this 

section. I’ll see you in the next one. 
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Video: The Access Workspace and Backstage 

Toby: Hello again and welcome back to our course on Access 2016. In this section I’m going to 

take you on a tour of the Access workspace. And in subsequent sections I’m going to look at 

various aspects of that workspace in more detail.  

Now first of all when I open Access now my recent databases list is getting longer each time. As 

the list grows eventually databases start dropping off the bottom of that list. But if I have a 

particular database that I use perhaps not very often but which I want to always have available 

there, say the EspritDeTour database, you see a little pushpin over here on the side. Now if I 

click on that pushpin so that it changes from being a horizontal pushpin to a vertical pushpin I 

have pinned it to the list. And that means it won’t fall off of the bottom of the list. No matter how 

long the list gets EspritDeTour will still be on that list. Now on this occasion as I’m going to be 

going through several versions of Esprit DeTour I’m not going to pin it. But that’s a very useful 

tip if you want to have a particular database that’s always available. 

So what I’m going to do now is to go into the Contacts database and we’re going to look at the 

Access 2016 workspace with the Contacts01 database open. 

So let me now take you through the main features of the workspace and I’ll talk about some of 

the sections that we’ve got coming up to describe and explain these in more detail. 

First of all at the top of the workspace we have this big block here called the Ribbon. And for 

those of you not familiar with the Ribbon interface I’m going to be covering that in a couple of 

sections from here. I am going to talk a little about the concept behind customizing the Ribbon 

but I’m not actually going to go through a full example of it. But I am going to talk about 

customizing the Quick Access Toolbar which we’ll come to in just a moment and that should 

give you a good idea of how to set about customizing the Ribbon. 

Above the Ribbon and to the left of it is the Quick Access Toolbar. And if I click on the little 

dropdown at the righthand end that gives me a list of the most popular commands to use in 

Access and also access to facilities to customize the Quick Access Toolbar. And we’re going to 

cover that three sections from now. 

Right at the bottom of the workspace we have the Status Bar. It’s above my Windows taskbar. 

And if I right click on the Status Bar you see the heading there Customize Status Bar. I’m going 

to explain the Status Bar to you in about five or six sections from now. 

What you might consider to be the nerve center of an Access database is this panel on the left 

that we normally refer to as the Navigation Pane. And this lists all of the objects in an Access 

database. The objects are categorized. So we have Tables, Queries, Forms, etcetera. And with 

each category we can expand or collapse the category to see its contents. In the current Contact 

Management database we have two tables. We have a Contacts table and a Settings table. The 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

tables category can be collapsed using the little double chevron on the right, as can queries, 

forms, etcetera. In a large, complex database you may have dozens or even hundreds of objects. 

And so being able to expand and collapse those categories can be very useful. 

Now regarding the Navigation Pane itself, a lot of the time you’ll have the Navigation Pane open 

because you’ll be using it to access different objects in the database. But you can almost totally 

hide it. There’s a double left pointing chevron there, shutter bar open/close button. If you click 

on that it makes the Navigation Pane just a little thin bar down the left and now you’ve got a 

right pointing double arrow. You can open it again. And you can change the width in the normal 

way making it wider or thinner. 

When you get a pretty big Access database you may need to search for a particular form or report 

or query or something. So there’s a Search facility. And if you click on this dropdown there are a 

number of other options that can help you to find and otherwise deal with objects via the 

Navigation Pane. And we’ll come back to using that facility later on in the course. 

Now what you can see in the main window here is what’s called the Contact List. And the 

Contact List looks like a spreadsheet and basically it is a spreadsheet. But it is a spreadsheet 

representing the data in one of the tables. But it’s not actually a table itself. It’s actually a form. 

Let me just open up the forms. There are currently three forms in this database. There is the 

Contact List which is open now, the Welcome and this is the welcome screen that you’ve seen a 

few times already, and there is a Contact Details form. The Contact List will show in spreadsheet 

fashion all of the contacts in the contacts table. Don’t forget we have up here a contacts table. 

And each contact would occupy one row, one horizontal row on the Contact List form. But let 

me open the other form here, the Contact Details form. I can open it either by right clicking and 

selecting Open or I can just double click on it. And this form works in a very different way 

because this one shows all the details for one contact on one form. So it’s the sort of form you 

might use in an application where you were say going to ask somebody to update their contact 

details and you gave them the option of putting in additional phone numbers and their home 

address and so on.  

Now both the Contact List and the Contact Details are forms but they’re very different types of 

form. And in different situations you may want each of those forms to perform quite different 

functions.  

When I open a form like that you’ll see that it looks as though it’s sort of hovering over the page. 

Let me just close it again. Apart from opening a form just to see how it’s going to look in real 

life, if you like, the other option I have is going into the design of the form. If I wanted to change 

what’s actually on that form or perhaps the sequence of the items on the form if I go into Design 

View that’s a very different thing altogether because now if I say wanted to move this panel 

around with all these fields in it, maybe I wanted to move it further down on the form, this is 
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how I would change the design of the form. So there’s a very big difference between a form in 

design mode and a form in what we normally call open mode or run mode.  

When I finish working on something such as this Contact Details form note the little Close 

button here. Close Contact Details. Do I want to save the changes? On this occasion I don’t. I 

have made changes to that form but I’m not going to save those. So I’m just going to click on 

No. 

So sometimes we’ll open forms in order to use them to add data or change data and sometimes 

we’ll open forms in Design Mode if we actually want to change the design of the form. So if you 

take this Contact List, for example, it’s currently open. Let me close it. Let me right click on 

Contact List and click on Design View. And I could actually change the design of that contact 

list. So let’s close the design of the contact list.  

Bear in mind that what I’ve just said about those forms holds equally true, for example, for 

reports. So if you’ve created a report, perhaps a phonebook report like this one, if you wanted to 

run that report you could. If you wanted to change the design of that report you could. And the 

same goes for queries and for macros and for tables. And we’ll be looking at all of these as we 

go through the course. 

Now one other very important factor here is that when you look at the top of the Ribbon the 

Ribbon tabs, that’s Home, Create, External Data, etcetera, to the left of those there is a File item. 

And we’ve clicked on that file a few times already during the course. And that’s different from 

Home and Create and the others because it isn’t really a Ribbon tab. It’s a button that takes you 

into what’s called Backstage View. And we’ve also been into Backstage View quite a few times. 

The name Backstage View was introduced when the Ribbon was introduced and nowadays it’s 

often just referred to as Backstage, but I tend to still call it Backstage View. And in Backstage 

View there are a number of options available.  

There is by default an Info option. We’ll be talking about that later on in the course. There is a 

New option where we can create a new database. We’ve used that already. There’s an Open 

option. We’ve used that already. There’s a Save As. We’ve used that already. There is a Print 

option. I think you can probably work out what that does but we’ll do a little bit of printing later 

on. There’s a Close option and then there are two others. I’m going to ignore Feedback at the 

bottom.  

If I click on Account it takes me through to information about the account that is currently being 

used for this copy of Access 2016. I’ve mentioned a couple of things about this already. It’s 

currently running under one of my Office 365 accounts. And I have two connected services. I 

have OneDrive shared cloud storage and I have a service provided by SharePoint. If you don’t 

have the correct services setup here or if you have other services that you want to connect there 

is an Add a Service button here. So for instance, if you have alternative cloud storage you can set 

it up here, including the credentials you need to access it. 
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Very importantly over on the right here you have Office updates. It’s very important that you 

make sure that you keep your Access 2016 up to date. Now under normal circumstances it will 

be updated as part of your regular Windows updates, but you do need to make sure that you’ve 

got it set correctly. So there are options here such as Update Now if you think it might be out of 

date or you want to check. You can disable updates which is generally not a very good idea. But 

sometimes people disable updates. For example, if you’re going through a period of time when 

you don’t want the load on your internet connection or the load on your system or you just don’t 

want the version of Access you’re using updated for a while you can disable that for a while. 

You can also look at the history of updates and you can learn more about updates here. It’s very 

important that you keep your copy of Access 2016 up to date. 

Something else that you may want to experiment with is the Office background and Office theme 

when you’re using Access 2016. You have a whole range of Office backgrounds here. I use No 

Background because my prime concern here is that you can see clearly whatever I’m doing. So I 

keep the background as plain and as boring as I possibly can to make it easier for you to see. But 

by all means experiment with things like Circles and Stripes or Doodle Circles or Stars or 

something. I stick with No Background. And for the Theme I’ve currently got Colorful. I’m 

going to change that to White and that really will make everything as clean and clear as possible.  

So make sure you’re familiar with everything on the Account page. Once it’s set correctly you’ll 

rarely need to revisit it. But it is important to make sure that it is set correctly. 

The last option on Backstage View that I’m going to look at is Options. And if I click on Options 

it takes me into the Access Options dialog. And this dialog is made up of a number of pages and 

each of them has some very important settings which allow me to make my copy of Access work 

in exactly the way that I want it to. Now I’m going to tell you a lot more about Access Options in 

a section about half a dozen sections from now. And we will be accessing Access Options many 

times during the course.  

So for the moment I’m just going to Cancel that and I’m just going to finally return into 

Backstage View one more time, click on the File button at the top left there. When you are in 

Backstage View to go back to whichever database you’re working on you use that little left 

pointing arrow. It looks like a browse or back button at the top left there. That takes me back into 

my database.  

And finally for those of you using touch don’t forget to make sure that you’re in touch mode. For 

the majority of us, including me, we’re going to be in mouse mode. But other than that that’s the 

end of this section. Please join me in the next one. 
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Chapter 4 – Help 

Video: Online Help and Tell Me 

Toby: Hello again and welcome back to our course on Access 2016. In this section I’m going to 

tell you about Help in Access 2016, but just before I do let me do something about something 

that’s probably been annoying you already. 

Let’s go into that Contacts Database. And of course every time you open it you get this welcome 

screen. It’s a very nice welcome screen but at this stage of proceedings it’s a little bit annoying. 

So what I’m going to do is close it and I’m going to go over to the Navigation Pane and under 

Tables where it says Settings, double click on Settings. The Settings table is now open. And in 

the table there is one row. The ID is one and then the second column, the second what we would 

call field in this table for this record is a ticked checkbox. Now the value in this checkbox 

determines whether that welcome screen is shown or not. At the moment it is checked so we see 

the welcome screen. If you uncheck it then the next time you open this database that welcome 

screen will not be shown. Now I’ll leave you to try that out for yourself but I’m now going to 

close the Settings table and I’m going to close the Contact List Form. 

So let’s talk about Help. Basically in Access 2016 Help is online help. So if you don’t have a live 

internet connection you won’t get help. To access Help there is a question mark icon top right of 

the screen. Click there and it opens the Access 2016 Help. This is browser based help. So you 

have browser controls up here. You have a previous page, next page, home, print, and this button 

which is pretty useful because this enables you to increase the font size that’s used for help. So if 

I click on that the text gets bigger, click it again it gets smaller. And you also have a search 

facility for help. I’ll come back to that in just a moment. 

Let me just close the Help. Now I’m going to disconnect my device from the internet. Okay 

that’s done. Now I’m going to call up Help again. And if you’re not online that is what you’re 

going to see. Help is only available online. 

Now let me just talk about what you can see in Help. The Help nowadays is arranged into 

categories but you’re not restricted to using Help by access through those categories. Having said 

that the Get Started category is a good one to look at to begin with. It covers things like What’s 

New in Access 2016. If I click on that it takes me through to the information that we’ve seen 

already on that page on the Office.com website. When you get to a particular page in Help, as I 

say, it’s browser based so I can use the back arrow there to take me back to in this case the home 

page. And of course whenever you look at a help topic, let’s say Work with Access Web Apps is 

one of the topics I’m going to look at, Create an Access App is another topic. Within that I 

follow a link to another topic and so on. Then at any time if I click on the Home button here it’ll 

take me back to that home page.  
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So in reality what will quite often happen when you need help is you’ll have a particular topic 

that you need help on. And rather than sort of drill down through these categories you may just 

want to see what help is available on that topic. Let’s try as a topic Navigation Pane. So type it in 

the Search box, click on the magnifier which is the search button and now we have a list of help 

topics. The first one, for instance, Show or Hide the Navigation Pane in Access. If I click on that 

that takes me through to instructions on how to do that. And of course that may contain further 

links to more detailed or related information. And of course you can always go home like that. 

And very often it’s the search facility that will take you to the topic that you need in a particular 

situation. So let me just close the Help now, go back to Access. 

One thing you may be familiar with if you’ve used earlier versions of Access or maybe if you’ve 

used other Office programs is what’s called Contextual Help. And in various situations if you’re 

doing something and you access Help you access it at a point which is relevant to what you’re 

doing. In Access 2016 although there is still some contextual help it’s shall we say rarer than it 

used to be. So I’ve opened this Contact List Form here and I’m looking at the Ribbon. Don’t 

worry if you don’t understand this Ribbon at all yet. I’m going to click on that little button there 

and I’m going to bring up a little dialog, the Data Sheet Formatting dialog. Now note the little 

question mark. There’s a link to Help there. And if I click on that link to Help it doesn’t take me 

to Help about Data Sheet Formatting. It takes me to the standard Help homepage. Let me close 

that and I’m going to cancel this dialog and I’m going to go to a completely different part of 

Access 2016. I’m going to go here to something called Relationships. That also brings up a 

dialog called Show Table and that also has a little question mark on it. But if I click on the 

question mark there it doesn’t take me to the Help homepage. It takes me to Help that is relevant 

to the tasks that I would be performing if I were using that dialog. So this is really quite patchy 

and inconsistent. Sometimes you go through to contextual help and sometimes you don’t. 

Now I’d just like to show you one other feature related to Help here and that is the new Tell Me 

feature. Now Tell Me is a new feature in Office 2016 and it’s present in most of the components 

of Office 2016 and works in a pretty similar way in all of them. So it works in Outlook and Word 

and Excel and so on. 

Now let’s suppose that I’ve forgotten how to create a table in Access 2016 or let’s say I know 

that I have to click a button that says Create Table but I can’t remember where it is on the 

Ribbon. Obviously I could go to online help and hopefully that would tell me what I need to 

know. But I can also go up to Tell Me, where this lightbulb is up here, and I can start to type 

Create Table. Now as soon as I start to type what Access 2016’s Tell Me feature is doing is 

trying to match what I’m typing to what it knows about. 

Now here, for example, where it says Table Design, what this actually is is the command to 

create a new table. And if I click on that it will put me in the position that I am creating a new 

table in Design View. So it’s not just Help. It’s taken me to the actual command. I can push that 

and it’s like pushing the button that’s on the Ribbon to create a new table.  
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However if as I’m typing through, let me just do that again, I look at what it’s offering me and 

saying no, no that’s not what I’m looking for, etcetera, ultimately at the bottom there it gives me 

a link through to Help. And Create T-A wouldn’t really help but if I completed that and said 

Create Table and clicked on the last item it would take me through to the Help on Create Table. 

And of course if I decided that the three options that are shown here none of them are what I’m 

really looking for then getting through to Help is ultimately what Tell Me helps me to do. 

So that’s the Tell me facility. And particularly when you’re finding your way around Access 

2016 and you can’t quite remember where all the buttons are Tell Me can be very useful. I 

should point out though in my experience so far that it’s probably still at a relatively early stage 

of development, particularly in Access. So maybe don’t expect too much from it but by all means 

give it a try. 

Now the last thing to mention in relation to Help is that Access Help, I’ve already pointed out 

you click on the question mark. There’s also a keyboard shortcut of F1. Use the F1 key to bring 

up Help. 

That’s the end of this section. I’ll see you in the next one. 
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Chapter 5 – The Ribbon and Toolbars 

Video: The Ribbon 

Toby: Welcome back to our course on Access 2016. In this section we’re going to look in some 

detail at the Ribbon in Access 2016. If you’re familiar with the use of the Ribbon from a recent 

version of Access or perhaps from another component of Office 2016 you can probably skip this 

section. 

The Ribbon in Office programs was introduced starting in Office 2007 but mostly in Office 2010 

to replace the old conventional menu system. And the idea of the Ribbon is to make it easier to 

locate and use commands and settings and controls that you might need in a desktop program. 

The Ribbon in Access 2016 works pretty much the same way as the Ribbon does in other 

components of Office 2016. The Ribbon is that big bar up there. And what we normally say is 

that it’s divided into tabs. The tab that’s currently shown is the Home tab here. And it’s easy to 

select one of the other tabs. All you need to do is to click on it. So that’s the Create tab, that’s the 

External Data tab, and so on. On the left where it says File, by now you know that’s how you get 

into Backstage View. That is not one of the Ribbon tabs. And on the right Tell Me you’ve 

already seen that that’s not a Ribbon tab either. The four tabs that you can see are pretty much by 

default always shown. But there are many other tabs and I’m going to point out some of them to 

you later on in this section.  

Now apart from switching between the tabs in that way by clicking if you actually put the mouse 

over the Ribbon and you’ve got a scroll wheel on your mouse then you can actually scroll 

through the tabs with the scroll wheel. Let’s go back to the Home tab. 

On a tab there are a number of groups. The groups are divided by vertical lines. So in the case of 

the Home tab you’ve got a Views group, a Clipboard group, a Sort and Filter group, and so on. 

And each of those is separated from the next by that very thin vertical line. Within a group there 

are a number of controls. So for example, if you look at the Clipboard group on the Home tab 

there are four controls shown, Paste, Cut, Copy, and Format Painter. Now I should point out that 

it will quite often be the case if you’re using a screen which is very different from mine in either 

size or resolution or aspect ratio you won’t always necessarily see the same commands in a 

group arranged in the same way that I do. You’ll always be able to access the commands that 

you need but they won’t necessarily be arranged in exactly the same way as they are on my 

device. 

Now continuing to look at that Clipboard group what you may notice is that Copy is in black and 

the other three are grayed out. And at any one time if a command is usable you’ll see the text 

there in black, as in this case Copy. So I could copy what’s selected. But Paste is disabled 

because I haven’t got anything copied to the Clipboard. If I did copy something to the Clipboard, 
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so if I clicked on Copy now then Paste will become enabled and I could paste what I’ve copied 

somewhere else. 

Now in terms of what the various controls actually do it does vary quite a bit. There are some 

controls that, for example, bring up another dialog. So for instance if I go over to the right hand 

end of the Home tab here in the Text Formatting group, the bottom right hand corner there is 

what’s called a little dialog box launcher. And if I click on that it launches a dialog box and I can 

use that dialog box to format what’s on this Contact List datasheet. And that’s something that 

we’ll be doing later on in the course. 

Some of the other controls, for example, if I go to the Records group there is a Spelling 

command button there. If I click on Spelling it’ll do a spellcheck for me. Other controls do things 

like enable me to set values, set margins, to copy and paste as you’ve just seen, or to change 

some aspect of the current workspace view. So the things that you can do using the controls on 

the Ribbon vary very considerably and of course depend on what you’re doing at any particular 

time. 

Now I mentioned just now that there are more than just these four tabs. What I’m going to do is 

I’m going to go into Design View for the Contact Details Form. So I’m going to right click and 

go into Design View. And I could now, if I wanted to, work on the design of that particular form. 

Again we’ll be doing form design activities later on in the course. But when I go into design of a 

form I get the Form Design Tools. And the Form Design Tools take the form of three additional 

tabs. You can see them up here. Form Design Tools. There’s a Design tab, an Arrange tab and a 

Format tab. And each of those has its own groups and controls. And many of the activities that 

you perform in Access 2016 have associated tools and those tools normally include one or more 

what are called contextual tabs. 

Now notice at the moment that I have the Contact List Form open and I have the Contact Details 

Form open in Design View. Currently Contact Details is selected. If I click on Contact List of 

course those contextual tabs disappear because they’re not relevant to the Contact List which is 

only open to view data and not to design the Contact List Form itself.  

Not everybody was happy when the Ribbon came out and one of the objections that people had 

and to some extent still have is that it takes up a lot of space on the screen. Once you’re used to 

where things are on the Ribbon generally what you can do is to collapse the Ribbon. And if you 

look over towards the right-hand end of the Ribbon there’s a little up arrow here, Collapse the 

Ribbon. And if I collapse the Ribbon I save almost all of the space that it uses. Now you may say 

that there’s an obvious flaw in that arrangement because now you can’t see all those commands 

and controls. Well the point is that if I wanted to do something now that required me to use a 

control on the Ribbon, provided I know which tab it’s on all I need to do is to go to that tab, say 

the Home tab, and click on the command or control that I want to operate. As soon as I’ve done 

it it disappears again. So I get my space back. 
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Now again people say that’s fine if you know where everything is but what if you don’t? Well if 

you don’t know and you need to hunt around again if I click on Home, I look for what I want and 

I can’t find it, I click on Create. I can click through the tabs until I find the one I want or maybe 

even use Tell Me. And it isn’t until I’ve actually executed a command that it will go back to its 

collapsed state again.  

Now a lot of people, including me, tend to work a lot of the time with the Ribbon collapsed to 

save space. I won’t be doing that on this course because you need to see where all the commands 

are. But if you have been using it in a collapsed state and then you want to restore it to its normal 

state there’s another little button over here, Pin the Ribbon, which will pin the Ribbon open 

again. 

I’ve got one more thing to tell you about in relation to the Ribbon at the moment and that is that 

if you right click on the Ribbon one of the options is Customize the Ribbon. That takes you to 

Access Options and a particular page, Customize Ribbon. On this course I’m not actually going 

to cover customizing the Ribbon but I am going to briefly talk to you about it now.  

It may well be that if you do a couple of repetitive tasks or perhaps the way that you work means 

that you tend to use certain controls or groups of controls a lot and you’re constantly switching 

between Ribbon tabs to access them what you can do is to rearrange the Ribbon. There are quite 

a few restrictions on what you can do to standard groups and standard controls and so on. So you 

can’t just rearrange anything anyhow that you want. What people generally do if they want to 

have if you like a rearranged Ribbon is to create their own tab, put their own groups on it and 

their own controls in the group. And there are facilities on this Customize Ribbon page of Access 

Options to create a new tab, create a new group and then you can put the controls you need into 

the groups that you want on the tab.  

Now I’m going to show you in the next section how to customize the Quick Access Toolbar. 

And when you’ve seen that you’ll have all the basic skills that you’d need to customize the 

Ribbon, to create your own Ribbon tab. But I’m going to leave that for you to do yourself. You 

can certainly look it up on Office.com or via the Help how to customize the Ribbon. It’s not a 

particularly difficult thing to do but it’s not something that I’m going to do on this course. 

So that’s the Access 2016 Ribbon. I’ll see you in the next section. 
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Video: The Quick Access Toolbar 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section we’re going to look at the Quick Access Toolbar. I pointed this out to you earlier 

on in the course. Now we’re going to look at it in some detail. If you’re familiar with the Quick 

Access Toolbar from a recent version of Access or perhaps from a recent version of one of the 

other components of Office you can probably skip this section. 

At the moment if you look at my Quick Access Toolbar you can see just four controls on it. It 

has Save. It has an Undo. Note it says Can’t Undo. The reason it says Can’t Undo is because 

there is nothing to undo at the moment. And then it’s got a Redo and then it’s got the 

Touch/Mouse Mode button that we looked at earlier on.  

Now if I click on the dropdown on the right you’ll see that those are the four buttons that are 

ticked in that list of about a dozen or so controls. New, Open, Save, Email, etcetera. And by 

default when Access 2016 is installed what you see is that list of controls and some of them, 

normally these four, will be checked. If I wanted to, for instance, see a Print Preview control in 

the Quick Access Toolbar all I would need to do is to check it and then it would appear in my 

Quick Access Toolbar.  

Now the idea of the Quick Access Toolbar is in the name really. It gives you quick access to 

certain controls. And unlike the Ribbon the controls that you have ticked and shown on the 

Quick Access Toolbar are visible all the time. Suppose I change between Ribbon tabs I can still 

see whatever is on the Quick Access Toolbar.  

People very often use the Quick Access Toolbar for controls that they’re using a lot. Maybe 

doing a repetitive task or something that involves not having to keep finding something on the 

Ribbon again. And in fact one other consequence of this is that some people prefer to show the 

Quick Access Toolbar below the Ribbon to make it very convenient for sort of heavy or 

repetitive work. And in fact if you click on that dropdown again the bottom option, Show Below 

the Ribbon, will actually show the Quick Access Toolbar below the Ribbon. And if you’re say 

working on a large volume of data or maybe on a complex redesign of a form you can put the 

controls that you want to have available on the Quick Access Toolbar and they’re all 

immediately to hand. You don’t have to sort of reach across the Ribbon to find them. 

Now let me put that back where it was and let’s look at what you can show on the Quick Access 

Toolbar. 

Well when it comes to showing things on the Quick Access Toolbar you can pretty much put 

whatever you like on it. If I go back up to the Quick Access Toolbar, Customize Quick Access 

Toolbar. Two from the bottom it says More Commands. And that takes me to the Quick Access 

Toolbar page of Access Options. On the right you can see a list of the controls that are currently 
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shown on the Quick Access Toolbar. But if I wanted to add some other commands to it it’s 

straightforward to do.  

I choose one or more commands from the list on the left and literally add them to the list on the 

right. Now the list on the left initially shows popular commands. So these are the sort of 

commands that I might most likely want to add to the Quick Access Toolbar. But if I click on 

that dropdown to the right of where it says Popular Commands another option is All Commands. 

Now there are a lot of commands in Access. Hundreds and hundreds of them. And let’s suppose 

I wanted a command on there to say turn text to bold. There it is. I could add that to the Quick 

Access Toolbar. And what about another one? What about Relationships? Let’s add that one. 

And noting that I can use these buttons over here on the right to move commands up and down 

the list. So let’s suppose that I wanted to put Relationships last. That’s to the right on the list. I’ll 

leave Bold where it is. Click on OK. You must close and reopen the current database for the 

specified option to take effect. Let’s click on OK. Let me close this database. Let me open it 

again. Now notice there’s my Bold button. I can’t actually bold anything at the moment because 

I don’t have any text selected. But there’s my Relationships button. If I click on Relationships I 

get that dialog that we saw earlier on for Relationships.  

So that’s how you customize the Quick Access Toolbar. And if I wanted to remove those again I 

go back in More Commands, back into Access Options, Quick Access Toolbar, and then if I 

select Bold I can click on Remove, select Relationships, click on Remove, and that’s it.  

So you really can adapt the Quick Access Toolbar to suit your requirements. And you can adapt 

it in different ways for different databases of course. 

That’s the end of this section. I’ll see you in the next one. 
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Video: Contextual Menus 

Toby: Welcome back to our course on Access 2016. In this short section I’d just like to talk to 

you briefly about what we call Contextual Menus. 

Generally speaking when you’re working in Access 2016 apart from using the Ribbon to access 

the commands and controls that you need to you can right click on an object to look at a 

Contextual Menu. And the Contextual Menu will generally contain the commands that you’re 

most likely to need to execute at any point in time. So for instance, if in the Navigation Pane I 

right click on Contact List I’ll see options such as Open, Layout View, Design View, Export, 

Rename, and so on. If on the other hand within one of the fields in the Contact List Form on the 

right here I right click I get a different selection of options, including here Paste, Sort A to Z, and 

so on. And this can be a very useful way of accessing commands rather than always having to go 

up to the Ribbon to find the command that you want. If in this same field in the Contact List 

instead of right clicking with the mouse I tap and hold with my finger, so if I’m using touch, I 

basically get the same options but they’re spaced out more as you would expect when using a 

touch device. 

However, if I go into say the Design of the Contact Details Form and choose an object on the 

form such as that business phone number there, if I right click I get a very long list of options. 

That’s a very long Contextual Menu indeed. And within the options on that Contextual Menu I 

have various other flyout options from there as well. But if having selected that field I tap and 

hold I get the same menu. I don’t get a special menu if you like for working in touch. There are 

so many options on the menu here that I get the same list. And of course they’re not nicely 

spaced out for my fingers. So when you’re working in some modes in Access 2016 in order to 

offer you the same full range of commands and controls in the Contextual Menu you will get one 

which is not spaced out for your fingers. 

Another thing to be aware of when you’re working with Contextual Menu in Access 2016 

particularly but this is generally true within Office 2016 anyway is that if you look at the 

Contextual Menu in a particular situation such as this one where I’ve selected the business phone 

field there and the Contextual Menu, the top item on it says Build Event. If I select a number of 

controls in this case, so supposing I select all four of those and right click, although I 

fundamentally get the same contextual menu not all of the options are available. So for instance, 

the Build Event option is grayed out now because the Build Event option would be for a specific 

field, not for a whole range of fields. So sometimes on Contextual Menus whether you get the 

full set of options available will depend on whether you’ve selected a single object or multiple 

objects. 

But other than that be aware of the Contextual Menus in Access 2016 because they can give you 

access to the commands and controls that you’re most likely to need in any given situation.  
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That’s the end of this section. I’ll see you in the next one. 
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Video: The Status Bar 

Toby: Hello again and welcome back to our course on Access 2016.  

In this section we’re going to take a look at the Status Bar. I pointed it out to you earlier on in the 

course. Let’s look in a little bit more detail about what the Status Bar can do for us. 

If we have a form open, note here that I have the Contact List form open. If you look at the 

Home tab on the Ribbon the left most group is Views. There’s one button on there, View. It’s got 

a little dropdown arrow at the bottom. And you can switch between different views of a form. So 

for instance, Form View looks like that. That’s the Contact List in Form View. Layout View. 

That’s the Contact List in Layout View. And Design View. That’s the Contact List in Design 

View. So that’s three different views of the Contact List form. 

Those three correspond to the three buttons that are down at the bottom right hand end of the 

Status Bar. And Design View is the one that we have at the moment. I could go Layout View and 

then I can go Form View. So you can see there are two different ways of switching between the 

views of that form. 

Now if I right click on the Status Bar somewhere you’ll see that Customize Status Bar panel 

there that we saw before. And right at the bottom View Shortcuts. Now the fact that that is ticked 

means that on the Status Bar at the moment we will see the View Shortcuts. If I untick it you no 

longer see those shortcuts. So it’s the ticking and unticking that controls what you see on the 

Status Bar. And as I mentioned earlier on one of the main functions of the Status Bar is to give 

us information about what’s happening at the moment. It tells us the status of things.  

Now you might look at that and say, “Well okay I can see that I can switch on and off the View 

Shortcuts but there are seven other things ticked there and there’s nothing else on the Status 

Bar.” And the reason is this. For many of the current pieces of status information you will only 

see something if there is something for Access 2016 to show. Let me give you an example. 

When I’m looking at something like this Contact List, let’s suppose that I’ve got hundreds, 

thousands of contacts and I want to just see the contacts with a particular job title. I can do 

what’s called a filtering of the list in this case. And if I go to the Job Title heading there and click 

on that little dropdown I could say Text Filters equals and I can say I only want to see the 

contacts whose job title is manager. Click on OK. The list is now filtered on Manager. Now note 

how the word Filtered has now appeared on the Status Bar. It’s there to remind me that the list 

I’m looking at at the moment is filtered. Now if I clear that filter it no longer says Filtered on the 

Status Bar. And if in fact I would have customized the Status Bar and say well I’m not 

particularly interested in whether it’s filtered or not so I’m going to switch off that filtered item 

and then I’m going to go back and put that same filter on again. I’ve applied the filter but it no 

longer tells me on the Status Bar that the contact list is filtered. So even though in this case we 
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have many items enabled on the Status Bar many of them will only show something if indeed 

there is something to show.  

That’s the Status Bar. I’ll see you in the next section. 
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Chapter 6 – Keyboard Shortcuts and Key Tips 

Video: Keyboard Shortcuts 

Toby: Welcome back to our course on Access 2016. 

In this section and the next section I’m going to look at the use of the keyboard in Access 2016. 

Many people prefer to use the keyboard whenever they can instead of using mouse or touch. And 

for some people there may be medical or physiological reasons why they need to use a keyboard 

rather than a pointing device like a mouse or using a touch screen. 

Now if you don’t intend to use the keyboard in preference to mouse and touch then it may be that 

the next couple of sections are not really going to be of a lot of interest to you but they’re both 

pretty short sections and you may well find what they contain to be useful anyway. 

Now in this first section we’re going to look at the use of keyboard shortcuts. 

The first thing I need to say is that although I do use keyboard shortcuts a reasonable amount in 

my normal work I generally don’t use them when I’m recording a course like this one because 

you can’t see my hands on the keyboard. If I keep doing things by hitting keys on the keyboard 

you won’t know what I’m doing. So I tend to click on buttons and use the visible controls on the 

screen. Having said that, I will use keyboard shortcuts from time to time. But when I do I will 

usually tell you that I’m using a keyboard shortcut.  

Another point to make is that many keyboard shortcuts are common across all of Office and in 

some cases across all of Windows. For example, the Cut, Copy and Paste keyboard shortcuts of 

Control-X, Control-C and Control-V are common across Windows.  

So that’s fine for the standard keyboard shortcuts, many of which you may already be familiar 

with. But what about keyboard shortcuts that are specific to Access 2016?  

Well if you hover over a command on the Ribbon if it has a keyboard shortcut you will normally 

see it. So for instance if I go to the Home tab here and hover over Spelling you’ll see the screen 

tip there, Spelling, and then in brackets F7. F7 is the keyboard shortcut for a spell check. 

Whereas if I hover over Totals it says Totals but there is no keyboard shortcut. Now that appears 

to be bad news for somebody who needs to use the keyboard but I’ll explain to you why it’s not 

such bad news in the next section. But one thing that’s clear is that not all commands have 

keyboard shortcuts. 

If you want to see a definitive list of the Access 2016 keyboard shortcuts go to Help and in the 

Get Started section one of the options is Keyboard Shortcuts for Access. And there you have the 

detailed list of Access keyboard shortcuts. And as you can probably imagine there are quite a lot 

of them. This is such a long list I don’t know most of these keyboard shortcuts. I know the ones 
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that I use. I do know of people who’ve printed this list out and stuck it on the wall. And 

apparently it’s quite a convenient way of doing things. But I think it might cover quite a bit of 

wall. But in terms of what we normally refer to as keyboard shortcuts they are well supported in 

Access 2016. And if you do plan or want or need to use them then everything should be fine. 

They’ll fit in well with what I’m doing on the course. 

That’s the end of this section. Please join me in the next one. 
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Video: Key Tips 

Toby: Welcome back to our course on Access 2016.  

In the preceding section I talked about keyboard shortcuts and referred you to the definitive list 

of keyboard shortcuts in Access Help and described one or two of the facilities that can help you 

to both find and use keyboard shortcuts. One of the keyboard shortcuts that I pointed out to you 

was F7 for spelling. And I know, for example, that if I wanted to do a spell check on this Contact 

List which admittedly doesn’t have a lot of content yet, if I just press the F7 key it will do a spell 

check. I also know that there isn’t a keyboard shortcut for Totals. 

Now one of the things I mentioned in the preceding section is that although many commands 

don’t have keyboard shortcuts this is not as big of a problem in Access 2016 for those of you 

who want to use keyboard shortcuts as it might appear to be because there is an alternative 

facility that we normally refer to as Key Tips. And if you want to use the keyboard to operate 

pretty much any command in Access 2016 you can use the key tips approach. 

Now to do this first of all you tap the Alt key on your keyboard. And pressing the Alt key assigns 

a number to each visible command on the Quick Access Toolbar and a letter to each tab on the 

Ribbon and there is an F for File to take you into Backstage View and there is a Q to take you 

into Tell Me. If I wanted to operate a command on the External Data tab then I would just press 

the X key. And when I press the X key I get to the External Data tab and every command there 

has a letter. So if I wanted, for example, to look at Export to Excel press the X key again and it 

takes me to the facility to export to Excel.  

Now unfortunately when you get to the command or setting or control that you’re getting to it 

doesn’t necessarily mean that you’ll be able to do anything that you want to do using only the 

keyboard. But it does mean that you can get to, as I say, pretty much any command that’s 

available using the keyboard. And in many cases you’ll be able to operate that using the 

keyboard as well. 

Now when you do get to another command, such as this Export dialog you can see here, for 

example, that the OK button is currently highlighted. You can then use the normal Windows 

approach. If I press the Tab key it will take the focus to the next control which is the Browse. 

Press again. I eventually get to Cancel, hit Cancel and I’ve cancelled that dialog. 

So once again to bring up the key tips you press the Alt key. And in fact to get rid of key tips 

again just press the Alt key again. 

That’s key tips. I’ll see you in the next section. 
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Chapter 7 – Access Options 

Video: General, Current Databases, and Language Options 

Toby: Welcome back to our course on Access 2016. 

In this section we’re going to take a look at Access Options. And these are a major aspect of the 

customization of both your installation of Access 2016 and how you use it. If you’ve used a 

recent version of Access before you can probably skip this section. And in fact in this section I’m 

really just going to introduce you to Access Options and cover some of the most important 

options to set correctly at this early stage and then we’ll be returning to Access Options 

throughout the course as we need to look at new options in the light of new material that we 

cover. 

So to open Access Options we normally go into Backstage View and down and click on Options. 

You’ve seen this dialog before. And the options are arranged in pages and I’m going to start up 

at the first page, General. 

Now the first few settings there are not the most important settings in Access Options but I want 

to demonstrate the general principle so let’s look at one or two of those. Let’s begin with that top 

one, Enable Live Preview. Now it’s currently checked. Let’s just cancel the options. And let me 

go into Form Design. And in Form Design I’m going to click on Themes and we’re going to look 

at some of the themes that we might apply to this form. Watch what happens as I hover over 

these themes. Note how the color of the form changes and the font changes, the font size 

changes, etcetera. That’s because what’s happening is live preview. Now let’s go back into 

Access Options, let’s switch off Live Preview. Having made a change in Options I click on OK 

to enable and confirm that change. Let’s go through Themes again. Now let me hover over those 

themes again and there is no change happening. You’re not getting the live preview. Now you 

may say, “Well, why would I not want live preview?” For some people some aspects of how 

Access works can be distracting and in many cases can be completely unnecessary and can 

actually slow the system down in some situations. And particularly once you’ve been using 

Access 2016 for a while you may find that some aspects of what Access 2016 can do to help you 

you no longer need. Let’s look at another example. 

If I hover over the commands up here on the Ribbon each of them gives me a what’s called a 

Screen Tip. And that screen tip is the name of what this particular button is or does. So that one’s 

Image, that one’s Bound Object Frame, that one’s Subform Report. In some cases if I hover over 

a button not only do I get a name, in this case Logo, but I get a description of what it does. And if 

I go back into Access Options again, by the way I’m just going to enable Live Preview again, I 

can control those screen tips using this dropdown here. And there are three available options. 

Show feature descriptions, that’s the long description, Don’t show feature descriptions, Don’t 

show screen tips at all. If I set Don’t show screen tips, click on OK, now if I hover over those 
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buttons that one says nothing, that one says nothing. Now again some people find those screen 

tips distracting and although I generally have them switched on when I’m recording a training 

course because it helps people to see what each of these buttons does it’s actually quite awkward 

because quite often those screen tips go over something that I’m trying to show you. And when 

you’re working with Access 2016 yourself you may find that they sometimes obscure things and 

you may want to switch them off. But for the moment I’m going to go back in and switch those 

screen tips fully back on. So we’re going to have screen tips including feature descriptions. 

Another important section on this General page is the section Creating Databases because here 

you select the default file format for blank databases. Generally speaking when you’re creating 

databases in Access 2016 you will want to be creating them in Access 2016 format, which means 

that you’ll be using the setting here which covers all of the versions of Access from 2007 to 

2016. The format for Access databases has been consistent over that range of versions. But if 

you’re working in a situation where your databases need to be compatible with earlier versions 

of Access, so for example you were working in a team and other members of the team were 

using say Access 2003 and you all needed to have compatible databases you would have to set 

your default to that earlier version, Access 2002-2003 or even earlier to Access 2000. Now this is 

only your default. In any particular situation you can always save an Access database in one of 

those earlier formats but if you’re working on an Access database in Access 2016 and you need 

to save it in say Access 2000 format certain features that have been introduced since 2000 may 

not be supported in that format so you may not be able to save those features in the earlier 

version. So you need to be wary of that. But for most people using Access nowadays the default 

of 2007-2016 is the best choice because it covers the last four versions of Access. 

Now you noticed earlier on in the course that by default new databases were created in a certain 

folder. That’s my default database folder. Mine is set to that. I could set it to something else. You 

could, for example, set yours to the course files folder or the exercise files folder. Entirely up to 

you. But I do suggest that you set it to a folder that is suitable for use with this course and then 

maybe when you finish the course you can archive the contents of that folder away, for example. 

One of the features of databases that we haven’t covered yet but we will come to later on is 

sorting of databases. And by default a database, a new database is assigned a sort order that 

determines how, for example, text is sorted. Things like names. Now the default setting I have 

here is called General Legacy. And the default needs to be set according to your language. I’m 

going to talk about language in a moment. My default language is set to English, although it’s 

slightly more complicated than that as you’ll see. And my default is set to General Legacy, 

which is a good default to have. If you are using a different language you may need to choose a 

different database sort order. As you can see there are many to choose from. And these include 

not only the Eastern language sort orders, Chinese, Japanese, Korean and so on, but also some 

European ones such as Polish and French and Bosnian. So you do need to make sure that your 

database sort order is set correctly here and that will depend on your language. 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

The last couple of items I want to look at on this General page are Username and Initials. These 

are used in some situations to identify you or the fact that you have done something. Make sure 

that you’ve got your name and initials set there as well.  

And then right at the very bottom, although we’ve seen this before, Office Background, Office 

Theme. Now that bottom section, the personalization section, relates to Microsoft Office and not 

just Access 2016. So this will be set across the components of Microsoft Office that you have 

and use. 

Now having covered quite a few of the items on the General page there are only another couple 

that I want to look at at this stage. Let’s go to the Current Database page and this is really the 

main page for the settings for the current database. And one of the things right at the top here, 

Application Title. This determines what is shown at the top of the workspace. Contact 

Management Database it says at the moment. Now there are many other settings for the current 

database that you can set here. And just to give you an example of one of those. If I go down to 

the Navigation section I can actually switch off the display of the Navigation Pane. When you 

come to actually let people start using the database that you’ve designed and created you may 

want to switch off the Navigation Pane. Why would you want to do that? Well for security 

reasons. It may be that you don’t want users to be able to go into the design of forms. You may 

only want to be able to do certain things that are strictly controlled by you. So for example, to 

add data or to change or delete data they have to do it via mechanisms that you provide. They 

can’t just go in and use the Navigation Pane in the way that you or I can. Now that’s an example 

of the sort of thing that you can set on the current database which enables you to give more 

control to what’s happening but also more security to the database. And obviously we’ll be 

looking at a lot of those kinds of settings as move our way through the course. 

The second page that I want you to take a look at is the Language page because you need to 

make sure that your language or languages are set correctly here. Now when I’m using Office I 

really use two languages. I use English (United States) and English (United Kingdom). And they 

are quite different languages. And my default language is English (United States). Now you can 

see in that box at the top there, there’s my two languages, English (United States), that’s my 

default, English (United Kingdom). I could add additional languages and there are a lot of 

languages. So make sure that your language or languages are set correctly there. If you need to 

add a language select it from that list, click on Add. If you need to remove a language select it in 

the box there, click on Remove. And whichever one is your default set to Default. 

Now we’ve already looked at the customized Ribbon and Quick Access Toolbar pages. The 

Add-Ins page we won’t really be looking at on this course. And the Trust Center page, this is to 

do with security, we will be looking at but much later on. Two or three other pages there that 

have got various items that we’re going to be referring back to during the course. But for now 

that is it on Access Options and you’ll probably be relieved to know that having covered all of 
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this material about working with Access we’re now going to start making some databases. We’re 

going to start that in the next section. I’ll see you then. 
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Chapter 8 – Tables 

Video: Creating a Table and Fields 

Toby: Hello again and welcome back to our course on Access 2016. 

It’s time now to do some real work on creating a working database. And the main example that 

I’m going to use during the course is the Tour database. We created an empty starting point for 

that database a little while ago. And what we’re going to do in this section is to start to add some 

content.  

Now before we actually begin the first thing I want to do is to change what’s shown in the title 

bar there. By default I get the file name, including the location on my device, the format, 

etcetera. Let’s go into Access Options and give that a title.  

Now really the core of any Access database, in fact any database is the data. And the data in 

modern databases are held in tables. And for the Tour database we are going to have a number of 

tables. 

Now the first table we’re going to create is the table that really contains the details of what we 

call our core trips. And a trip is one particular entity, something that one of our travelers can do. 

And during a course of a year we may run a trip several times and each instance of a trip we’re 

going to call a tour. So say in a trip that we run all year round, say it’s a two or three week trip, 

we might run it 15 or 20 times throughout the year. So that one trip will have many tours. 

So the first thing that I’ve done is to put together an example of the kind of information that I’m 

going to keep about a trip. Each trip will have a code. And the code for this trip is GCA. And 

GCA, those letters are arrived as sort of abbreviation of the name of the trip. The name of the trip 

is the Grand Canyon Family Rafting Adventure. The type of trip. Well it’s actually got several 

types. It’s a family trip, it’s escorted, it’s a group trip, involved activity, and there are landscapes 

to admire on this trip. The activity level is moderate. The country visited is the U.S.A. And then 

there is a description of the trip, just a sentence or two normally. Now of course later on we may 

add much more detail about the trip, such as a full itinerary, but for the moment we’re just setting 

up a description. 

The duration of the trip is stored in days. So eight days normally means seven nights. And the 

price range, excluding flights, is in the range $3,080 - $3,112. Individual tours, so instances of 

this trip, the prices will vary depending on, for example, the time of year, whether it’s in school 

holiday, school vacation time, for example. And also to some extent will tend to vary the prices 

to reflect demand. So we maybe drop the price when the trip is not quite so popular.  

Now all of that information ultimately will be stored for a trip. But there’s one particular part of 

it, the type, that I am not going to store in the Trip table at the moment. Now the reason for that 
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will become apparent to you later on in the course. I’m going to come to that in a few sections 

from now. You may be tempted once you’ve looked at how I store the other information about 

the trip to store the type in a similar way to the way that we’re going to store activity level. But 

in fact from a database design point of view the facility to do that in Access is not a very good 

one. And also if you do use the facility in Access to store those multiple type values it will cause 

you a certain number of problems later on. So I’m going to skip type at the moment but we’re 

going to setup everything else in our first table. 

Now there are a couple of other things I’d like to point out before we get started. One of them is 

that one or two of things that I’m going to do here I will correct or change or replace later on. It’s 

almost making deliberate errors really, not quite but almost, because some ways of doing some 

of these things really come later on when you become more familiar with other aspects of 

Access. And I want to do things in a pretty straightforward way to begin with.  

Now let me give you an example of the sort of thing that I’m talking about. If you look at that 

trip definition, Country U.S.A., you might say to yourself, “Well, hang on a minute. Surely some 

of the trips are going to go to more than one country. Shouldn’t I have a list of countries that are 

visited on the trip there?” Well the answer to that is of course yes you should, but I’m going to 

deal with that later on. And in fact that reflects the fact that even the most experienced database 

designer and developer will need to change their design, improve and extend their design later on 

in the life of a database. So it’s just not possible to get everything right at the outset because the 

requirements change for one thing, never mind any increase either in your own knowledge or in 

the facilities of the database system that you’re using. It may be that the next version of Access 

brings in a facility that will give us a better way of doing something that we’re doing here. But of 

course we don’t know that yet. 

Having said all of that it’s a very good idea to get things as right as you can early on because 

changing things in database design is itself a bit of a fraught process. Some things are easy to 

change, some of them involve quite a lot of what I would call jiggery buggery in order to make 

them work. So some things you need to change can be a real pain. 

So let’s get started creating this first table, the table that’s going to hold the trip information. 

Now in order to create a table I go to the Create tab on the Ribbon and click on Table. And that 

creates the first table. Now that table has a default name of Table 1 and it’s opened in what is 

called Datasheet View. You can tell that it’s Datasheet View initially by looking down at the 

left-hand end of the Status Bar. And you may recall when we looked at the Status Bar we looked 

at the Status Bar when we had a form open. And the options at the right-hand end of the Status 

Bar enabled us to switch between the three available views for a form. Now with a table we have 

two available views. We have Datasheet View which is the one that you can see at the moment 

and then if I use the button at the extreme right-hand end we have Design View.  
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Now one of the things that’s going to happen a lot when you’re working on a table is that 

whenever you do something to a table in terms of design and in this case creating the table in the 

first place is treated as a design operation, you will be asked whether you want to save changes. 

And in fact when you first create a table with in this case a default name of Table 1 the first thing 

that Access 2016 asks us to do as soon as we even try to go into Design View is to give the table 

a name. Now this is the trip table so I might be tempted to give it the name Trip. But I’m going 

to follow a convention that a lot of database designers and developers follow whereby the objects 

in a database have a prefix which basically tells us what type of object it is. Now in the case of 

tables the prefix that we use is TBL. So I’m going to call this tblTrip and that will remind me 

when this table name crops up in all sorts of situations later on that it’s the trip table. Now this 

might seem like a strange thing to do to you at the moment. I can assure you that it isn’t. But I 

might later on have a form where I maintain trip information. I might call it the trip form. But 

that would have a prefix of FRM. So I’d call that frmTrip. And when I wanted to refer to 

something called Trip that would make it clear whether I meant the table because I’d write 

tblTrip or the form because I’d write frmTrip. So the trip table is called tblTrip. 

Now I’m in Design View for the trip table. And in Design View I can see the individual fields 

that make up the table. And by default I have a single field. It’s name Field Name, which you see 

in the first column there is ID. It has a data type of AutoNumber. And I can put a description in 

as well. Now the description I’m going to put in here is Unique Trip ID. This is not the same as 

the trip code. This is a unique identifier which in many of the entities that we’re going to design 

tables for is a very important part of the design of the table because the contents of this field will 

be a number. And this number will be absolutely unique within the table. So once we’ve given a 

trip a numeric ID it will absolutely uniquely identify that trip. Now the importance of that unique 

ID is best explained with an example.  

Let’s suppose that I set up a trip, let’s say this GCA, the Grand Canyon Adventure trip, GCA. 

We set it up, we run it for a few years and then we drop it again. Now if at a later stage we create 

a different trip called GCA we would want to be able to differentiate between the old GCA and 

the new GCA. And we would do that using the unique ID. One very important aspect of unique 

ID’s is that very often they are not visible to users of the system. They’re used, if you like, for 

internal housekeeping. They’re not a code that users of this trip database will refer to. Users will 

refer to it by the trip code, for example GCA, probably be completely unaware that there is a 

unique numeric code as well. 

Now before we start to add the fields to the trip table. I’m going to call it the trip table even 

though it’s real name is tblTrip. Let’s call that property sheet on the right. That property sheet on 

the right relates to the whole table. I’m not going to worry about table properties overall at the 

moment. And now let’s add a second field. Now the second field will be the first one that was in 

that little list that I showed you just now. So that’s going to be the trip code. I’m just going to 

call it Code. Now when I enter a field name for that, Code, click in data type. There is a default 

data type of Short Text. And in fact there are many, many data types in Access and we’re going 
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to working our way through these over the coming sections. Short Text is one that we’ll use quite 

a bit. Now as a description of that I’m just going to put in here at the moment three character trip 

code. And with this particular field selected, so I’ve got the second row in Design View of this 

table. If you look at the bottom of the screen you can see the properties of that field. There is a 

field properties grid. And the very first item in that grid, Field Size, gives us the maximum 

number of characters that can be held in that field. By default it’s 255. I’m going to change it to 

three. Now there are many properties and some of these, such as Format and Input Mask and 

Caption, I’m going to come back to later on. I’ll also come back to Default Value, Validation 

Rule, Validation Text. But I am going to look at Required. 

In order to store a trip in this table must if have a trip code? Yes, it must. So Required which 

defaults to No needs to say Yes. Now I can either delete the word No and type the word Yes or I 

can use the dropdown arrow at the right hand end there and change No to Yes. Could the trip 

code be a zero length? No, it couldn’t. It has to actually have three characters. So the answer to 

that is No. And finally will it be indexed? Now I’m going to explain keys and indexes at the start 

of the next section. For the moment the answer is Yes but the trip code cannot be duplicated. So 

I’m going to click on that one, click on the dropdown and change it to Yes, no duplicates. And 

what I now have is the definition of the second field in my trip table. It’s code, it’s a three 

characters short text field, it’s required, and it is indexed but you can’t have duplicate values in 

there. 

So that’s it for this section. In the next section we’re going to carry on and set up a few more 

fields for the trip table. Please join me for that. 
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Video: Indexed Field 

Toby: Welcome back to our course on Access 2016.  

In the preceding section we got to work on creating the trip table for the Esprit de Tour travel 

company. And we’ve only got a couple of fields so far. We’re going to add a few more fields in 

this section. But I’ve got a few other things to point out about this table to you first. And the first 

of them relates to indexes and keys. 

As the content of a database grows and as the volume of data in the database grows, as people 

are using the database it can potentially take longer and longer to find what you need in the 

database. Now one of the ways that you can improve the performance say searching a database is 

by indexing some of the fields. Now the last field that we added to this table was a code field. 

This is the three character code identifying a trip. And if somebody wants to find out information 

about that trip and the code is not indexed what Access has to do is to read through all of the 

trips in the database, all of the trips in the trip table, to find the one with that code. So it looks at 

each trip and says, “Has this one got that code? No. Has this one got that code?” and so on. 

However, if you index the code then what Access does is to maintain an index. It’s a little bit like 

say a telephone directory. And when you say to Access, “I want information about the trip with 

this code” it goes straight to the trip with that code. So it makes it much quicker for Access to 

find the information that you want. However, there is a cost to this and the cost is that in order to 

maintain these indexes as a user maintains, modifies data in, for example the trip table, the 

process of keeping all of these indexes up to date tends to slow down the maintenance process. 

Not the searching process but the process of maintaining the data. Now if you look at the bottom 

right hand corner of the screen at the moment you can see a regular little statement there about 

indexes. An index speeds up searches and sorting on a field but may slow updates. Selecting 

Yes/No duplicates prohibits duplicate values in the field.  

Now in order to make a decision about whether a field needs to be indexed or not, there are 

certain technical considerations but there are also very important business considerations. And if 

you take something like Code here, the code, the three character code for trip is a very important 

identifier for a trip. And therefore this is the sort of field that you would index on. But more 

about indexing as we go along. 

Now the other important thing here that I didn’t point out is that if I go back to that first field, the 

ID field you’ll see a little key symbol to the left of the word ID. And when I clicked there you 

may have noticed that on the Ribbon on the Design tab the Primary Key control became 

highlighted. And that’s because the ID is the primary key for this particular table. That means 

that whatever the ID of a trip is is the main way that we identify it, the main unique way that we 

identify a record in this table. Now this goes back to the unique identification property that I 

talked about in the preceding section. Every table will normally have a primary key. Often we 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

will use ID such as the AutoNumber ID for the trip table. Sometimes we will use something else, 

as you will see.  

Let me also talk a little bit more about these views. We’re currently in Design View. And in 

Design View note that we have a contextual tab, a Design tab. And it’s part of the Table Tools 

contextual tabs. Now some of the controls on the Design tab we’ll be looking at later on. Note 

that one of them is Property Sheet that we closed earlier on. We still don’t need the property 

sheet, but that’s how you can open it again.  

Note also to the left of Property Sheet that there are options there to insert rows. This is insert 

rows in the design of this table. And also to delete rows, which basically means to delete fields 

from the table.  

I showed you earlier how to switch to Datasheet View. Apart from using the buttons at the right-

hand end of the Status Bar you do have a View button on the left. And if I click on Datasheet 

View, as expected I’m asked, You must first save the table. I have made changes to this table 

design since I last saved it. So I’m going to say Yes to saving the table and I’m now in Datasheet 

View. 

In Datasheet View I get the Table Tools contextual tabs. There is a Fields tab and a Table tab. 

And really the main reason that I get different tabs for those different ways of working on a table 

is that in essence Datasheet View is a view in which we enter and modify data in a table. And 

Design View is how we work on the design of the table.  

Now strictly speaking it’s not a very clear distinction because in Datasheet View you can do 

some simple design. So for instance given that I’ve currently got two fields in the trip table, 

that’s the ID field and the Code field. In Datasheet View the fields correspond to the columns 

and the rows will be the individual records in the trip table. If I want to add a third field here and 

the third field I’m going to add is the name of the trip. All I need to do is click in here. If I right 

click it lets me choose a data type. I’m going to say Short Text. And then I’m going to rename 

that to TripName. I can’t actually only call it Name because Name is what’s called a reserved 

word in Access. Name has another meaning. So if I call it TripName I’ve now defined another 

field.  

Now I’m quite limited in what I can do in that definition. So to go into more detail about 

TripName I really need to go back into Design View. But it can be a simple way of if you like 

roughly setting up the fields at the start of designing a table. 

Let’s switch back into Design View now. There’s my new field. Trip Field. It’s a Short Text 

field. Let’s click on that row in Design View. It currently allows 255 characters. Well that should 

be plenty for a name for a trip. Do we require a name? Yes we do. Do we allow a zero length 

name? No we don’t. Is name indexed? No. Text fields, fields with a lot of text in them are not 

often indexed. Normally if you wanted to find a trip with a particular name you would expect 
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Access to have to actually go through the trips and find that one. Whereas if you had the three 

character code you’d expect it to go straight to it. You may also, for example, want to search for 

part of the name of a trip. But again more on that later. 

So they’re the basic settings for TripName. What I’m going to do now is put in a description. 

And that’s my third field set up. Now let me switch back into Datasheet View. As usual save the 

changes and now we have three fields in the trip table. 

So I’m sure you can see by now the pattern of setting up the fields in this table. We’ve still got a 

few more to do. But one thing we haven’t done yet is to add any data to the table. And I’m going 

to add a sort of dummy trip to the table now to demonstrate a couple of other things that you 

need to be aware of. 

In terms of loading a reasonable amount of data into the table, I’m going to cover that in two or 

three sections from now, and also noting that we are in Datasheet View I’m going to spend some 

time talking about Datasheet View in more detail also in two or three sections from now. But for 

the moment let me give you a very brief explanation of what you can see in Datasheet View. 

Each row is a record in the table. So in our case that would be a trip. And all the time we haven’t 

got any trip information there at all we have one row with a star at the left-hand end. And note in 

ID the word New in brackets. That indicates that if I start typing in this particular row I’ll be 

creating a new trip.  

Let’s make up a trip. Let’s put in a code. Let’s call the code for this trip LEX. So that’s my three 

character code. Now let me type in my trip name. It’s going to be Louisiana Explorer. Now as I 

start typing into this field if I find that there isn’t enough room to see what I’m typing I can make 

the column wider by just hovering over the header in the normal way, move out to the right until 

I get the double headed arrow and I can drag that right-hand column edge over to the right to 

give myself a bit more space to type in. And I have my first record in the database. Now note the 

ID is three. That is a number that is automatically assigned by Access. It’s AutoNumber field so 

I don’t have to do anything about that. If I deleted that record and started another new one it 

would be ID4. So the numbers don’t get reused. And you’ll notice that to the left-hand end of 

that row with Louisiana Explorer in it there’s a little pen icon. That indicates that this is the 

record that I’m currently working on. And if I click away, say I click down onto the New row 

again which is ready for the next row in my table, the pen disappears and I have one record 

stored in my table. Now of course that one record doesn’t have all of the fields of information 

that ultimately trips need but it’s a start. 

So not only have we now got three fields defined in our table but we’ve added the first row of 

data. In the next section we’re going to add some more fields and they’re going to be fields of 

different types again. So please join me for that. 
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Video: Lookup Wizard 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to continue setting up the trip table and we’re going to turn our attention now to the next field 

which is ActivityLevel. 

Now the key difference between ActivityLevel and the fields we’ve dealt with so far is that 

ActivityLevel is going to offer the operator, the person setting up the trips a number of options 

and the operator will choose from the options. Now the actual number could be quite a small 

number, as in this case. We’re just going to set up three options. Or you could have 20 or 50 or 

100, as many as you like really. But how those options are kept is another matter. Now in this 

particular example we’re going to keep them in what I think is probably the easiest way that 

there is. But later on in the course we’re going to have to extend this into some sort of more 

complex and flexible arrangements.  

So all I do here is when I click in Data Type the option I’m going to select is Lookup Wizard 

because the options that are available here will be looked up from a list. And we’re going to set 

this list up using the Lookup Wizard.  

Now the Lookup Wizard is a sequence of screens. And on the first page it says, The wizard 

creates a lookup field which displays a list of values you can choose from. How do you want 

your lookup field to get its values? Well the first option is to get the values from another table or 

from a database query. Now that’s the method we’re going to use later. For this first example 

we’re just going to type in the values that are available. So we’re going to choose the second 

option. Click Next. Now when it comes to setting the options up the user may be selecting from 

just a list of single items or the list itself they choose from could be more complex. And it could 

have more than one column of information in the list. Now we’re going to stick with a one 

column example here. And the options we’re offering for ActivityLevel are Leisurely or 

Leisurely, Moderate, and Challenging. And each of our trips will be classified according to one 

of those three options. So having entered the three options we click on Next. What label would 

you like for your lookup field? Well I’m going to stick with ActivityLevel. I should point out 

that generally speaking when I’m naming fields I name them without spaces and I try to use 

pretty straightforward simple names which reflect what information is in each field. Various 

people use various other approaches to naming fields. Some people will put spaces in them. 

There’s no reason that you shouldn’t technically. But they do cause a little bit more work later 

on, particularly if you get into programming within Access 2016. And once you have spaces in 

field names there are certain conventions you have to follow when referring to fields. And I 

don’t find a particular need to put spaces in. I tend to use a version of what’s called camel case or 

there’s various other names by which it’s known whereby I keep the capitalization on the words. 

So ActivityLevel has a capital A and a capital on the first L to make it easier to see what the 

words in the name are. Similarly for TripName there. Some people put underscores between the 

words. That’s fine. That avoids the space issue. And some people will even put prefixes on field 
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names in order to reflect what sort of data it is. So an integer field they’d put an INT at the start 

or text field they may have put something like TXT at the start of. But as I say, when I’m naming 

fields in Access 2016 I tend to use pretty straightforward names. 

Now back to the Lookup Wizard. Limit to list is next. Do I want to limit the users choices to that 

list of levels? The answer in this case is Yes, I do. I don’t want somebody who is setting up or 

changing information about trips to introduce a new level. So they have to choose one of the 

three available levels. Of course at some later stage I may well change the list, I may introduce 

other levels, but I want that done in a controlled kind of way. 

The next option there is Allow multiple values. Now this is really quite a controversial feature in 

Access. It was introduced relatively recently. And what this means is that if you have a list such 

as this one you can select more than one of the available values. Now in the case of these activity 

levels choosing two different ones like Leisurely and Challenging, for example, would seem a bit 

bizarre. But if you take a different example, supposing I was setting up a list for choosing 

country from. It might be perfectly valid to choose two or more countries from the list because 

the trip might go through two or more countries. Now you can do that in Access. You could set 

up a list exactly like that for countries. You could allow multiple values but we’re not going to 

do that because from a database design point of view using this feature in Access is not good. 

And most of the database designers and developers I know do not use this feature for reasons 

that will become apparent later on. You can use it. It does work. But it doesn’t really follow good 

database design principles. Now in this case we’re not allowing multiple values so we can just 

leave that particular checkbox unchecked and click on Finish. 

So let me add a description for this field and then let me set the field properties. Field size. Well 

it certainly doesn’t have to be 255 characters because it’s only holding one word. But let’s say be 

a little bit conservative and say 30 characters. This is the maximum size by the way. In older 

database design and development tools when you gave a field size every time you recorded 

something it took that amount of space. So you could be very wasteful by declaring these sizes to 

be too big. Nowadays that is really only setting a maximum and therefore you can be a little bit 

overgenerous. And in this case, for example, you may come up with an activity level later on 

where the length of the word or words is longer than any of the three that we have already. 

Now I’m again going to skip the next half dozen field. Is ActivityLevel required? Well yes it is. 

We always tell our potential travelers how active a trip is. Do we allow a zero length 

ActivityLevel? No we don’t. And is it indexed? Well yes it is because we’ll quite often want to 

search say on leisurely trips and we want to be able to identify those without looking at every trip 

in the list. So in this case it’s yes. And in fact it’s yes with duplicates okay because there will be 

many trips that have the same value in ActivityLevel. For instance many trips where the activity 

level is Moderate. 
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So we’ve set those general properties but this particular short text field uses a lookup and 

therefore we can click on the Lookup tab there within the Field Properties. And you can see 

additional properties related to the lookup.  

The first of those is the display control that will be used by default for this field on a form. And 

the control that’s going to be used is a combo box. If you’re not familiar with these display 

controls, you don’t know what a combo box is, I’m going to show you one of those a little bit 

later on in the course and explain how they work in relation to a lookup.  

The second property, the row source type relates to the choice that we made very early on using 

the Lookup Wizard where it said, Do you want to get the values for the list from a table or a 

query? Or would you like to type them in? Well we chose to type them in which is the value list 

option there. If instead of that we’d gone for, for example, a table or query then table or query 

would have been shown here. But value list is the option we’re using. And there is our list of 

three values. They’re in double quotes, separated by semicolons.  

If I want to add a value here or even delete one of these I can do it just by typing in here. So let 

me put a new value in. I’ve decided that some of our trips are not quite leisurely and not quite 

moderate. So I’ve introduced a new value there, Leisurely-Moderate. That’s not longer than 30 

characters so that’s fine.  

And then moving down the other choices we made, Limit to list. Is the user limited to choosing 

from the list? Yes. Do we allow multiple values? No. There’s one other setting here which 

defaults to yes, Allow value list edits. So that allow users to edit the values that are in the list. 

I’m going to change that to no because I’m certainly not going to allow that. 

And that’s it. That’s the settings for the ActivityLevel field. What I now need to do is to set an 

appropriate value for our Louisiana Explorer trip. 

Now as soon as I try to switch back into Datasheet View Access 2016 realizes that I have made a 

change to the design of this table. So, Do you want to save the table now? Yes. Now it’s going to 

check the data integrity rules. You don’t have to have the data integrity rules checked. Normally 

you will want to but one particular situation where this can prove annoying is if you’ve just 

added a field and you know that even though it’s a required field existing records won’t have 

values in there yet. You still have to go in and give those existing records values in that new or 

changed field.  

So what happens if I say Yes at this point is that I get a message saying, Existing data violates 

the new setting for the required property for field ActivityLevel. Now you can either say, “Yep, I 

know about that but keep the setting that I’ve just made and continue testing” in which case you 

click on Yes. If you want to revert to the old setting but continue testing you click on No. and to 

stop testing, just to go into Datasheet View all you’d need to do is press the Cancel key. So that’s 

what I’m going to do on this occasion. Now I can go into that new field, ActivityLevel. When I 
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click in there I get a dropdown and I can choose one of my allowed values. I’m going to choose 

the second value, Leisurely-Moderate. And I’m also going to just widen that field enough that 

you can see the field that’s in there. 

The next field that I’m going to add is the country field. Now as I discussed earlier on ultimately 

we need to be able to specify that a trip visits a number of countries. But at this stage all I’m 

going to do is to record the main country that the trip visits. And I’m going to use a lookup again. 

So I’m going to put in a value list. On this occasion though I’m going to say that the selection is 

not limited to the list. I’m not quite sure which countries are initially going to be available in our 

trips. That will obviously develop in the early stages of designing, building and using the 

database. So I expect the list to be quite dynamic in the early stages as we add more and more 

countries to it. So as people are setting up our trips I want them to be able to add countries that 

aren’t in the list. So in the case of the Country field the use will not be limited to list.  

So I’m going to do that now. Join me again when I’ve completed it. 

So there we are. Country is set up. Let me go into Datasheet view and record the country for the 

Louisiana Explorer. Okay that’s done. And we just got one more field to do in this section. 

This next field is Description and it certainly won’t be a short text field, although sometimes it 

may be shorter than 255 characters often it will be quite a bit longer. Although probably only a 

few sentences. The data type we’re going to use for this is Long Text. And in fact a long text 

field can hold something up to about a gigabyte of text. That’s quite a long description. 

However, using Access forms and so on you’re restricted to displaying and using around about 

64,000 characters. So we wouldn’t be able to let a description get quite as huge as the maximum 

size that this data type can support. I’m going to use long text. I’m going to set the properties. 

And the main one to point out is that you wouldn’t normally have a long text field indexed. So 

indexed in this case will be no. So I’ll do that. Join me again in a moment, then we’ll switch into 

Datasheet View and add a description for the Louisiana Explorer. 

So that’s the description of our sort of dummy tour. We’ve got just a few more fields to add now 

and all of these other fields are numeric. We’re going to cover those in the next section. Please 

join me for that. 
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Video: Numeric Fields 

Toby: Welcome back to our course on Access 2016.  

We’ve been setting up the fields in the trip table in the Esprit de Tour database. And in this final 

section on setting up the fields we’re going to add the remaining ones which are all numeric. The 

first of these is going to be the duration of the trip in days. So first of all I’m going to call this 

field DurationDays. The default data type as always is Short Text but on this occasion this is 

going to be numeric. So I’m going to change that to Number. We now have a bit of a quandary 

because depending on how much you know about the way that numbers are stored in computers 

in general, in Microsoft Office or even in Access you may or may not be able to choose a 

number field size. Now if I click down at the first property in Field Properties there’s a little 

dropdown there. It says, Byte or integer or long integer or single. You may have no idea what 

each of those are and you may have no idea which of those will be most suitable for storing the 

duration of a trip in days. Now the information you need is embedded in the Access Help. But 

there isn’t one simple place to find it which fully explains I think everything that you need to 

know. So I’m going to take you to two places in Access Help that will be of assistance to you in 

this.  

So first of all let’s open up Access Help and let’s go to Design Tables and one of the options 

there is Data Types. And this explains in pretty good terms all of the data types in Access. So for 

instance short text holds alphanumeric data, names, titles, etcetera up to 255 characters. We’ve 

used that one quite a bit already. Long text, large amounts of alphanumeric data, sentences and 

paragraphs. And as I said in the previous section up to about a gigabyte of data but controls to 

display a long text are limited to the first 64,000 characters. So all of the data types that are 

supported are in this list. It’s very helpful. But when you get to numeric data it rather unhelpfully 

says, Numeric data 1, 2, 4, 8, or 16 bytes. Now even if you know how many bytes you need to 

store the duration of a trip in days whether you can translate that to the names in that dropdown 

list I just showed you is another question. So in order to work out the name of the numeric type 

that you need you need to go to another place in the Access Help. 

And in order to find it the way I always remember it is that I search on conversion. And the first 

item that you find there is Type Conversion Functions. Now believe me you don’t need to know 

anything about type conversion functions but if you go down into that topic it explains those 

different numbers and what range each of them can store. So it tells you that a byte can store 

from zero to 255. If we used byte to store the duration in days of a trip our longest trip could be 

255 days. Now that’s not bad actually. That’s what, about eight or nine months? Something like 

that. However we may ultimately have longer trips than that so maybe we should go for the next 

size up if you like. And the next size up is integer. An integer can store numbers in the range 

minus-32,768 to plus-32,767. Now a 32,767 day trip is a long trip. You’re getting on towards a 

hundred years. I doubt whether many people will be going on trips that long. So integer looks 

like the type to go for.  
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While we’re here you might want to take a look at what long is. Now that’s a big number. Or 

what double is. Now that’s a really, really big number. But we’re going to go for integer so let’s 

close the Help, let’s go back to our properties and let’s select as our type here Integer. 

Now so far I’ve been ignoring some of the properties for these fields. And the time has come to 

stop ignoring a couple of them. 

You saw just now that we can store a number from minus-32,768 to plus-32,767 in this type of 

field. I want to make sure that when people are storing the duration of a trip they always store a 

positive duration. Now a day trip would just have a duration of one day. So it only needs to be 

one or more but you can’t have a trip duration of zero and you certainly can’t have a trip duration 

that’s negative. So I’m going to introduce here a validation rule and some validation text. 

My validation rule is going to be greater than zero and my validation text is going to be duration 

must be greater than zero. Is the duration required? Yes. Is it indexed? Yes. We’ll very often be 

looking at trips or choosing trips by duration. So we need to index that. And of course duplicates 

are okay in duration. We’ll have many trips with the same duration. 

So let’s now go back up and enter a description for the field and let’s try it out on the Louisiana 

Explorer. 

So in order to test out my validation I’m going to put in a duration of say minus-3 days. Let me 

just click away from that record. There we are. Duration must be greater than zero. Okay. Let’s 

click back in there and change that from minus-3 to plus-8. Okay that’s fine. So our validation is 

working fine. I’d probably want to check it with zero as well but I can assure you that’s fine. 

We’re going to turn our attention finally in the trip table to the price range. And notice that these 

are the prices excluding flights. Now although price range is something that you very often see 

expressed if you were say looking for a holiday, a vacation. In terms of the functionality of the 

database and enabling users to search a price range it’s better to store the price range as two 

separate values. A minimum price and a maximum price. And it’s also important to note that this 

is the price range in general terms for the trip. When somebody comes to book onto a specific 

tour, so that’s an instance of the trip starting on a particular day, for example, there will be a 

specific set of prices for that tour. Normally an adult price, possibly a child price when children 

are allowed. Maybe special offers like family prices and so on. So the price range here really is 

just a range of prices and the tours will have their own specific values. So we’re going to store a 

minimum price and a maximum price. 

So we start with PriceMinimum, data type. Now on this occasion it will be currency. And by 

default Access 2016 will use my local currency which is currently set to U.S. dollar. Increasingly 

travel companies in particular are dealing to a worldwide market. And people accessing the 

Esprit de Tour database as potential customers may or may not see these prices advertised in 

U.S. dollars. We may well build into the database in the later stages of development facilities to 
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deal with currency exchange, currency conversions so that although we will store our price 

ranges and our individual prices in U.S. dollars a customer in another country such as the UK 

might see these prices in pounds sterling and maybe in other countries, in India for instance, may 

see the prices in rupees and so on. So what we’re building here is if you like a basic core set of 

prices in U.S. dollars but we may well use other currencies when we’re dealing with customers 

in other countries. 

So let’s put in a description here and let’s put in a validation rule and some validation text. Is a 

minimum price required? Yes. Is it indexed? Yes. There will be lots of searching on prices I’m 

sure. Now let me do the same for PriceMaximum. Okay let’s go in and put in a price range for 

the Louisiana Explorer trip. And there you are. I’ve also checked that my validation rules are 

working okay and they are. Note that when I define this field as being of type currency I 

automatically get correct currency punctuation. I didn’t have to type the dollar sign there or the 

commas or the dot-zero-zero for the cents. That’s all done for me automatically by Access. 

So at this stage in development I’ve now finished the definition of the trip table. I’m going to 

need to load some data. I’ll be coming to that a little bit later on. But that’s it on the trip table. 

It’s time now for you to do Exercise 01 and that’s covered in the next section. I’ll see you then. 
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Video: Exercise 01 

Toby: Welcome back to our course on Access 2016.  

It’s now time for you to do Exercise 01. And Exercise 01 is the very first step towards creating a 

movie rental database. Now this is not only going to be a database with movie information in it. 

We’re going to start off with some movie information and then we’re going to add information 

related to people doing online rentals of physical DVDs. So we’re not talking about downloading 

movies. We’re talking about getting movies on physical media. 

Now clearly as with the Esprit de Tour database this is not going to be an all singing, all dancing, 

fully functional database by the end of the course. We’re talking about putting a pretty 

straightforward model in place. But what you’re learning doing this would certainly give you the 

ability to get a long way down the road of producing a fully functional database. Now one of the 

reasons that I’ve chosen a movie database as the basis of the exercises on this course is that 

movies are something that people are generally aware of. And people are generally aware of the 

sort of information there is available about movies. If you really, really don’t want to work on a 

movie database while you’re doing this course by all means choose a subject of your own, 

maybe something related to your work or something that you’re interested in in your private life. 

And when you’re doing this the main thing I want you to concentrate on is even if you’re not 

doing the movie related examples in setting up your own database you’re incorporating the sort 

of features that I’m covering in the exercises. 

Now with each of the exercises apart from giving you the instructions on what to do and 

hopefully giving you enough information about what you have to do I’ll also be providing a 

sample answer. So for instance in Exercise 01 I will be providing my own solution if you like to 

Exercise 01. So if for any reason you can’t do a particular exercise, you don’t have the time or 

you ran into some sort of technical problem or I’ve not made it clear enough what you need to 

do, to get you started on the next part of the exercise you can always use my sample answer. So 

if you don’t manage to get Exercise 01 done use my Exercise 01 to get you started on Exercise 

02. 

So what do you need to do for Exercise 01? Well first of all you need to create a movie rental 

database. The name of the rental company is going to be Night Movies. Now I intend this to be 

spelt N-I-G-H-T. Night as in not day. If you really want to call it something like N-I-T-E, Nite 

Movies, that’s up to you. Or even K-N-I-G-H-T, make it knight that way. That’s up to you. But 

the company is called Night Movies and the first version of the database I would like you to call 

NightMovies01.accdb. And the movie table needs the first four of the fields there. The title, the 

director, the year of release, and the run time in minutes. Now later on we’re going to be adding 

information about movie genre and about the actors and the roles that they play but I don’t want 

you to try to set those up yet. They are for later on. I also don’t really want you to start adding 

loads of movie information to your table because I’m going to provide you with some movie 
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information and in a section or two from now I’m going to show you how to import that into 

your database. But more on that later. 

I would however point out that when you set up your movie table which will hold basic data 

about a movie you probably want a unique identifier because of course many movies have been 

made with the same title as previous movies.  

So that’s it. My sample solution is in the exercise folder. Good luck with that. I’ll see you in the 

next section. 
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Chapter 9 – Importing Data 

Video: Importing Data from Excel 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section I’m going to introduce you to one or two basic ways of importing data into an 

Access database. Now before we start I should point out that so far and in fact for most of this 

course when we talk about an Access database we really mean a single file, an ACCDB file. And 

within that ACCDB file there are many things. Amongst the things within an ACCDB file there 

will be a number of tables. Now we’ve already created one or two tables and of course in a 

database that supports particularly some kind of business activity there will probably be many 

tables. Now it’s not the case that the tables holding the data will always be in the database, in our 

case the ACCDB file that you’re working on. Sometimes the tables may be external to your 

database. Let me give you an example. I mentioned just a little earlier on that when it comes to 

dealing with people booking vacations with Esprit de Tour and paying for vacations they 

probably book and pay for them using their local currency. So there will be a table somewhere 

where we look up a currency conversion rate. Now that is not a table that we would necessarily 

maintain in our own database. We may use a table in another database somewhere else or we 

may use a service, links to a currency exchange database. And it will quite often be the case that 

a database application will get its data from a number of tables in a number of different places. 

Now when we get data in that way, when we basically access data from somewhere else we use 

the general term Linking. And one of the things that you can do in Access is to link two tables in 

other databases. Now I’m not going to cover linking in this course. 

If you go to the External Data tab you’ll see that there are two groups on that tab. There is an 

Import and Link group and there’s an Export group. Now Export we’re going to look at later. 

Import and Link, well I’ve just said we’re not going to cover link. What we’re going to look at in 

this section is Import. 

Now what happens when we import data is that we will get data from somewhere else but we 

will import it into one or more tables in our own Access database. Now there are various places 

that you can import data from. For instance you can import data from an Excel workbook. You 

can import data from another Access database. You can import data from a selection of ODBC. 

That’s Open Database Connectivity databases. That means other types of database, not 

necessarily Access databases but which conform to a standard that is called ODBC. And in fact 

there are many other places. You can get data from XML files. You can get data from 

SharePoint, from data services. This would include something like a currency exchange service. 

So there are many other places you can get data from to import into Access. But what I’m going 

to cover on this section by way of an introduction to importing data is importing data from a text 

file. And this is a very common way of importing data into a database. Having said that for those 

of you who are familiar with Microsoft Excel and for those of you who have a copy of Microsoft 
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Excel I’m also going to partly demonstrate importing from Excel. So if you have and use Excel 

then you might like to try this particular option because text files and Excel are two of the most 

common ways of getting data into an Access database.  

So let’s start with importing some trips into the Esprit de Tour database. What I’ve got here is an 

Excel workbook. If you don’t use Excel or you don’t understand Excel workbooks there’s 

absolutely no need to worry because this is really only for the people that use Excel. You’ll still 

be able to follow what I do as I import data into the Esprit de Tour database and you’ll still be 

able to do the exercise in the next section. 

Now I’ve got about a dozen trips here and they’re the first ones that the company is going to 

offer. And each column in the workbook corresponds to a field in the trip table that we created. 

And the column headings tell you which field they correspond to. So we’ve got Code, TripName, 

ActivityLevel, Country. You’ve seen all those before of course. 

Now for each of the trips there is one row in the Excel workbook. So the first trip, GCA, Grand 

Canyon Family Rafting Adventure, activity level moderate, country U.S.A. There’s then a 

description. The duration in days and minimum price in U.S. dollars, maximum price in U.S. 

dollars. And there are about a dozen of these. 

Now what I’m going to do is to show you how you would start importing this data in Excel. If 

you don’t use Excel as I say don’t worry. We’ll be moving on to the way that we’re actually 

going to do it very shortly.  

So let me close the workbook. Now I’m in the Esprit de Tour database. I’m going to go to the 

External Data tab and I’m going to click on Excel. Get external data from an Excel spreadsheet. 

Now the first thing we do is to locate the spreadsheet. Well this particular spreadsheet I’ve put in 

the course files folder. So if you do want to try this yourself as an Excel import you’ll find it in 

that folder. And that’s what it’s called EspritDeTourTripImport.xlsx. So I open that which is fine 

and then I have three options. First of all I could import the source data into a new table in the 

current database. So I could import that data and put it in a brand new table. I’m not going to do 

that on this occasion. I could append a copy of the records to the existing table and then I choose 

my table. Now of course in the Esprit de Tour database we only have one table at the moment. 

It’s the trip table. And in fact appending those records to that table is exactly what I’m going to 

do. The third option is to link to the data source by creating a linked table. What I could do is not 

to import the data into Access at all, to leave it in that Excel workbook and to link to it in the 

Excel workbook. And the way that I do that is I choose that third option and what Access 

basically does is to set up, it’s a sort of dummy table in a way. It’s almost like a window into that 

workbook so that you can access the data as though the data were in a table in this Access 

database but the data is actually held in an Excel workbook.  

Now once you’d made the choices we’ve got there. So you’ve chosen the Excel workbook. 

You’ve clicked on Append a copy of the records to the table, on the table. You then click on OK 
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and you go through a sequence of steps to make sure that you’re getting the right information. 

Let’s just start this off without actually doing it. So I click on OK and as you can see it’s already 

worked out how to slice the data up. Let’s just scroll along there. Let’s go to the end and make 

sure it’s got prices and durations. Okay. It looks fine actually. So we then click on Next and 

away we go doing the import. Now on this occasion I’m not going to do that so I’m going to 

cancel, but by all means try it yourself. And we’re going to do the import from a text file. 

The text file in question is also in the course files folder. It’s called EspritDeTourTripImport.txt 

and I have it open here in Notepad. Apart from giving those of you who use Excel the 

opportunity to import this data from Excel looking at the data in Excel it’s a lot easier to see the 

structure of the data than it is in this text file. The text file is in a format that’s called Tab 

Delimited. And it’s got a number of rows. The first row contains the field names. These are the 

field names that match the field names in our trip table. And then each subsequent row in this file 

is one of the trips. Now each of the fields in a trip is separated from the next by a tab character 

and that’s why it’s called Tab Delimited. And when Access reads a file like this it recognizes 

where each field starts by the tab characters. Now you don’t have to use a tab character as a 

separator and various other separators are available. One of the most common separators to use is 

a comma. And we refer in that case to a comma separated file or a comma separated values file, 

a CSV file. Now I can’t really use commas here because the data itself contains commas. Look at 

the third row there, ITI. The description of the trip. Immerse yourself in Italy’s iconic cities of 

Venice, Florence, etcetera. If I tried to separate the fields here with commas Access will get 

terribly confused because it would think that Venice was the end of one field and Florence was a 

different field altogether and it would just get totally confused. So in this case because none of 

the actual data contains tab characters I’m using tab separators. So this is a Tab Delimited file. 

Now if you decided that you wanted to use a different separator, such as commas and there are 

many other separators that you can use, you can to some extent overcome the problems that I’ve 

just talked about by enclosing text in double quotes. So for instance you could take the whole of 

that description, Immerse yourself in Italy’s iconic cities onwards, the whole of that field and put 

it in double quotes and Access would recognize that it was all one field. So that would be one 

way of getting round the problem I’ve just described. But on this occasion using tab delimiters 

should be fine.  

So let’s close that and let’s import the contents of this file into the Esprit de Tour database. I 

should point out that in the course files folder I’m importing this into version two of the Esprit de 

Tour database. 

The start of this is just like the Excel version. So we go up to External Data. On this occasion we 

choose Text File and that starts the Get External Data Text File Wizard. We browse to that text 

file in the course files folder. We’re going to use the second option, Append a copy of the 

records to the table tblTrip. Click on OK. We now have a choice. We can either say it’s a 

delimited file which of course it is. You can actually present the data in the form of fixed width 
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file. So we could have a fixed number of characters for the code, a fixed number for the trip 

name and so on. But on this occasion we’ve chosen delimited so we go with delimited. Click on 

Next. One thing I need to make clear to Access is that the first row actually contains the field 

names. The first name is not one of the trips. So there’s a checkbox here, First row contains field 

names. I check that. Now Access will know what the field names are, which data corresponds to 

which field name. And note that Access has already taken a look at this file and has suggested 

that tab is the delimiter, which of course is correct. Now at this point it’s a good idea to scroll 

through and just check that it seems to have sorted everything out okay. Well certainly all of 

those numbers at the end look right to me and the descriptions look fine. So let’s click on Next. 

There’s a checkbox there, I would like a wizard to analyze my table after importing the data. If I 

was importing this into either a new table which is one of the options at the beginning or to a 

table where I hadn’t really set it up properly up yet the wizard would actually look at the data 

after importing it and suggest settings for the fields. Now we’ve already spent quite a bit of time 

in defining the properties of the fields in this table so we’re not going to check that box. We’re 

going to click on Finish. And Access 2016 thinks that it has successfully imported the data. 

If I was going to get a lot more data in this form that I might want to add to that table I could 

check this box here and save the import steps. And one of the options at the left-hand end of the 

External Data tab is to use a saved import. So to save me making all these same selections again 

I could select a saved import and basically it will perform the same operation on a different text 

file for me subsequently. I’m not going to save these import steps. I’m just going to click on 

Close. And let’s open up the trip table and see what we’ve got. 

Well a first look at that suggests to me that that’s pretty good actually. Now of course you can’t 

see the whole of the descriptions because they’re too long to show in the available space but that 

doesn’t mean to say that the data is not there. Let me just drag that over to the right. That’s all 

there. We’ll talk about other ways of looking at the data later on. But apart from the first record 

which is of course our sort of dummy one that we tested things out on everything else looks fine. 

That’s the end of this section. I’ll see you in the next one. 

  

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

Video: Exercise 02 

Toby: Welcome back to our course on Access 2016.  

It’s now time to set you Exercise 02. And I’m going to start by looking at my answer to Exercise 

01. 

In Exercise 01 you should have created the Night Movies database. And you should finish up 

with a single table, Movie, tblMovie in my case, and five fields in it. There’s an AutoNumbered 

ID field and then four other fields which I’ve called Title, Directors with an S at the end, 

YearOfRelease, and RuntimeMinutes. Now you are not going to need to use the same field 

names as me but you will need to make sure that any data that I provide for you, such as in this 

exercise, is either modified to fit your own field names or you’ll need to modify your field names 

to fit mine.  

Now the subject of field names, in fact names in general, is one to warn you about right now. 

And that is that in Access there are a number of reserved words. I’m going to show you that list 

in just a moment. But you need to beware of those reserved words. They’re words That Access 

uses for things and if you use them for field names, for example, or various other names within 

Access 2016 they might appear to work but they’re quite likely to cause you a problem, so you 

should avoid these words. Let’s take a look at them in the Help. 

So I’m doing a search there on reserved words. And the topic there explains Access reserved 

words and symbols and then gives a list. It’s quite a long list. Some of the words are a bit 

obscure. You might well not use those anyway, but some of them are probably a little bit 

dangerous. So for instance you have a reserved word From. You might be quite tempted to use 

the word From say for a field name or group perhaps. Well I would avoid all of these words. So 

that’s reserved words. 

So given the names that I’ve used and the field properties for each of the fields and so on and this 

is version 01 I then created version 02 of the Night Movies database. My answer to this exercise 

is in version 02. Let’s now look at the exercise itself. 

I’ve provided you with two files and you can use either one of the two files. And each of the files 

contains details of 50 well known movies. Now the details included are the ones that I’ve asked 

you to include in your movie table. So we have Title, Directors, YearOfRelease, RuntimMinutes. 

And we’re currently looking at the Excel file. So if you’re an Excel user you could use this one if 

you want to. Note those headings on those four columns. They agree exactly with the field names 

that I’ve used in my Night Movies database. And yours needs to agree as well.  

Now strictly speaking there is an advanced facility in the import that we’ve been through 

already. I didn’t look at the advanced facility but in the advanced facility you can map different 

names to different names, but I’m not going into that now. For the moment you just need to 
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make sure that the names at the top of these four columns in Excel match the names of your four 

fields. If they don’t then your choice is either change the names of the headings in Excel here or 

change the name of the fields in your movie table in your Night Movies database. So that’s the 

Excel option. 

The alternative I’ve provided you with, and this is for the non-Excel users, is a tab delimited text 

file. It has exactly the same data in it and again the very first row here contains my four field 

names. So if these four names don’t agree with the names that you’ve used you’ve got the same 

choice. You can either change the names in this text file or you can change the field names in 

your movie table. But in either case you need to do an import into your movie table. 

And here is my answer, version 02 of the movie database. Now I should point out that before I 

did this I didn’t delete the test movie. So I’ve actually got The Shawshank Redemption twice, 

although note the different IDs for the two versions. And I’m going to get rid of that first one in a 

later section. But if you have a duplicate or whether you’ve deleted the first one don’t really 

mind. You’re going to delete that extra one later. But you should finish up ultimately with 50 

movies. 

Now we’re going to record quite a bit more information about these movies as we work through 

the course, but this is a good starting point.  

Good luck with Exercise 02. I’ll see you in the next section. 
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Chapter 10 – Backup, Restore, and Repair 

Video: Backing up your Database 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section we’re going to look at a very important topic and one which will slightly interrupt 

our flow in terms of further developing our databases. But once you start storing even a moderate 

amount of data in an Access database you need to make sure that that data is safe. 

Now various things can go wrong. For instance let’s suppose that you’re working through this 

course on a laptop and you’re setting up your movies and you’re starting to add movie 

information, maybe you’ve started creating a database covering something of your own interest 

as well. If somebody stole your laptop with all of your work on it you’d be more than a little 

unhappy. Unfortunately another possibility is that you’re working away on your Access database 

or databases and for some reason one of them gets broken. Something happens. It could be 

Access’s fault not yours but the database stops working. 

Now one very important thing to have up your sleeve in either of these situations is a backup 

copy of your database. Now I should point out that what I’m talking about in this section relates 

to Access desktop databases and not Access apps or web apps, which we’re going to look at a bit 

later on. And I should also point out that one of the big advantages of Access is that in the 

configuration that we have at the moment everything is in one file, one ACCDB file, so you 

don’t actually have to do anything other than keep a safe copy of your ACCDB file.  

Now I should also point out that the use of a single ACCDB file is only one way of creating and 

operating Access desktop databases. There are options such as splitting the database which mean 

that you can separate out the data from what’s called the UI, the User Interface. But here I am 

talking in this section just about the situation where we have a single ACCDB file. 

Now in order to take a backup it really is a straightforward case of copying that file on a regular 

basis. And when you do it will depend on how much you use the database. So if you tend to use 

a database every day, do quite a bit of work on it you don’t want to lose a load of data, maybe 

you’re entering new records every day. You probably want to take a copy of the file every day. If 

you only use it occasionally you may want to take a copy of it say just after you’ve done a batch 

of work on it, on a more irregular basis. Other situations in which you might want to take a 

backup copy might be just before you make a major design change. So let’s suppose you’re 

working on the movie database, you’ve added a load of movies and you’re just about to add the 

actors to the movies and maybe make some more changes to the movie table. Immediately before 

that would be a good idea to take a backup of your database so that if it all goes horribly wrong 

you can get back to that backup copy. 
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You’ll also see later on in the course when we talk about queries that you might do what are 

called Action Queries, queries where you update some data using some sort of programming 

logic. Let’s think in terms of Esprit de Tour. Maybe once a year they run a query which updates 

all their prices, say increases them by 3%. Immediately before that would be a good idea to take 

a backup of the database so that if the query goes wrong you can go back to how things were 

before you tried to run it.  

So there are many reasons for running backups. There are many occasions where you might need 

to run a backup either on a regular scheduled basis or on an ad hoc basis to cover a particular 

situation. Now there is a very good Help topic to explain a lot of this and to tell you how to 

backup a database and indeed how to restore a database. 

There’s the topic, Protect your data with backup and restore processes. I suggest that you read 

through that topic. Note one or two particular topics here, Plan regular backups, Backup a split 

database. This is the situation I briefly mentioned just now where a database is split between data 

and the user interface side of things. This is what we normally refer to as the backend and the 

frontend. There’s the topics on restoring a database or restoring individual objects in a database. 

So that’s a very important topic and it’s very important that you get your backup regime in place. 

Now I’m not going to fully backup this Night Movies database but I am going to go through part 

of the backup process as described in this Help topic. If I wanted to run a backup now of my 

Night Movies database first it’s very important to make sure that there is nothing in progress, I’m 

not halfway through updating a record or something like that. Now I’m going to make sure that 

the database is in effect not being used. This of course becomes a more complicated thing to do 

when more than one person is using the database. But let’s suppose it’s just me. I go File, Save 

As, and one of the options under Save Database As is Backup Database. If I click on Backup 

Database and then Save As what Access 2016 will do will be to save my database and it changes 

the name. it puts the date as part of the name. And in that way if you wanted to keep a succession 

of backups you could quite easily. And of course that will always identify for you when a 

particular backup was run. And basically what it does is to take a copy of the ACCDB file and its 

contents at that time.  

Now for the complete instructions for doing a backup, although to be honest that’s almost all of 

it, I refer you to that Help topic and I do suggest you read through that Help topic and treat the 

contents of it very seriously from this point onwards, particularly if you’re creating your own 

databases already and starting to add valuable data and put valuable time into designing and 

building tables and other objects. 

So that’s backup in Access 2016. I’ll see you in the next section. 
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Video: Compact and Repair 

Toby: Welcome back to our course on Access 2016. 

In the preceding section we talked about backups. And it’s absolutely essential that you get a 

backup regime in place before your Access databases start having too much of your time and 

effort invested into them. Something else you need to know about is the fact that over time 

Access databases can become what we call bloated. I’ll come back to bloated in a moment. And 

also over time you may get to situations where your databases get broken in some way. Now I 

mentioned databases getting broken in the preceding section in relation to needing to restore a 

database. But sometimes when a database gets broken it’s possible to repair it without having to 

restore. So in this section we’re going to talk about compact and repair. 

Now once again there’s a very good Help topic that gives you the background information on 

compact and repair. And first of all let’s talk about compact. 

Now as it says here database files grow with use. Generally speaking as you store more and more 

data it’s not surprising that an ACCDB file gets bigger. But when you delete records from tables 

in an Access database the space is not automatically reclaimed. It just occupies what is in effect 

empty space. There are also various pieces of coded data that Access uses when it’s working on a 

database. And over time some of these which strictly speaking could be deleted are not deleted. 

And we get this effect called Bloat. And in order to remove the unneeded, unused, wasted space 

you compact a database. And compacting not only reduces the size of the database file but it can 

improve the speed of performance as well. 

Now the other factor here is that database files can become corrupted. There are various ways 

that corruption can happen. Many of them are associated with an incomplete write to a database. 

So you only get part of some data written to a database. There are some ways of minimizing the 

chance of this happening but it still happens from time to time and there are certain situations 

when it happens most often. For instance if you’re using a network database and a network 

connection is broken, maybe you’re connected to a database over a network and your connection 

is broken. You might also, for instance, have a situation where you’re using linked tables that I 

explained earlier in the course. And the database or computer or server which is holding the 

tables you’re linked to gets rebooted. Somebody doesn’t realize that somebody else is linked to 

those tables. So that computer gets restarted and corruption occurs. 

Now if a database file becomes corrupted sometimes Access will realize that corruption has 

happened and it will prompt you to repair the database file. Sometimes it doesn’t realize that the 

database is corrupted. Sometimes you’ll be able to carry on happily working on a database for a 

long period of time doing lots of things to it without realizing that it’s actually corrupted.  

Now one way of dealing with both the bloat problem and any corruptions is to run a process 

called Compact and Repair. Now you would definitely run this if Access said that it believed that 
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there was a corruption. But you should also run it as part of a general regular maintenance 

procedure. 

Now to run a compact and repair it’s actually pretty straightforward. There is a button on the 

Database Tools tab in the left-hand tools group, Compact and Repair Database. And also in 

Backstage View on the Info page there is a Compact and Repair Database option. Now either of 

those will do the job, but two very, very important things.  

First of all, you should normally do a backup before you do a compact and repair just in case 

something unusual happens. Compact and repair is usually successful. It will certainly usually 

compact the data. And if there are problems it will often manage to repair them. But sometimes 

unexpected things happen and it’s always good to be able to go back to how things were exactly 

before you tried to do the compact and repair. So a backup is a very good idea. 

Secondly, you should only do the compact and repair when you have the database open for 

exclusive use. You don’t want to be in a situation where somebody else is working on the 

database at the same time that you’re running compact and repair. Now you may think, “Well 

I’m running this on my desktop. I’m the only person that’s accessing this database. Why would 

anybody else be using it?” Well if you really are the only person that can access this database 

then you don’t really need to worry about opening it for exclusive use. But if you are in a 

situation where somebody else may have the database open opening it for exclusive use becomes 

very important.  

Now let me show you how to do that in a straightforward way. Let’s close my Night Movies 02 

database. So Access is running but I’ve got no database open. Now I’m going to go into File. I’m 

going to click on Open and I’m going to browse to that database in the usual way, but without 

using the recent databases link. Having found the database rather than click on Open if you look 

at the dropdown where Open is there is an Open Exclusive option. And you’ll only be able to 

open a database for exclusive use if nobody else is currently using it. And once you’ve opened it 

for exclusive use nobody else can open it. Then you do your compact and repair and then you 

can close it again if all seems okay and you can open the database in the normal way. 

Now one other very useful option is if you go into Access Options and go to Current Database 

there is an option there, Compact on Close. Now checking that option will mean that compact 

and repair is run every time you close the database. But you should only set that if you really are 

in a situation where you’re the only person that uses that ACCDB file. So you don’t want to set 

that if you’re in an environment where you’re sharing that database with other people. 

So for more information I do recommend that you read that compact and repair database Help 

topic. But that’s it for this section. Please join me in the next one. 
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Chapter 11 – Datasheet View 

Video: Design in the Datasheet View 

Toby: Welcome back to our course on Access 2016. In this section and the next couple of 

sections we’re going to look at Datasheet View in quite a bit more detail.  

Now I pointed out earlier on that you can design in Datasheet View and you can do data 

maintenance in Datasheet View. But I think it’s fair to say that it isn’t really the most suitable 

way of doing either of those things. Having said that, many people like to use Datasheet View. 

And one advantage of using Datasheet View is that you can do both design and data maintenance 

using one view and one set of tools. 

So what I’m going to do in this first section is to look at doing design in Datasheet View and 

then in the other two sections I’m going to concentrate on the data aspects. 

We’re not going to need the Navigation Pane for a little while so let’s just collapse that over to 

the left. And let’s select the Fields tab in the Table Tools on the Ribbon. 

Now if you look at the left-hand group on the Fields tab you have a Views group with a Views 

button. And of course I’ve already pointed out that at the bottom here you’ve got a choice of 

Datasheet View or Design View. Now in fact you can toggle between those two views just by 

using the top half of the button.  

So bearing in mind that we’re looking at design aspects here let’s look at that Add and Delete 

group. 

Now you’ve already seen that I can add a new field at the end of the field list over there on the 

right using that click to add column. But if I say selected the Country column, the country field, I 

could add a field of one of these types just by clicking on the button in the Add and Delete 

group. So if I wanted a short text field click there and I have a short text field with a default 

name of Field 1 added to the right of the Country column which is the column that I had selected. 

Now some of the most popular data types are shown here with single buttons. So there’s 

Number, Currency, Date and Time, Yes/No. if I click on More Fields I have a very, very long list 

of potential fields that I can add using this approach. The other button that you’ll see in the Add 

and Delete group is the Delete button. And if I want to delete a field I select it. I get a warning 

there about permanently deleting the selected field, confirm, and that field is gone again. So 

that’s a straightforward way of adding and deleting fields to a table. 

Let’s move on now to the next group, that’s Properties. I mentioned quite a bit earlier on in the 

course that in Datasheet View you don’t really have the full power that you have in Design View 

but you can certainly do a lot to maintain the properties of the fields in a table. So let’s select the 

TripName column, the trip name field. And some of the controls in the Properties group are 
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enabled. So for instance if I click on Name and Caption I could change the name of the field or 

the description of the field. I could add a caption which would appear in certain situations, as 

we’ll see later on in the course. I can also change the field size for the trip name or I could set a 

default value. Currently there isn’t a default value for trip name. Notice that the other properties 

are not enabled. Let me now select the Country field. Now the Country field, as you know, is 

enabled as a short text lookup. So the Modify Lookups control is enabled. Click on Modify 

Lookups. I could actually go in here and maintain my value list for this particular lookup field.  

Let’s look now at Description. A description is a long text field. Again I could change something 

like the name and caption but I also get the option of memo settings. Now I haven’t talked about 

memo settings before but there are two. One of them is append only. And if you set a long text 

field to be append only that means that you can only add text to it. You can’t change what’s there 

already. This is sometimes used where people want to keep say a running log of something that’s 

happened and all they’re going to do is append to the text that’s already in this field. The second 

option there of making it rich text means that it will be formatted as HTML and therefore you 

can record formatting within that field as well. So for instance, you could have bold text or you 

could change the font in certain places. You could put in italic text and so on. So I’m not going 

to apply either of those memo settings to our description field. 

Now let’s take a look at the Formatting group. And let’s start with DurationDays. Now this is a 

number field and it’s formatted as a general number. But I could change its formatting. For 

instance if I wanted to show a dollar sign it turns it into a currency field. And as you can see it’s 

a currency field currently with two decimal places. Note the two buttons immediately under the 

word Currency at the moment. I can increase or decrease the number of decimal places. So 

increasing, decreasing, right down to zero if necessary. And then I could even return it back to 

being a general number and lose the dollar sign. And let’s assume that I wanted to remove the 

cents in PriceMinimum. Just select that field. I can remove the cents like that. Of course I could 

do the same for PriceMaximum as well. Now note the formatting options and how they work 

will depend primarily on the data type. So in this case we have a data type of currency and then 

within that you can choose the appropriate formatting. So if you wanted our local default 

currency formatting it’s there. If you wanted to format this currency as euros you could do it like 

that. But let’s go back to our default currency. 

The last group on the Fields tab is Field Validation. And you have three checkboxes there. Is this 

field required? Must it be unique? Is this field indexed? And of course all of these should have 

been set correctly by me earlier on in the course. There’s also a button there which shows me the 

validation, if any, on this particular field. And of course the validation that we had on 

PriceMinimum, the currently selected field, is greater than zero.  

Now there’s a dialog here, Expression Builder, and we’re going to be looking at the Expression 

Builder in quite a bit of detail later on in the course. But you can build up some pretty complex 
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validation rules. In fact you can build up all sorts of complex things because you won’t only use 

the Expression Builder for validation. But as I say, more of that later. 

Apart from looking at the rule which in this is a very simple one, greater than zero, you can also 

maintain the field validation message. So here it’s Minimum price must be positive. 

Now I mentioned earlier on that sometimes you need validation to consider more than one field 

at a time. And you can actually use the validation control here to set up record validation. So this 

is validation that includes more than one field in a record. So let’s just do as an example the 

validation that I mentioned earlier and that is that the minimum price can’t be more than the 

maximum price. So again click on that dropdown but this time not Field Validation rule but 

Validation rule. 

Now to set up the Validation rule we’re going to use some of the items that are in this Expression 

category section here. And first of all we’re going to use price minimum. So double click that. 

That is the value in the PriceMinimum field. And to indicate that it’s one of the fields in the 

record it’s in square brackets. And our requirement is that PriceMinimum is less than or equal to 

PriceMaximum. So that’s our Validation rule. Now let’s put in a validation message. Click on 

Validation Message and I’ll type a message in. Minimum price cannot be greater than maximum 

price. Let’s try that out with say the Louisiana Explorer. Let’s change the minimum price from 

$2880 to $3880 and then click on one of the other records. There we are, Minimum price cannot 

be greater than maximum price. So what we’ve done there is to set up a record validation rule. 

And I think I’m going to leave that record validation rule set up. So I need to put Louisiana 

Explorer back the way it was otherwise I’ll have invalid data. 

Let’s turn our attention now to the Table tab on the Ribbon. I’m really only going to talk briefly 

about some of the groups on this tab. There are three middle groups there, Before Events, After 

Events, Named Macros. These are all associated with macro code and VBA code that may run or 

be run as a result of certain events occurring. So for example, if a user makes a booking you may 

need various other information in the database updated in response to that booking, such as the 

availability of a trip, for example, or you may need to trigger an invoice being sent to the 

customer either to charge them for their deposit or the balance or at least to inform them of the 

details of their booking. As a result of these triggers you may have various other things happen in 

your Access database. Now as I mentioned right at the beginning we’re not really covering 

programming in any great detail on this course. We will look at macros a little later on. 

The group on the right, Relationships, Relationships are a topic that we are going to cover in 

some detail on this course and we’re coming back to those in a few sections from now. On the 

left, the Table Properties, relate to things like sorting and filtering in the table but we’re going to 

look at those in the next section. 

So for this section that’s it and I’ll see you then. 
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Video: Sorting and Filtering in Datasheet View 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section we’re going to look at sorting and filtering in Datasheet View. And in fact both 

this and the next section it’s a good idea if you are working along with me to have the Home tab 

selected because a lot of the things that we’re going to do are accessible via the Home tab, 

although many of them can be done using just what’s available within Datasheet View itself. 

Now the first thing we’re going to look at is filtering. At the moment we have about a dozen or 

so trips in our trip table. So it’s really not difficult to see all of the trips at once. And if I were 

trying to select one of these for myself I could scroll through and decide which one looked most 

attractive or was within my price range or whatever. 

Once you’ve got a very large number of trips to choose from, if I say wanted to find one in my 

price range or going to a particular country or with a particular level of difficulty I really 

wouldn’t want to have to go through hundreds, maybe thousands of these to find the ones that 

match my criterion or criteria. Filtering can help in this way because if you want to, for example, 

find all of the trips that are classified as moderate you can filter to find that. Now there is a Sort 

and Filter group on the Ribbon and you can do that using that group. But you can also use the 

ActivityLevel column itself in Datasheet View. 

If you go to the ActivityLevel column and click on the little dropdown to the right it makes 

available sorts and filters. Now I’m going to look at sorting a little bit later on in this section. 

Let’s concentrate on filters. 

Now at the moment the first of those filters, Select All, is selected. If I deselect it I now have 

nothing selected in the ActivityLevel column. But if what I wanted to see was the moderate trips, 

if I click on just Moderate and click on OK all I can see now are the trips that are classified as 

Moderate. Having applied a filter you get that little Filter icon here, like the little filter you used 

to get in chemistry at school, indicating that a filter has been applied. And if I wanted to clear the 

filter I click on that button again. There’s an option there, Clear Filter from ActivityLevel, and 

that effectively puts it back to no filter, which in this case is the same as all activity levels being 

shown. 

Now filters can get to become a lot more complex than that. So for instance if I wanted to filter 

by country, again click on the little icon there, the little dropdown icon. I’m going to deselect all 

here. Well I want somewhere in the Americas so that’s Costa Rica or the U.S.A., click on OK, 

and now I can see the trips that are to anywhere in the Americas. And again I can clear that in the 

same way. 

There are then some specialized types of filter. Let’s go to the Description column now. Now 

clearly I’m not going to match those long, long descriptions. But what I get here with a long text 
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field is text filters. And text filters are much more flexible. So for instance I could say I want to 

go on a trip where the description includes the word Trek. So the description contains Trek. So it 

will look at all those descriptions and find the one with the word Trek in it. Now notice what 

those text filters are. It equals, it does not equal, it begins with something, it doesn’t begin with 

something, contains, doesn’t contain, ends with, doesn’t end with. So quite a reasonable selection 

of text filters. 

Now you also can have numeric types of filter. So if I wanted to filter on the number of days I 

could. But let’s look at maximum price. So let’s suppose that for me the maximum price can’t be 

more than $3,000. So on PriceMaximum, Filters, I can go for Number Filters. I’m going to say 

less than $3,000. It’s actually less than or equal to $3,000. And that limits my price range. But I 

might also say well I don’t really want to go on a very cheap trip. I’ve got a budget. I can pay up 

to $3,000 and I’m prepared to pay say over $2,000. Let’s go back in. I don’t have to clear the 

existing filter. I can just go in and set a different one. So I could say between say $2,000 and 

$3,000. And there are the trips whose maximum price is in that range. 

Now that should be enough information to get you started on filters but let me just point out a 

couple of the more advanced features which you may want to turn your attention to later on.  

When you have a filter applied such as this one you can toggle the filter on and off. And there’s a 

Toggle Filter button in the Sort and Filter group on the Home tab on the Ribbon. If I click Toggle 

Filter now I’m back to seeing all of the records. Click it again and the latest filter is applied. And 

also Advanced. There’s an option there to Clear All Filters. But also there is a Filter by Form 

option. And with this option you can set filters on more than one field at a time. So you can go 

into a particular field and set a filter, set a filter on a different field and come up with a more 

complex filter on the records in the table. When you’ve got this option in force you can then 

close. And there is an even more advanced option which is Advanced Filter Sort which lets you 

set up really a quite complex system of filtering and sorting records. Now that’s outside the 

scope of what we’re going to do here but in the future you may want to look into those 

possibilities. 

Let’s now take a look at sorting.  

Now I mentioned just now the advanced filter sort and once you get used to some of the facilities 

within Access 2016 you may indeed do some very complex filtering and sorting. But for the 

moment I’m just going to point out basic sorting and first of all let me point out that for a 

straightforward table like this one where you have a primary key which is an AutoNumber ID 

and as you add records to the table they get successively larger IDs. The table is by default sorted 

by ID. If I wanted to sort by, for example country, all I need to do is to say select Country, click 

on the dropdown. There is a Sort Ascending, that’s A to Z or a Sort Descending, sort Z to A. So 

ascending. It’s now sorted by alphabetical sequence of country. Click again, let’s have 

descending. That’s sorted on descending alphabetical sequence of country name. And of course 
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you can also have sorts on numeric fields. So if I wanted to sort the trips in this table according 

to ascending order of maximum price click on the dropdown, Sort smallest to largest and there 

we are. 

I’ve now switched into the Night Movies database just to point out one other thing here. I’m 

going to show you what is a little bit of a problem. It does have a number of alternative solutions. 

But let’s suppose you wanted to sort the movies in the movie database based on title. Let’s select 

the Title column and then sort them into sequence, ascending sequence, A to Z. What you would 

find is that two of the movies, 12 Angry Men and 12 Years a Slave, appear at the top of the list 

because when Access does alphabetical sorting it treats numeric characters before alphas. So 12 

Angry Men and 12 Years a Slave appear first. They don’t appear as though they’re titles were the 

words Twelve and then Angry Men and the word Twelve and then Years a Slave. Now one way 

around this and probably the most popular way around this is that when people set up tables like 

this in a database they have another column, another field which is called the SortTitle, the title 

to sort with. Now usually the sort title is the same as the actual title. So for A Beautiful Mind the 

sort title would be A Beautiful Mind. But for 12 Angry Men the sort title will be 12 Angry Men 

but instead of 1-2 it would be the word Twelve. And then when somebody’s sorting the list of 

movies it’s sorted as though 1-2 was the word Twelve. The same approach is used to overcome 

another very common problem and that’s the ones that all begin with The. Now some people 

would want to see The Aviator after Terminator 2, some people would prefer to see Aviator at 

the beginning in with the A’s. So sorting can be a little bit of a problematic thing and you will 

need to adopt whatever approach you think is most suitable in a given situation. 

That’s sorting and filtering. We’ve got one more section on Datasheet View where we’re going 

to look at data entry and modification. That’s the next section. I’ll see you then. 
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Video: Entering and Modifying Data in Datasheet View 

Toby: Hello again and welcome back to our course on Access 2016. 

In this third section on Datasheet View I’m going to look at actually entering and modifying data 

in Datasheet View. We’ve done a little bit of this already but I want to give you some useful tips 

and information about finding your way round when you need to add or modify data and also 

how to make this process easier, particularly in specific situations. 

So I’m going to close the Navigation Pane. I don’t need that at the moment. And what we’re 

going to look at first is the column widths. Now you’ve already seen how to adjust a column 

width. So for instance if I wanted to increase or decrease the width of the Country column I 

hover over the header, go to the right-hand edge till I get the double arrow and then I can 

manually adjust the width. However if I right click on the heading one of the options is Field 

Width. And then I can either specify a column width in units, so for instance I could say here I 

don’t want 19.25. I want 16 and click on OK or there’s also a best fit option. Let me select a 

couple of columns. Let me select TripName, hold the Shift key down and select ActivityLevel, 

right click, Field Width, click on Best Fit. Now both of those columns widths have been adjusted 

to fit all of the data.  

Now when you’re dealing with a long text field like the Description field Access 2016 won’t 

necessarily make the width of a column absolutely huge until it gets all of the text in because that 

could make it a very wide field indeed. But if I right click on that and go to Field Width and do 

Best Fit it does make it quite a bit wider but it’s limited and it only goes so far in that width. 

Now note there that once I’d made the Description field in particular much wider I now need that 

scroll bar at the bottom to go from left to right through the fields in my table in Datasheet View.  

Now not only can you adjust the column widths you can adjust the row height as well. And again 

you’ve got two basic options there. If you select a row and then go to the lower edge over here 

on the left, note again the double arrow, I can drag row height and it adjusts the height of all 

rows. Note in this case that with a long text field like Description this has the advantage that 

you’re sort of moving all of the text or a lot more of the text into View. Now note that you can 

also set this to a fixed height using a little dialog. So if I right click say on ID 4, go to row height. 

If I wanted to say make it a specific height, say 50 units, click on OK. All of the rows, all of the 

records in the table, the rows in Datasheet View adopt that same height. That can be a 

particularly useful thing for two reasons. One as I’ve just pointed out where you’ve got a long 

text field it can help you to see more of the long text at once. And a second very useful reason is 

that if you’re using touch it can make it a lot easier to be very accurate with touch with those 

taller rows because if you switch between touch and mouse mode, let me just demonstrate this. 

Although it spaces out the controls on the Ribbon, for example, it doesn’t make any difference to 

the spacing and arrangement of the data in Datasheet View. So let’s just go into touch mode 
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now, look at the Ribbon and look at the data. Although the Ribbon is spaced out more the data 

isn’t. 

So I’m going to put that row height back somewhere near where it was before. And a couple of 

other things that can be useful when you’re working on data.  

If you have a table with many, many fields, say you’ve got many, many columns in Datasheet 

View, there may be a situation where the work you’re going to do on maintaining data only 

needs you to see a small number of columns. And if say you wanted to update the activity levels 

and the maximum prices and they were spread out, separated by a huge amount of space there 

are a couple of ways you can make life a little bit easier for yourself. One of them is that you can 

put the two columns together. So let me take the PriceMaximum column, I’ve selected the 

column and if I click on the header I can drag it over to be right next to the ActivityLevel. And 

that makes it easy for me to work on those two columns together. Now that doesn’t change the 

design. If I go into Design View now it doesn’t change the sequence of those fields in the design, 

but it does change them in Datasheet View. And being able to move columns into new positions 

like that can make it much easier to work on data.  

Another thing that you can do is to at least temporarily hide a column. So if for instance the 

Description column was getting in the way while you’re doing some updates, if you right click 

on it one of the options is Hide Fields. You could select more than one column of course and do 

Hide Fields. And that column is now temporarily hidden. If I subsequently want to unhide it, if I 

go to DurationDay and right click, Unhide Fields. It shows me a little dialog and I can see that 

any of the unchecked fields are hidden. So if I want to show Description again I just check it 

there. Obviously if I wanted to hide something I could uncheck it there. So in that way you can 

hide and unhide fields, again, to make it easier to work on your data. 

Let’s now look at some of the mechanics of entering and updating data. The first thing I’m going 

to show you how to do is to delete a record. 

Now the Louisiana Explorer we’ve used a few times already on the course for demonstration and 

testing purposes. It’s not a real trip so let’s delete it. If I select it and then right click one of the 

options is Delete Record, but note also that on the Home tab on the Ribbon in the Records group 

there is a Delete button and you can use that. Delete Record. You’re asked for a confirmation, 

click Yes, and the Louisiana Explorer has gone. Now note that deleting a record is something 

that you cannot undo. So when you’ve deleted a record that’s it. It’s gone. 

Now notice at the moment that I have selected the ID field in the first record in the trip table. If I 

press the Tab key not only do I go through the fields in that record but as a I enter each field the 

whole of the contents of the field are highlighted. And if I start typing now I’ll immediately 

delete everything that’s in that field. It may be that you want to overwrite everything that’s in the 

field but it may not be. So you need to beware of the fact that as you tab through the fields in a 

record the whole of each field will be selected as you enter it in Datasheet View. Now if I’ve 
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done this by accident and I type that X in and I say to myself, “Oh no I’ve overtyped what it said 

in TripName.” All you need to do is press the Escape key and you’ll be back to where you were. 

And then if you want to actually make a specific correction what you really need to do is to click 

within the field with the mouse or touch with your finger, get to the point that you want to get to, 

and then just start deleting and typing text as normal. So just be careful. Let me press Tab again. 

You notice how each time I have the whole field selected. 

So one of the other useful things to be able to do is to find your way around the records in a 

table. And in the bottom left-hand corner there we have navigation buttons. These are pretty 

standard types of navigation buttons. Note that I currently have the first record in the table 

selected. And the counter at the bottom says one of twelve. So this is record one of twelve 

records in the table. There is a right single arrow there which will take me through the records in 

the table. I’m keeping this all full screen so that you can see me stepping through the records. 

Obviously I can go backwards. I can use the first one there, a sort of go back to the start if you’re 

using a DVD player or an old VCR or something like that. That takes me back to record one. 

That takes me to the last record in the table. And there’s another little button there which will 

take me to the place where I’ve started creating a new record. 

And just a couple of other quick points here. Wherever you are in a table in Datasheet View if 

you do want to enter a new record you don’t have to use the navigation buttons down there to 

take you to the end or scroll down. The Records group on the Home tab includes a New. That 

achieves the same thing. And when you’re entering a new record you get to the point that you’ve 

entered all of the field values that you need to. In order to save the new record, so far we’ve been 

clicking elsewhere, normally on another record in order to try to save the record that we’ve just 

been entering. There is also in the Records group a Save button. So when you’ve finish typing 

the values in the fields click on Save and it will save the record, subject of course to what you’ve 

entered being valid. 

Something else that can be very useful in Datasheet View is the ability to find particular data and 

possibly even to replace particular data. Let me demonstrate this with an example. Let’s suppose 

that I know that generally speaking in descriptions when I use numbers such as for instance here, 

View the big six or in some of these descriptions when I talk about the number of days or nights. 

It’s got eight nights and three star hotels and so on. I know that in one or two situations I put a 

word instead of a number and I just want to be consistent about this. And somebody said to me, 

“Oh I saw one of your descriptions. It’s got the word Seven in it, S-E-V-E-N, and it should be 

the number 7.” Now if I’ve got hundreds of trips and I think, “Oh goodness. Am I going to go 

through and try and find that?” Now one way of dealing with this kind of thing, whatever kind of 

content it is, whatever field it is in and so on is to use the controls in the Find group on the Home 

tab. So let’s take this specific case as an example.  

Let’s suppose that I know the word Seven is in use there somewhere and I want to replace it with 

a numeric digit 7. If I click on Replace it brings up the Find and Replace dialog. And what I can 
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say is well what I’m looking for, find what I’m looking for the word Seven and I want to replace 

it with a 7. Now look in the current field. Well the current field is, well I’ve got the ID column 

selected. Let’s say just the current document, so anywhere. Match the whole field. No, it’s not 

the whole field. It’s just a word in a field. So any part of a field. Search all. Do I need to match 

case? No. Let’s see if I can find a seven somewhere. Oh look it’s found one there. In the first 

record, ID 4, Wild for seven nights it said. Well it should be a 7. So let’s do a replace. Now has it 

found another one? No, there isn’t another one. That’s the only case. So of course if I knew this 

was in a specific field, so for instance if I wanted to change the way a particular country’s name 

is spelt or described or something then I can use Find and Replace in Datasheet View. 

That is it for now on Datasheet View. It’s time to start looking at relationships and getting one or 

two more tables into our database. We start that in the next section. I’ll see you then. 
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Chapter 12 – Relationships 

Video: Creating a Link Table 

Toby: Welcome back to our course on Access 2016. In this section we’re going to start to look 

at Relationships. 

Something that I haven’t mentioned before is that Access is a relational database management 

system. And with Access you create relational databases. What we mean by a relational database 

is that at the basis, at the core of the system is a set of tables and the relationships between the 

entities in those tables.  

Now in order to demonstrate what we mean by this I’m going to create a relationship between 

two tables. And since we only have one table so far in the Esprit de Tour database, that’s the trip 

table, I need to create a second table. And that’s what I’m going to do first in this section. 

Now very early on in the course I talked about a trip type. And I pointed out at the beginning that 

I wasn’t going to store trip type in the trip table. What I’m going to do now is to create a new 

table and that table will hold a list of the types of trip that Esprit de Tour offer.  

So first of all we go to Create. Now on this occasion I’m going to click on Table Design and that 

gives me an empty table without even an ID field in it because on this occasion, and this is a 

little bit controversial, not everybody will agree with this, but on this occasion I’m not going to 

have an ID AutoNumber-type field. I’m only at this stage going to have a single field in this 

table and it’s going to be Type and it’s data type will be short text. Now given that it is the only 

field in the table I need to make it the primary key of the table. So the type itself will uniquely 

identify a record in this table. So I select this field, then I can make it the primary key by clicking 

the Primary Key button in the Tools group on the Design tab. That is now the primary key of this 

table. 

Now let’s check some of the other properties. Field size. Trip types won’t generally be very long 

so I’m going to set a maximum size of 30. I’m going to say that definitely a type is required. It’s 

the only field so without that there is no record. Do I allow zero length? No, I don’t. And is it 

indexed? Yes, but no duplicates. As it is the primary key we couldn’t have a duplicate value 

here. So basically that is the single field in my new table. Now let me save that table. And I’m 

going to call it tblType. 

So let me open up my type table. Of course it’s completely empty at the moment but I know how 

to enter data. And the first record that I’m going to enter is Activity. So that is one of my types. 

Now by the way I mentioned in a preceding section how you can always save these records by 

just clicking on the next one. There are various ways that you can move on to the next record to 

enter the data. If I press the down arrow key now it takes me to the next record. Of course it 

validates the one that I’ve entered to make sure that it’s a valid set of fields. In this case a single 
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field. So the next one is, so I’ll just type in the rest of these and join me again at the end of me 

doing that. 

Now having done a set of typing like this don’t forget there is a spell checker in the Records 

group. It will only apply to the current data set in this case. But if I click on Spelling I’m hoping 

it will tell me if I’ve misspelt anything. Nope, it seems to be happy with all of that. So they’re the 

values for my types. Obviously at a later stage I may introduce other types of tour but that’ll 

certainly get me started. Let me close the type table. 

Now what I’m going to do is to go the Database Tools tab and I’m going to open the 

Relationships window. Now this window shows the relationships that exist between the tables in 

my database. At the moment I have no relationships. But I do have this Show Table dialog. And 

what this Show Table dialog does is to enable me to control which tables are shown in the 

relationships window. Now I need to show both the trip table and the type table. And what I now 

need to do is to create a relationship between them. And the relationship between them will 

define the fact that a trip can be of many types.  

Now in order to do this we normally introduce a third table. And this third table in this case will 

be what many people call a link table, linking trips to types. And I’m going to create that link 

table next. So I’m going to close the Show Table dialog for the moment and I’m going to click 

on Create and this time I’m going to say Create Table and I get that ID field. I’m going to need 

an ID in this case but let me go into Design View. This table is going to be called tbl and it’s 

going to be TripType. And this is the table that is going to enable me to link each trip to the type 

of trip that it is. So let’s click on OK and what I need to do in this table is to specify apart from 

the unique ID two things. I need to specify a trip and I need to specify a type. Now by default 

each of these fields is a short text field but that is not always the case that these actually turn out 

to be short text fields, as you’ll see in a moment. 

Now the trip field needs to be able to uniquely identify which trip I’m talking about, which trip is 

being linked to by a record in this table. And as you know with a trip the unique identifier, let’s 

go into the trip table Design View. Notice how I’ve now got three different things open, but this 

is the trip table. The unique identifier, the primary key in the trip table, is the ID. And that is an 

AutoNumber field. And in order for the trip type table to uniquely identify a trip it needs to store 

the primary key value for the trip it refers to. Now as you will discover and you will use many, 

many times when we are referring to an AutoNumber field the type we want here is not short 

text. It’s actually a numeric field and it’s actually a long integer. And in order to make it clear 

what I’m referring to here I’m going to change the name of this field to TripID just to emphasize 

the fact that this field refers to a trip ID, which is the primary key of a trip record. So. 

Now when a field in a record points to a primary key in another record, in this record this is 

what’s called a foreign key. So within the table TripType TripID is a foreign key and it points to 

the primary key in a trip record. Now let’s turn our attention to type. 
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Now in this case, if you remember, let me just open up the type table again in Design View. Now 

in the type table the primary key is actually a short text field. It’s the trip type. And there’s 

absolutely no reason that I shouldn’t use that as the primary key here. And therefore in the trip 

type record in the trip type table when I refer to the type I’m referring to a short text field. So this 

needs to be short text as well. And this is, but it’s a unique identifier in the form of a piece of 

short text. And in fact it is the primary key of the type.  

Now one of the reasons that I created the type records in the way that I did this time is to show 

that although you will very often refer to AutoNumbered ID fields and the foreign keys will be 

of type long integer you will sometimes use short text fields as well. In fact there are one or two 

other possibilities but those two cover most situations, either long integer or short text. 

Now I’ve just got to check the properties for each of these now. So I’m looking at the table trip 

type. The type field it says maximum 255. Well of course it only needs to agree with the 

maximum for type which is 30. Is it required? Yes, it is. Do we allow zero? No, we don’t. Is it 

indexed? Yes, it is. And it’s a case that duplicates are okay because the same type may be used 

by many trips. Now let’s just check TripID. This is a long integer of course because it’s referring 

to an AutoNumber field elsewhere. Is it required? Yes, it is. And is it indexed? Well yes it needs 

to be indexed as well. And again duplicates will be okay because the same trip may occur in 

many trip type records. So we’ll save that and we’ll close that and we’ll close that and we’re 

back to our relationships table. 

If I right click in the relationships window one of the options is Show Table. That brings up that 

dialog again. And I’m now going to add the TripType table to the relationships window. Close 

the Show Table dialog again. I can drag these table rectangles around. And on this occasion it’s 

very helpful to see what’s going on if I put the TripType table between the other two.  

What I now need to do is to set up the relationships between the tables in my Esprit de Tour 

database. And that’s the point at which we’re going to start the next section. Please join me for 

that. 
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Video: Setting up Relationships 

Toby: Welcome back to our course on Access 2016. 

In the preceding section we started looking at relationships. And in order to set up relationships 

for the Esprit de Tour database I created a new table containing the types of trip that Esprit de 

Tour run and a link record, a record that’s going to link each trip with the types that that trip has. 

And in that way we’re building up indirectly a relationship between trip and type. Using the link 

record and in fact the relations we set up are from Trip to TripType and from Type to TripType. 

So in order to do this we actually set up two relationships. 

The first relationship we’re going to set up is Trip to TripType. And the relationship is based on 

the ID in the trip table. So each record in the trip table, each trip has a unique ID. That’s the 

primary key. And records in the trip type table for that trip will have that same trip ID in the 

TripID field in the records in the trip type table. Now in order to set up the relationship what I do 

is to drag ID in the trip table and drop it onto TripID in the trip type table. And that brings up the 

Edit Relationships dialog where I can actually set up the details of the relationship between these 

two tables. 

Now the first thing I do is to make sure that I’ve got the right tables and the right fields. So on 

the left, Table Query, Trip, ID, yep that’s the primary ID of the trip table records. That’s fine. 

And then TripType, TripID. That is the long integer field that I’ve set up to match the ID in the 

trip table. So I’ve definitely got the right tables and fields selected.  

The next important decision is do I enforce referential integrity? Now on this occasion I’m going 

to say yes but I’m going to explain to you now what referential integrity is.  

Let’s imagine a situation where I’ve created a trip and corresponding to that trip I’ve say created 

four trip type records. So there’s a trip type of beach and a trip type of family and a trip type of 

adventure and a trip type of escorted. And each of those has the appropriate type, beach, etcetera, 

and the trip ID for my selected trip. What would happen if I deleted that trip from the trip table? 

I’d finish up with four records in the trip type table that had no links at the other end of this 

relationship. They’d be sort of orphans. So those four records would be referring to a trip that no 

longer exists. Making sure that that doesn’t happen is called Enforcing Referential Integrity. And 

once I’ve checked that if I try to delete a trip what Access 2016 will do is it will make sure that 

there are no outstanding trip type records that use that trip. So it won’t let me break the database 

integrity in the way that I just described. 

Now there are a couple of other options. Let me talk about one of them. A couple of options 

down below Enforce Referential Integrity, Cascade Delete Related Records. If I check this 

option if I deleted a trip record in the situation I just described Access would automatically 

cascade delete the trip type records for that trip. Now that of course would mean that the 

database wasn’t broken because those four records would automatically get deleted. So I could 
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enforce referential integrity by checking that box and that would make sure that nothing got 

broken by a delete. But for the moment I’m actually going to uncheck this box, but I am going to 

say enforce referential integrity. 

The next piece of information here is the relationship type one to many. And what that means in 

this situation is that one trip can have many trip types. And that’s exactly the situation that I 

want. So let me create that relationship and there it is. One trip, many trip types. 

Now let’s set up the second relationship. It’s from the type in the type table. Note that although 

this is a short text field it is the primary key of the type table. And it goes to type in the trip type 

table. And that sets up a different relationship.  

Now we have the same questions. So again I just check I’ve got the right fields. So primary key 

in the type table is Type. The field in the trip type table that I’m setting the relationship up with 

is Type so that will be a foreign key in the trip type table. I’m once again going to enforce 

referential integrity because if I were to delete a type in the type table I would want to make sure 

that there weren’t any entries in the trip type table that were still using that type. Now once again 

I’m not going to check cascade delete here. I’m going to leave that unchecked. A consequence of 

this is that if I did try to delete a type that was in use Access wouldn’t let me do it. I’d have to get 

rid of all the entries in the trip type table that use that type first before I could delete the type 

itself. So that’s the alternative to cascade delete. 

Now once again it’s a one to many relationship because one entry in the type table, one type, can 

have many corresponding records in the trip type table. So I click on Create and I have another 

one to many relationship. The infinity symbol at the end there indicates many. 

So what we’ve done here in creating these two relationships is to put in place probably one of the 

most fundamental building blocks in a relational database. And although in many ways when 

you first look at relationships if you’ve not seen this before it may all seem rather baffling. When 

you do understand this, and hopefully you do already, it really is one of the most fundamental 

aspects of any relational database. Certainly a fundamental aspect of Access which once you’ve 

got to grips with it, once you understand what’s going on it really makes an awful lot of other 

things in relational databases and Access much easier to understand. You will also see why we 

don’t use things like multi-value fields because multi-value fields can cause all sorts of 

problems. Now conceptually at first what we’ve done here does take a little bit of getting used to, 

but once you are used to it you’ll find it makes many other things not only much easier but much 

more flexible as well. 

Now one very big downside of what we’ve done so far is that visualizing now the trip database 

in the light of what we’ve just done can be a little bit tricky. And in many ways what we really 

need now is a couple of nice forms to show us how all of this hangs together. You’ve got a 

couple of sections to wait before we get to that point though. And the next thing I’m going to do 

in this section is to actually set some data up to reflect what I’ve just done. And then in the next 
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section I’m going to set you an exercise to set up an equivalent set of relationships within the 

movie rental database. 

So let me first of all close the relationships window, making sure that I save the changes. And 

then let me just refresh my memory on the trip table. Open it up. There are my trips. The IDs go 

from 4 to 15. Then let me open up my type table, the one I created just recently. And now let me 

open up my trip type table. My trip type table is currently empty. 

Now I hope you can cast your mind back to quite a while ago now. I showed this first example of 

a trip, the GCA trip that’s currently in our trip table. And I mentioned there the type and there are 

five values of type for this trip. Family, escorted, group, activity, landscapes. And I said we’d 

skip that at that time, which we did. Well now is the time that we’re coming back and we’re 

going to set those up.  

Now back to my trip table. Note that I can switch between these open documents. They’re all 

three tables. But all I need to do is to click on the tab and the GCA trip has an ID of four. So all I 

need to do is go to TripType, type in an ID of 4 and a type of, well one of them is family. That 

should be okay. Press the down arrow. Yep, we’re fine. Now this is another one for 4. This one 

is, that’s fine as well. Let’s make a mistake. Let’s say I’m going to try to set up for TripID 3 and 

that’s going to be Group. You cannot add or change a record because a related record is required 

in the table trip. So it knows that there is no trip three. Of course there used to be but there isn’t 

any longer. So that should be four. And similarly if I say misspelt the type it would tell me there 

was an error there as well. Okay let me just put in the rest of those. 

Now at this point you’re probably looking at that and thinking, “My goodness, that is a really 

slow way of setting all of this up.” And I think anybody who doesn’t think that’s a slow way of 

setting things up must be much more patient than I am because of course in the longer term 

we’re certainly not going to be setting up this information like that. The reason that I’m doing it 

like this here is just to emphasize exactly what happens with these relationships and these link 

records. Note the ID of the TripType records. 1, 2, 3, 4, 5. We will rarely if ever use those but 

they’re there to uniquely identify TripType records. And it may be that at some point later on we 

may need those IDs. What’s important is the TripID. So these TripType records are all for trip 

four and there are five of them. So we know that trip four has five types associated with it. 

So let’s see referential integrity at work shall we. Let’s go to our trip table, let’s go to trip four, 

right click, Delete Record. Dangerous this. The record cannot be deleted or changed because the 

table TripType includes related records. So I cannot delete that until I get rid of the TripType 

records. If I had enabled cascade delete it would let me do it, but I haven’t so it won’t. 

Now as I said just now I realize that this is a pretty manual way of doing a job like this and 

you’re maybe thinking of databases with thousands of records on them and thinking, “My 

goodness am I going to sit down and type all that in?” And the answer of course is no. And you 

almost certainly wouldn’t expect your users to. So we do need to start to use forms to make all 
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this a lot easier, quicker and safer. But the first thing we’re going to do in the next section is you 

are going to do an exercise similar to what’s been covered in this section and the preceding one 

but you’re going to set up some relationships in the movie rental database. That’s what we’re 

covering next. I’ll see you then. 
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Video: Exercise 03 

Toby: Hello again and welcome back to our course on Access 2016. 

It’s almost time for you to do Exercise 03. But before you do I want to just quickly run through 

another example of setting up relationships in the Esprit de Tour database and this is going to 

give you some very helpful tips on how to set up a more efficient set of relationships and a more 

efficient way of entering data in the movie rental database. 

Now what I’m going to do is going to be pretty much the same as I did setting up these types, but 

I’m going to set up countries instead in Esprit de Tour. 

So I’ve created a Country table. It just has a single short text field, Country. And I’ve set up the 

countries which are visited in one or more of our tours.  

Now what I’m going to do is to create the link table, which in this case is going to be the 

TripCountry table.  

So I’ve set up those fields within that link table record and I’ve set the basic properties for each 

of the fields. But now I’m going to go one step farther. And instead of just saying that the 

country in a TripCountry record must be one of the countries in the country table I’m actually 

going to use the country table to give me a dropdown list of available countries.  

So with the Country field selected in the TripCountry design I’m going to click back in short text 

there again and I’m going to say Lookup Wizard. And then what I’m going to say is I want the 

lookup field to get the values from another table or query and click on Next. The table I’m going 

to get these values from is the Country table. That’s fine. Which field am I going to use? That 

one, the Country field. It’s the only one there is. What I can also do is to say how I would like 

the entries in the dropdown that I see sorted. I’m clearly just going to sort them on that one field. 

So in this case I’m just going to sort them into ascending order of country. Now it shows me 

what would currently be in my list. So that’s the countries that I’ve set up. I can now set the 

width for this list, make it a little bit narrower there. Click on Next. And I can actually even at 

this point establish the relationship automatically, including enabling data integrity. And notice 

the option there that’s selected. I can either say Restrict Delete, which is what we’ve done in the 

case of TripType, or I can specify Cascade Delete. But in this case I’m going to go for the 

restricted delete option. And then I click on Finish. The table must be saved before relationships 

can be created. Save now? Yes.  

Now let’s take a look at the relationships window again. And by the way if when you select this 

you don’t see the newly created relationship, if you go to the Design tab here in the Relationship 

tools and click on All Relationships that will show you all relationships. It sometimes doesn’t 

update when you create a relationship in the way that we just have. But as you see here we have 
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a one to many relationship from Country to TripCountry. And of course if I double click on that 

to look at the details it’s enforce referential integrity without cascade delete. 

So that’s one half of the job done. Let’s now do the same from Trip to TripCountry, but this one 

is a little bit trickier as you will see. 

So I go back to TripCountry. I click in TripID and again I go for Lookup Wizard. And again I 

want to look up the field to get the values from another table or query. So click on Next. The 

table that contains the values that I want to select from is the Trip table. Click on Next. And if I 

follow the pattern of the previous couple of cases I’d copy one of the available fields over. The 

field that is going to be the basis of the relationship is the ID field, the ID of the trip matching the 

TripID in the TripCountry record. So I’ll definitely need that. But just showing the IDs will be 

problematic because I’ll just be choosing from numbers. I may well not be able to remember 

what each number is in terms of a trip name or a trip code. So what I’m going to do is to display 

the code and the trip name as well. Now I’m still only going to store the ID in the TripCountry 

record as the basis for the relationship but displaying the code and the trip name will make it 

easier for people to identify the trip.  

So with all those three fields to display click on Next. How would I like the list sorted? Well I 

can sort it on any of the fields that are being displayed. I think I’ll sort it on code, trip code. Now 

note that I have the option for sorting on up to four fields. But I only need to sort on code on this 

occasion. Click on Next. Now Hide key column. Well you could hide the key column. On this 

occasion I want to display the key column. This is the ID that’s going to be stored in the 

TripCountry record, but I certainly don’t need the column as wide as that. The code column only 

needs to be wide enough to display the three characters. And let’s use quite a bit of space for the 

other one to make sure that all my trip names can get in. That looks fine. Click on Next. 

Now when you select a row in the lookup field you can store a value for that row in your 

database. Which of those three is going to be the value I store? Well of course it’s the ID that I 

store. So click on Next. Do I want to enable data integrity? I do. Do I want to cascade delete or 

restrict delete? I’m going to restrict delete. Click on Finish. The table must be saved before 

relationships can be created. Save now? Yes. And now with a bit of luck my relationship will be 

created. Let’s go to the relationships window. Let’s go to the Design tab for Relationship tools, 

Show All Relationships, just open that up and make sure it looks okay. It does.  

Okay let’s go to the TripCountry table. Let’s open it in Datasheet View. The first thing we need 

to do is to choose a trip. Now if I click on the dropdown now look what I get. I get a list of IDs, 

list of codes, a list of trip names. And that makes it much easier for me to choose the trip that I’m 

going to store this information for. Now in the original list sorted in ID sequence the first trip 

was Grand Canyon Family Rafting Adventure. Note that when I select that I get the number four 

stored in the TripID field. So it’s the ID that’s stored. The other two fields are only there for 
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information. And then the country is U.S.A. Let’s click down and do another one. Iconic Italy, 

for example. TripID 5, country visited, Italy, and so on. 

So as you can see by using more than one field I make it possible to do a link between numeric 

fields but with text to help me make my choices. 

So that finally brings us to Exercise 03. I’ve provided you with a list in the exercises folder of 

information about the 50 movies. It’s called MovieRentalMovieInfo.txt. And although it’s not in 

a format that is readily suitable for you to import the data into Access it does list the genre for 

each of the 50 movies. So for instance The Shawshank Redemption genre Crime, Drama. The 

Godfather genre Crime, Drama, and then for Schindler’s List it’s Drama, Biopic, History.  

What I’d like you to do is to set up a genre table and then a link from movie to genre. I’d then 

like you to set up some data, just data for two or three movies is fine. If you’re feeling very 

patient and you’re enjoying yourself you may want to set them all up of course but then I may 

give you a few tips on doing that later on. But I would like your setup to work using the features 

that I’ve shown you earlier on in this section. 

So if you look at my answer to this exercise, Exercise 03, if you open up the MovieGenre table I 

have actually entered all of the movie and genre in there. But if you click say in this row in the 

MovieGenre table you can see that it’s the IDs and the movie titles and the movies are sorted into 

alphabetical sequence of title. And when I’m selecting a genre to create one of these records then 

there’s the list of genre, again in alphabetical sequence. 

So I’d like you to do the equivalent of that for Exercise 03. I’ll see you in the next section. 
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Chapter 13 – Forms 

Video: Creating a Form 

Toby: Welcome back to our course on Access 2016. 

I think by now we’ve made a pretty good start on creating both the Esprit de Tour database and 

the Night Movies movie rental database but we need to now look at the use of forms in order to 

not only protect the database but also to enable people to do more complex tasks on the database 

and to make sure that people can perform specific tasks without if you like seeing too much 

information. So we start to build forms that are focused on what people need to do rather than on 

the total content of all the data that we’ve got in the database. 

Forms are the way that most users will interact with the database. And whilst you could argue 

that we’ve been interacting with the database so far on the course we’ve been using tools that are 

more tools that designers and developers and builders of databases will use rather than the tools 

that end users will use.  

Now I’m going to build a very simple form to begin with and I’m going to use probably the 

simplest approach to building a form in Access 2016 just to get you used to the idea and so that 

we can look at things like form properties.  

If I were building a very straightforward form to perform a specific task, supposing I wanted a 

form to maintain the list of countries in the Esprit de Tour database. The first thing I do is to 

select the table, in this case the Country table, and then on the Create tab there is a Forms group. 

And in that group there are several options for building forms. There is a Form button that I can 

use to build a form. There’s a Form Design button that will take me into Design View for a form. 

I can start with a blank form and build it completely from scratch. I can use the Form Wizard 

which is in fact the thing that I’m going to do first. And then a couple of other options here that 

I’ll come back to later. One of them is I can build a navigation form and a navigation form is a 

sort of home form where we can give users access to the various parts of our database 

application. And then More Forms gives us access to things like datasheets, split forms, modal 

dialogs. We’ll come back to these later on in the course. For the moment let’s just go through the 

Form Wizard. 

Now one of the reasons that I chose the table first is that I know that the Form Wizard if I’ve 

already got a table selected starts off with that table. It looks at the table, makes a list of the 

fields. Well it’s a very short list in this case because it’s basically the Country field. And it says 

these are the available fields. Which ones would you like on the form? Now going back to a 

point I made just now, if you’re designing a form for somebody to perform a specific task you 

may not need all of the fields in a table to be available on that form. So one of the first things you 

need to identify is in order to perform the task that this form is being designed for which fields 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

does the user need access to? If we’re going to make this the main form for maintaining 

countries they’re going to need to be able to access all of the fields in this table which is a total 

of one, Country field. Click on the right arrow to move it into the selected fields list. Of course 

when I’ve got fields in the selected fields list I can move them back out of that list again if I want 

to either by clicking on an individual one and pressing the left arrow or if I press the double 

arrow they’ll all be moved back. So I only have a single field anyways, click on Next. 

You now select the layout that you would like. And this is a little bit confusing when you first 

see it because it’s maybe not apparent that the first and last of the listed options there, Columnar 

and Justified are both layouts where you only see only record on this form at a time. So in the 

Columnar layout however many fields there are in this particular record in this table then you’ll 

see them laid out in columns. And the columns, you see there’s three columns. The item on the 

left in each column is a sort of label and the one on the right is the data itself. With the Justified 

layout instead of having columns you basically have the fields in the record spread out over the 

page, not in columns but in a sort of justified arrangement across the page.  

With the other two options, Tabular and Datasheet, you’re basically seeing a scrolling list of 

records. And in each row of the scrolling list you see the fields in the record. Now on this 

occasion as a very straightforward example I’m going to choose Tabular layout. And I click on 

Next. 

Now I give my form a name. Now I always prefix my form names with FRM. And on this 

occasion in order to draw distinction between the different types I’m going to call that 

frmCountryTabular. And then I have the option of either opening the form to view or enter 

information or modifying the forms design. I’m going to open the form first. 

And there is my form. Note the tabular layout. There is only one field in each record. The fields 

are across the screen. And as you see it’s Antartica, Argentina, Costa Rica, etcetera. 

Note that in the Navigation Pane on the left I’ve now got a new category of forms. And in many 

ways a tabular form does look very much like Datasheet View. But it’s important to realize that 

it is a form and that in fact you can highly customize this type of form. 

Now first of all let’s talk about the data. Each row represents one of the countries in the Country 

table. If I wanted to delete a country, let’s suppose I wanted to delete U.S.A. I select it using the 

record selector on the left and then all I need to do to delete the record is to press the Delete key 

on the keyboard or of course I’ve got the Records group on the Home tab on the Ribbon. Now 

I’m sure you’ll realize what will happen if I click Delete here. I press the Delete key. The record 

cannot be deleted because TripCountry includes related records. So referential integrity means 

that that record cannot be deleted. 

If I wanted to edit one of the records, let’s suppose I wanted to change the name of Maldives. If I 

wanted to change it to The Maldives, for example. I’m not quite sure why but let’s suppose that I 
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did. Then unless there are referential integrity issues that would be fine. I could click elsewhere 

or do a save and it would be fine. I’m actually going to change that back.  

If I want to insert a new country, inserts happen at the end. So let’s enter a new country, Peru. 

And as usual I can, for example, save that and it’s saved. Now note that Peru is not in sequence 

but we’ll come back to that a little bit later on.  

So that’s the basic approach to doing data maintenance with a tabular form. 

Now one thing to finally notice here, note that above the fields there there is a heading. Because 

of the style of the form you may not have noticed. It does actually say Country there.  

What we’re going to do now is to go into the design of the form because even though this is a 

very simple tabular form there are many design options. 

So I’m going to click on there and go into Design View. And the form currently has three 

sections. There is a header section. That’s the one that says frmCountryTabular and then the 

Country heading that I mentioned just now. There is a detail section and the detail section is the 

part that is repeated for each record. And then there is a form footer. Now at the moment this 

form does not have a footer. I’m going to make one small change to the header but we’ll come 

back to headers and footers in general a little bit later on.  

The header gets default content. In fact by default the name of the form is put in there. But that 

default content I could actually change. Just click and edit. So that’s a very straightforward way 

of changing what is in effect fixed text in a header or footer. But also note that when I finished 

editing that the header now has a sort of little orange border around it. And one thing to become 

familiar with when you’re working on forms is that when you’re in Design View you will 

normally have something selected. And at the moment we have the header selected. Let’s 

suppose that I wanted to select the country field down here instead. This is the field that holds 

the name of the country for each record. If I click on the edge of that that’s now got that orange 

border. And if I click up here in the Tools group on the Property Sheet I can see the Property 

Sheet for the selected object. Now there are many, many properties for a field on a form. Let me 

just scroll through. And we’re not going to cover all of those on this course but we’ll cover a 

good few of them.  

Let’s start with the top one in the name list. What is the name of this field? This field is called 

the Country field. It’s the Country field on the form. And what is its source? Where do we get 

this value from? Well we get it from the country, but in this case when we say the country we 

mean the country in a tblCountry table record. What’s the format? Well the format is currently 

blank and there’s a default. The default is based on the fact that this type of field, this type of 

control on a form is a textbox. So we’ve got a textbox on a form. Its name is Country, its control 

source is Country, and with our blank format there it gets a default format. Look down at Font 

Size. That has a font size of 11 point. Supposing I wanted to make it much bigger, say I wanted 
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to make it 20 point. Let’s go back, open the form again and see how that looks. Going back and 

opening the form again is going into Form View. Now you can see that the letters are much 

bigger, much easier to see what each of the countries is, but now we can’t see the whole of each 

word. So let’s go back into Design View and what I’m going to do is to drag that down a little bit 

and I’m going to make the box a little bit taller. Now let’s go back into Form View again and 

now I can see those countries much more clearly. And hopefully that gives you an idea of the 

sort of thing that we do when we’re designing forms. 

So there’s one other little correction there to make in the word Africa in South Africa. Okay I’ll 

save that one. Now let’s go back into Design View again. Note that the Country field is still 

selected. If I right click on that you notice properties at the bottom but there’s also second up 

from the bottom, Form Properties. And if I select Form Properties I’m looking at the properties 

of the whole form. Notice the selection type there, Form. One of the most important things to get 

used to when you’re working on forms is making sure that you have the right object selected 

when you’re adjusting those properties. 

I just want to point out a couple of things about this form. One of them is the record source is 

tblCountry. That means the records that are displayed here are coming from the Country table. 

And with no other information then those records will be sorted according to their position in the 

Country table. But the source of the records is actually one of the data properties. And if I click 

on the Data tab here, as you can see Record Source, etcetera. One of the properties is Order By. 

And I can actually put in an order by here and I could say I want these ordered by country. And 

that means that the entries on the form will be ordered by the country field in the record. And of 

course that’s the only field in these records. If I do an Order By, let’s see what happens in Form 

View. You notice now that Peru is in the correct sequence on the form, although it is still at the 

end of the records in the table. So the sequence in which I’m presenting the contents of the table 

on the form is different from the sequence in which they’re stored. 

So if I wanted to add another country, let’s say Canada, click on Save, and then all I need to do is 

to do a refresh using the button in the Records group and Canada is in the correct position in the 

sequence of countries. 

That’s it for this section. Please join me in the next one. 
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Video: Modifying a Form 

Toby: Hello again and welcome back to our course on Access 2016. 

In the preceding section we started looking at forms and in this section I’m going to continue 

looking at the form that we made for maintaining the list of countries in the Esprit de Tour 

database.  

Now I’ve returned the size of the country field or the country control as we should really call it 

to its former size. And the text inside is back to being 11 point. And I want to go back now into 

Design View and I’m going to look at the Form Properties.  

Now you notice in the Form Properties one of them, Default View, is Continuous Forms. I’m 

now going to change that default View to Single Form and I’m going to return to Form View 

again. Now in Form View now I no longer have that continuous view with the fields of each 

record across the form. Each record now occupies one form. And I get a set of navigation buttons 

at the bottom of the screen there which I can use to step through the records in the country table. 

I have navigation buttons to take me to the last record and to take me to the first record. And I 

have a button there that enables me to insert a new blank record which as always will be at the 

end of the records in the table, although the sequence of the records as they appear we can 

determine using the sort of approach we used in the preceding section.  

In Single Form View we can of course do all of the normal maintenance functions. So if I go 

back to the first record, for example, Antarctica, if I wanted to edit that I could just click in the 

field with Antarctica and edit it in whatever way I wanted to. If I wanted to delete it I could 

select the record and delete it. The selection bar on the left there when I click on it is fully 

highlighted. If I then press Delete of course I get the requirement for a confirmation. And if there 

were a referential integrity issue I wouldn’t be allowed to delete that record. So in Single Form 

View we can insert, modify and delete records. And in fact we can use almost all of the facilities 

on the Home tab in the Ribbon. So for instance supposing I wanted to filter. If I click on Filter 

here in the Sort and Filter group and say Text Filters I could say, for instance, begins with the 

letter C, click on OK and now all I will see are the countries that begin with the letter C.  

Now I can toggle the filter on and off using the Toggle Filter button in the Sort and Filter group. 

I also have a button down to the right of the Navigation buttons, I can switch the filter off there 

as well and then it say Unfiltered. I can also do a search. I can either click in the Search box to 

the right of the Filtered/Unfiltered button which in turn is to the right of the Navigation buttons. 

So if I wanted to find, for example Africa, there is the first record that’s found with the word 

Africa in it. And then if I click on Find in the Find group I have that more flexible and detailed 

Find and Replace dialog in which I can look in, for example, the current field, I can match any 

part of a field, a whole field, etcetera. And then I can do things like case matching.  
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So in terms of finding my way around the records, reorganizing, sorting, filtering the records I 

can use those controls on the Home tab when I’m in either Continuous Form View or in Single 

Form View. 

So there’s just one other thing to do in this section. Note that if I click on View on the Home tab 

I can switch between Form View, Design View and Layout View. And we’re going to be looking 

at Layout View in a couple of sections from now. But I want to go back into Design View 

because I want to show you something else. 

Apart from those three options and noting that the default view now for this particular form is 

Single Form even though its name is CountryTabular one of the properties a couple below that is 

do we allow Datasheet View which defaults to no. I’m going to change that to yes. And given 

what’s called the Data Set, that is the records that are shown in this form in Single Form View or 

in Continuous Form View do we also allow users to work in Datasheet View in the form? Now 

when I changed that to yes, if I now click back on that View button I’ve not got three options, 

I’ve got four options. And the new option is Datasheet View. And I can switch to Datasheet 

View for frmCountryTabular and I can work in Datasheet View for the data that is shown on that 

form. Now bear in mind that that data may be selected from a number of tables. And that’s one 

of the reasons that it’s not the same as Datasheet View for a table. It’s the data that’s selected for 

this form which may be selected as I say from a number of tables. It may be sorted in a specific 

way, as it is here where we specified that the sort order is country name. 

That’s it for this section. In a couple of sections time we’re going to look at forms in much more 

detail, but in the meantime I’ve got a little exercise for you, Exercise 04 for you to create your 

own first form. 
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Video: Exercise 04 

Toby: Welcome back to our course on Access 2016. It’s time now to set you Exercise 04 and all 

I need you to do in Exercise 04 is to create a Genre Maintenance form for Night Movies. 

Now here is my Genre Maintenance form. And as you can see Exercise 04 that version of the 

database contains my solution. You’ll see the name of the form in the Navigation Pane on the left 

there.  

Just a few things about this form. First of all its default is to be single form and Datasheet View 

is allowed. So when I click on the View button there I get four options. The genre within the 

maintenance form data set are sorted by genre name. And in addition to producing a working 

form I’ve also selected a theme for the form. Now I haven’t showed you how to do this so far on 

the course. I will be showing you later on but maybe you’d like to sort of experiment ahead a 

little. And when you’re in Design View see if you can select the theme of Slice. And also for the 

header change the style of the header so that it has no border but is shadowed as with the header 

that you can see there. And the single control in the form, the one that holds the genre itself, 

make it a little bit taller. When you select the Slice theme you’ll find that the text is a little bit 

taller and doesn’t really quite fit. So make that control a little bit taller and make sure that that 

has that shadow effect as well. The shadow in both cases is a special effect. 

Now don’t worry if you can’t see how to sort out the theme and the shadow and so on because 

I’ll be going into that later on in the course, but a useful little bit of experimentation for you to do 

there. But do make sure that you have a working genre maintenance form. 

That’s the end of this section. Please join me in the next one. 
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Video: Forms in Layout View 

Toby: Hello again and welcome back to our course on Access 2016.  

In this section we’re going to take a look at Layout View. And in order to demonstrate Layout 

View we’re going to start by creating a new form. In the preceding sections we created a country 

maintenance form that is still called CountryTabular. In fact I’m going to rename that form now. 

I’m going to call it CountryMaintenance. So I’m going to right click on it in the Navigation 

Pane, click on Rename. Okay that’s now my CountryMaintenance form. 

In this section we’re going to create a form to maintain trip information. And at the moment of 

course that’s the main body of information in the Esprit de Tour database. Now the way that 

we’re going to create the form this way though is a little different. So I have the trip table 

selected now. Go to Create and instead of using the Form Wizard this time I’m going to click on 

Form. And what Access 2016 will do is to create a form. And in this case obviously with this 

much larger number of fields the form is a more complex form. And in this section we are 

primarily going to work on it in Layout View. 

Now first of all we can confirm that we’re in Layout View by looking at the left-hand end of the 

Status Bar. And note also on the Ribbon that we have Form Layout tools. That’s a set of three 

Ribbon tabs, Design, Arrange and Format. This is a type of Design View. So you’re going to use 

Layout View to do design work. And I’ll point out one or two of the major differences between 

Layout View and Design View a little bit later on. But in Layout View primarily we’re looking 

at the layout of a form.  

Now with this particular form it’s a single form type form. So let me use one of the buttons at the 

right-hand end of the Status Bar to switch into Form View. And I can use the Navigation buttons 

at the bottom of the form to step through the trips in the trip table. Now one of the main 

differences between this form of course and the form we saw earlier on is that this one has 

basically all of the fields that are in a trip table record. And they’re arranged by default in a 

tabular style. I’ll come back to that tabular style in just a moment. But notice in Form View that 

for example if I wanted to modify activity level I could use the dropdown on the right to access 

the value list for activity level. And as I haven’t yet replaced country with the new TripCountry 

facility that we created using relationships earlier on I still have to old style country information 

based on a value list with just U.S.A. in and the fact that I can type in anything I want other than 

U.S.A. as the country. If I wanted to, for example, update the description in one of the records in 

this form I just click in there and edit it. And the same is true for all of the fields on the form. 

Now that in itself is a little bit dangerous because if you look at that very first field, the ID field 

do you really want people to be able to go in and try to change that number? And again we’ll 

come back to that a little bit later on as well. 
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So I’m going to switch back into Layout View and now I’m going to explain how Layout View 

works. 

When Access 2016 creates a form it uses a tabular layout. And if I click on this plus sign just 

above and to the left of the ID label I’ll select what is in effect a table on this form. Now if 

you’ve used say Microsoft Word before or even if you’ve Access before I’m sure you’ll be 

familiar with the concept of a table. And as with those types of table you have rows in a table 

and columns in a table. And in this particular table we have one row for each field in the trip 

table. Now there are two uses of the words table there. The table as in trip table is a data table in 

Access. A table as in a layout table is the sort of table that you get in say Microsoft Word. So this 

layout table has each row holding a field from the trip data table. And in each of those rows you 

have a label and the you have a container for whatever the piece of data is. So you have the label 

ID and then the value of the ID of the particular record selected, in this case seven, and then in 

the second row you have the word Code which is the label for that field, the code field in the trip 

table, and then the value of the code for this particular record is CRM. So you have labels in the 

first column and then you have the values of the various fields in a record in the trip table in the 

right-hand column.  

Now by creating a form in this way what Access gives us is a very tidy form. If you think about 

what Access has done here everything is very neatly arranged. Nice rows, nice columns, 

everything is squared off. It all looks very smart. However there is a downside to this. And the 

downside is that generally speaking it’s very wasteful of space. If you look at, for example, the 

amount of space to the right of the number seven in the ID row or to the right of CRM in the 

code row, etcetera you can see that when Access makes a form in this way it is going to be very 

wasteful of space. On the other hand it’s very quick, it’s very easy and it works.  

Let’s look at how we might change the layout of this particular form. Now let’s suppose that I 

think that there’s far too much space wasted by ID and code. And what I’m going to do is to put 

both of those on the same row. One way of doing this, first of all let me click on the ID field 

itself, make sure it’s selected, hold the Control key down, click on its label as well. Now let me 

press the Delete key on the keyboard and I have deleted that particular row in the table. Now 

again let me click somewhere within. What I’m now going to do is to insert a row above the 

selected row, that’s the code row. If I go to the Arrange tab I want to click on Insert Above and 

I’ve now got a new empty row. Now within that row I’m going to click somewhere. I’m going to 

click there in the data part of the row and I’m going to click on Split Horizontally. Now I’m 

going to put the ID in the selected cell. And in order to access the ID what I need to do is to click 

on the Design tab and click on Add Existing Fields. Now what happens with Add Existing Fields 

is that I see a panel on the right with a list of all of the fields that are available to me. And 

basically that’s the list of the fields that are in the trip table. So I’m going to select the ID field 

and I’m going to drag it into that position. Now watch what happens when I do that. You see that 

I have the ID number and the ID label in those first two cells. Now what I’m going to do is to 

drag code into the remaining one. What happens there is interesting as well. Drop code in there 
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and it actually splits that into two cells. So it’s got the code label on the left hand one and the 

data on the right hand one. Now that of course means that I don’t need the second row. So let me 

click on code, hold the Control key down, click on GCA, the data part, hit the Delete key. That 

row has gone. And what I’ve now got is a better use of space by putting the ID and the code on 

the first row together. Those are now a little bit on the small side so I just expand that up a bit. 

And I’ve changed the layout of my form. 

Now one of the best things about using Layout View is that it’s very easy to keep everything 

neatly lined up. Access 2016 does most of the work for you. So for example if we wanted to put 

duration days, price minimum and price maximum on one row at the bottom there that would be 

very straightforward. Now as I say Layout View is very often used primarily for layout but it’s 

worth knowing that it’s not restricted to only doing that. Let me look at one or two other useful 

aspects of using Layout View.  

I’m going to close the field list at the moment. Now I’m going to click on Property Sheet. 

You’ve seen the property sheet before of course. Currently in Layout View I have a particular 

field selected. It’s the value of the ID. And if you look at the property sheet on the right you’ll 

see the selection type is textbox. You see its name there, ID. Note you can use this dropdown list 

here to select whatever else you need to select. And if I select other controls on this form what 

about the activity level control there? You’ll see the properties of that control including its type. 

Activity level, this is actually a combo box. And most of the fields on here actually are 

textboxes. Although if I click say here on the word TripName that’s actually a label. And one of 

the things that can be quite confusing when you’re working on forms in Access is that the labels 

by default tend to get names like Label 6. Now I don’t particularly like names like that so what I 

tend to do if I’ve got a form that I’m going to be using over a long period of time is that I tend to 

rename them. So that particular one, for example, its name is Label 6. If I click in there I would 

change its name to TripName Label which would make it easier to locate in the dropdown. But 

also the caption itself you can change. The captions by default get the names of the associated 

fields. So of course as you know I don’t put spaces in field names. I might want to put a space in 

that caption and have Trip, space, Name.  

Now let me just go back to ID for a moment because there’s another very useful property here.  

If I click on the Data tab one of the properties towards the bottom is Enabled. And what I’m 

going to do here is change the value of this property from Yes to No. Now let me go into Form 

View. I can click in Trip Name, I can click in Code, I can click in all of the fields except I can’t 

click into ID, which means that by changing enable to no in that field nobody is going to be able 

to go in there and try to change that ID number. 

And incidentally if I’m using this form for trip maintenance if I wanted to add a new trip, so I’m 

going to go down to the navigation buttons and say New Blank Record. Note that until I start 

entering some data here I don’t get an ID number. If I put in a code the ID number is assigned, 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

although of course I don’t currently have a valid record. If got partway through this and decided 

no, I’m not going to do that. I’m not going to add another record at this point and go back it 

won’t let me go back. You must enter a value in the tblTrip Trip Name field. So it’s going to go 

through the required fields with me. What I would then do is just press the Escape key on this 

one and I’m back to a completely blank record again and then I can go back into the body of the 

existing records. So when you’re adding one way of, if you like, aborting the add is to use the 

Escape key.  

So finally what I’ve done for this section is to change the labels to format them a bit more neatly. 

Every label has a name that indicates what it is the label for. So when I click on the dropdown 

here to choose the object that I want to work on the design of I’ve got names now like Code and 

Code Label and Country and Country Label. It makes it much easier to find the particular item 

that I need to do something to. And I’ve saved the form as TripMaintenance. 

That’s it for this section. I’ll see you in the next one. 
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Video: Forms in Design View 

Toby: Welcome back to our course on Access 2016.  

In this section we’re going to continue looking at forms and in particular we’re going to start to 

look at Design View. 

In the preceding section we made a trip maintenance form and the work that we did on 

customizing that form was done in Layout View. Now whilst working in Layout View can be 

quick and easy and get good results if you really want fine control over exactly what’s happening 

on forms then you need to turn to Design View. 

Now before I look at Design View in more general terms I’m going to look at one of the other 

options for creating a form and that will lead us into Design View. So I’m going to go to the 

Create tab and I’m going to click on Blank Form. And what I get is literally a blank form. And if 

you look at the field list on the right you’ll see that there are no fields listed. So when it comes to 

adding fields to this blank form I have none to choose from. But I can click on Show All Tables 

and if I choose the trip table for instance, click on the plus sign next to it in order to expand, I’ll 

see a list of all the fields in the trip table. And let’s suppose the first field that I want to add is 

Code. So all I need to do is to double click on Code and I now have a code field on my form 

complete with label. 

Now before I go any farther I want to explain something very important about what’s happened 

so far. And in order to do that I’m going to go into Design View for the trip maintenance form 

that I created in the preceding section.  

Now in Design View there what I’m going to do is to just click on any one of the fields, right 

click, Form Properties. Now the very first of the form properties is the Record Source. And the 

record source for the trip maintenance form is tblTrip. And what we say is that the trip 

maintenance form is bound to the trip table. And what that means is that the fields that we are 

freely able to put onto the trip maintenance form are those that are in the trip table. Now let me 

close that form again and let’s look at the form that we’ve just created. What I’m going to do 

again is select on that, right click, Form Properties, and the record source here is not the trip 

table. The record source here is a query, what’s called a Sequel Query. Now you can’t actually 

see the whole of the query here but it says select tblTrip.code, that means select code. I’m just 

going to press the right arrow on my keyboard so that you can see the rest of the query, from 

tblTrip, semicolon. Semicolon denotes the end of a query. We haven’t looked at queries at all 

yet. They’re one of the next topics we’re going to cover. But what this query means is that this 

particular form is not bound to a whole table. It’s only bound to a single field on a table. Select 

code from trip. So it means that for this form what’s available are only the code values. So I 

could make a form with just code values on the basis of this query and the form is bound to the 

query. 
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Okay let’s close that property sheet again and go back to the Design tab and open Add Existing 

Fields. I’m going to do Show All Tables. Once again with table trip selected I’m now going to 

add duration days. So I’ve added a second field from the same table.  

Let’s look now at the properties of the form again. 

If I bring up the property sheet to see the form I really only need to go down this dropdown list 

here to Form. And my query has changed. My query now says Select Trip.code, 

Trip.DurationDays. So my select query is now saying that I am selecting code values and 

duration days values from the trip table but only those two. So my form being bound to that 

query now has two fields available to it.  

Now one very important point and one we’ll come to in two or three sections from now is that I 

can of course mix different fields from different tables on a form. And this is one of the next 

most fundamental aspects of Access that we’ll need to go through. But for the moment let’s just 

get used to the idea that a form can be bound to a table or to a query. And let’s move back to 

looking at the design of this form. 

So let me close the property sheet again. You notice that I’m actually in Layout View while I’m 

working on this new form. I’m now going to switch into Design View. 

In Design View those two fields with their labels stay in exactly the positions that they were in 

before. And they are actually still within the tabular structure that is imposed when I work in 

Layout View. Let me just click on one of the fields. You can still see the plus sign there denoting 

the tabular layout structure. What I’m now going to do is to click on the Arrange tab and click on 

Remove Layout. Now when I click on Remove Layout what I have is pretty much free reign to 

move these fields around in any way that I want. And you notice that the first thing that’s 

happened is that one of them has just completely dropped over the top of the other one. So the 

positioning, the structure, the layout, the tabular structure that was keeping them in those tidy 

relative positions has all gone. And now I can move these two fields around in any way that I 

like. So for instance, I could grab the DurationDays field, just hover over until I get the crosshair 

cursors and I’m just going to pull it over to the right.  

Now notice that when I pull it over to the right its label moves with it. And that is the default 

behavior for a field with its label in Design View. But if I click on the label alone so that only the 

label is selected and I hover over that little block at the top left-hand corner of the label there 

until I get the crosshair cursors I can move the label around if I want to. I can move it farther 

away, I could put it above the field, and so on. Let me click on the field again, move it and now 

its label moves with it again. So in Design View I pretty much have complete freedom as to 

where I place everything on a form. 

However, with this freedom comes at least potentially a large amount of extra work because, for 

example, the alignment that’s provided by that tabular layout in Layout View has gone and now 
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if you want your forms to have controls that are neatly aligned you have to do that yourself. Now 

apart from aligning the controls on the forms there are even things like the actual size of the 

controls. There are a number of tools that are available in Access 2016 to help with this. Let me 

just briefly look at one or two of the main features here. 

If I bring up the property sheet again the code field is selected at the moment. And if you look at 

the format properties there are a whole set here, width, that tells you how wide that control is, 

how high it is, what its position top is within its section, the detail section of the form, and how 

far left it is. So if you look at top, for example, it’s currently 0.375 inches. Let’s suppose I made 

it one inch. And if I select DurationDays I could make its top one inch as well. I could also go 

through and make sure that their heights and widths are the same, etcetera.  

There’s also an option, let me say that I want to move the code field and I’m going to put it down 

here somewhere say. If with the code field selected I also select the duration days field on the 

Arrange tab there is an Align button in the Sizing and Drawing group. And if I say Align Left 

those two controls are aligned left. And let me deselect and just select code, drag the code field 

up here somewhere. I could select duration days as well and click on Align Top and then those 

two fields are aligned top. So I can use those kinds of tools for alignment and then I’ve got 

various tools such as the property sheet for checking sizing and so on. So there are plenty of 

things there to help you. It just becomes quite a bit more work. 

So what I’m going to do now is to close the property sheet again. I’m going to close this form 

without saving the changes. That was purely for demonstration purposes. And I’m once again 

going to create a new form. This time the option I’m going to choose is Form Design. Now this 

gives me an empty form. On this occasion the empty form has a default size. I can of course 

change the size of this form. Note that there’s no header or footer. They are items that we might 

want to add later on. And if I go to the property sheet for the form, so click on Property Sheet, 

make sure Form is selected, you notice that there is no record source. So this form is not bound 

to anything at the moment. Let me click on the dropdown and for the moment I’m going to bind 

it to the trip table. Having bound it I’m going to say Add Existing Fields. There’s my list of 

fields. And to the add the fields I can either select and drag or I can double click. So if I wanted 

code first, double click, trip name, double click, activity level, double click, and so on. And 

having done that what I would then do is to move those fields and their labels around into the 

positions that I want to see them on the form. I can resize them, I can move the labels, I can 

check the properties of any of the fields as I work on them, including things like disabling fields 

that I don’t want users to be able to change. 

So having got this far let me just add a couple more fields. So I’m going to put duration days on 

there and I’m going to put the description on there and maybe then price min and price max. 

Having added those fields to the form and I haven’t done anything really to rearrange them what 

I would normally then do is to look at the form in Form View and just see how the data looks 

with the current arrangement. So what I’m going to do is switch to Form View and straightaway 
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I can see that well it’s really a bit of a mess because the trip name doesn’t fit, the description 

doesn’t fit, and even things like the activity level will not fully fit. So there’s actually going to be 

quite a bit of work to do on this form to make it workable. But I should point out one very 

important thing, particularly in the early days of working on a form it’s probably not a good idea 

to try to be too thorough and too accurate because the chances are that as you add more fields 

and as you do things like change the theme or change styling of forms where you might change a 

font or change a font size, if you put a lot of work into the early stages of trying to make 

everything look just right it may be that you finish up doing that many times. So the approach 

that I tend to take, particularly when I’m using Design View and to be honest I usually do finish 

up using Design View, is to get a roughly correct design first and then save the detail until later 

on. Now I’m going to close this now. I’m going to call it frmTripDesign. This may ultimately 

become our trip maintenance form instead of the layout one that we did earlier, but for now. 

Okay. That’s the end of this section. Please join me in the next one. 
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Video: Form Design 

Toby: Welcome back to our course on Access 2016. 

In the preceding section we developed this form in Design View. And in this section I’m going 

to go through various other aspects of form design. And apart from one or two major omissions 

that we’re going to deal with in following sections it will offer a good starting point for 

maintenance of trip information for the Esprit de Tour staff as they maintain details of their trips. 

The first thing that I’m going to deal with on this form is making sure that I have all of the fields 

that I want on the form. So I’m going to go to the Design tab and open up the Add Existing 

Fields panel on the right and just check that everything that I want is there. Now note that I 

haven’t put the country field on the form at the moment. And the reason for that is that I am 

going to show the country or countries visited but I’m going to use the new TripCountry facility. 

And so I’m going to do that in a couple of sections from now. Apart from that the only other 

field that’s missing is the ID field. I am going to show the ID field so I can either drag and drop 

it or just double click and it appears on the form. And what I’m going to do now is to move the 

fields around into approximately the positions that I want them to appear on the form.  

Now just before I do that one other thing. Let me just move the ID field there out of the way.  

Particularly when we’re dealing with maintenance forms but also to some extent when we’re 

dealing with forms that users are going to use, you don’t always need to show the name of a 

field. You don’t always need to label a field. Now in this case I probably would label all of these, 

but just to demonstrate that you don’t have to what I’m going to do here is I’m going to delete 

the label for the ID field. So I select it and then press Delete. And I’m going to select the label 

for the code field and I’m going to delete that as well. Now that doesn’t in any way impair the 

operation of the form. And of course it will give me a little bit more space. 

So what I’m going to do now is to move these fields around into what to me makes a logical 

sequence. I’m also going to rename the label fields, as I showed you in the preceding section, 

and I’m going to change the words in the labels, primarily putting spaces in, but I’m going to 

reword them a little, again as I showed you earlier on. 

Now in order to do that I’m not going to need the field list any more but I will need the property 

sheet. So join me again when I’ve done that. 

Sometimes when I’m working on a database I might not go too much farther than this on any 

form until the whole database was starting to take shape. But I’m going to do quite a bit more to 

this form now and a very important next thing to do is to work out how big each of those fields 

actually needs to be. Now as we saw before if I open the form and look at some data, so I go into 

Form View, you’ll soon see some of the problems. So for instance the ID field can be much 

narrower, the code field can be much narrower, the trip name needs to be much wider, and so on. 
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So I’m not going to do this very scientifically at the moment. At this stage what I’m going to do 

is to adjust the sizes of those fields and then run through the existing data in Form View to just 

make sure that everything is fitting comfortably in those fields. 

Now when it comes to resizing fields you basically have a couple of options. One option is to do 

it by using the property sheet. So let’s say I look at the ID field there. I go to the Format tab, look 

at the width. It’s one inch. Well that’s way too wide. Why don’t I try something like 0.4 inches? 

And again switch back into Form View, look at that and say, “Oh yeah that’s okay because I’m 

going to be able to get into the thousands before that’s a problem. So maybe that’s alright.” So 

that’s one approach. Another approach is to do it really quite visually. So in the case of the code 

field I could select the field, note the sizing handles on all four sides and all four corners. I could 

visually say well that probably looks about right. Back into Form View and I might say, I could 

actually make it a little bit narrower than that. Don’t forget that letters are not a fixed width. So 

you really need to allow for the widest three letter code you could have. The widest letter is the 

M. So could you get three M’s in there, three uppercase M’s that is? Yes you could. So maybe 

that width is about right. Whereas if I go into Design View for the trip name that definitely needs 

to be a lot wider. So I could stretch that right out there and try that.  

So I’m going to do that with each of my fields and try and get the widths to workable values. 

Now one thing I should point out here is that I’ve adjust the widths. I may also need to address 

the height of controls. As you saw earlier on depending on the theme, the font, etcetera that I use 

on the form I may need those controls to be taller. But what I want to look at next is alignment. I 

wouldn’t normally worry about that too much at this stage in development but let me just show 

you some basic alignment. If I, for example, wanted to align the controls in the top row there, so 

ID, hold the Control key down, select Code and select TripName. Note that the TripName label 

will move with it. If I want to align top on the Arrange tab Sizing and Ordering, Align Top. This 

will align with the topmost control in the selected controls. They are now top aligned. Let me 

deselect. If I now wanted to right align TripName and Duration and Description and 

PriceMaximum, when I go to align and click on Right they will be right aligned with the 

rightmost control. In this case that would be TripName. And then finally I’m going to align 

Description with PriceMinimum. Note Description is the leftmost of those and I’m going to left 

align those. So that’s by no means a finished job but it certainly makes everything look a lot 

tidier. 

The next thing I’m going to show you is something that not everybody likes. Some people do, 

some people don’t but it will illustrate a couple of other important aspects of laying out and 

designing a form. What I’m going to do now is to select all of the labels. So that’s the trip name 

label, the activity level label, etcetera. And with all of those labels what I’m going to do is to 

change the alignment of the text in those labels to be right aligned. 
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On the Property Sheet in the Format group for the selection if you go almost halfway down there 

is a Text Align property. Click in there and select Right. And now the text in each of those labels 

is right aligned. Now some people prefer to have the text in labels right aligned. And many 

people will do things like say put a colon at the end. I’m going to leave those set at right aligned 

but one of the other problems here is that because of my moving things around the labels are 

separated from their respective fields by varying horizontal amounts. So what I really need to do 

is to sort of tidy those labels up a bit. So for instance let me deselect again. Let me select the 

description label there and the price min label there. And with those I’m going to do a right align. 

So that will certainly make those evenly spaced from their respective fields because I already left 

aligned the description field and the price minimum field. And to some extent you can achieve a 

more even distribution like that. Sometimes you really need to do it visually. So if you take 

duration here, if I wanted to make it a similar sort of distance to those two I can just nudge it a 

couple of places to the right and then I’m just going to do the same with price max. Drag it by 

that top left corner square. And that’s certainly accurate enough for the moment. 

The next thing I’m going to do is to just try this out in Form View. When I go into Form View, 

notice that the selected field, the first one, is the code not the ID. Let me tab through the fields as 

a user might. So press the Tab key, Trip Name, oh Description. That’s strange. Activity Level, 

Duration, Price Minimum, Price Maximum, then it goes back to ID, press Tab again, I’m on to 

the next record. So there’s something not quite right there. 

If I go to Design View on the Design tab there is a Tab Order button. Click on Tab Order. That 

brings up the Tab Order dialog. And that shows me the current order of tabs on this form. Now 

as you can see the order is Code, Trip Name, Description, Activity Level, Duration Days. Now 

that is why it’s tabbing in the strange way that it is. Now it’s pretty easy to fix that manually. If I 

say wanted to put ID first I select it and then I drag it up to the correct position. But there is also 

an Auto Order option down here. And if I click on Auto Order it will use the default ordering of 

top left to bottom right. So click on Auto Order and now it says ID, Code, Trip Name, Activity 

Level, Duration, Description. That’s right. So when I’m happy with that click on OK and now 

this form will tab in the correct tab order. 

Now there’s just one other thing that I want to do in this section and that is to add a header and 

footer to this form. So if I go back to the Design tab, go to Header and Footer, what I’m going to 

do is click on Title and this not only displays a title but in doing that it adds a Form Header 

section and it adds a Form Footer section. 

The default title is the name of the form. So I’m going to change that title. I’m also going to 

change the alignment of the text in that label field. So I’m going to go to Text Align and change 

it from left to center. And I’m also going to insert a date and time. Now when I insert date and 

time a little Date and Time dialog comes up. It gives me the options of including the date or the 

time or both. I’m not going to include the time on this occasion. So dates fine and of the optional 

formats that are available I’m going to go with the one that’s proposed there, Wednesday, May 4, 
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2016, click on OK. Now that appears as a little field in the header. You can probably just about 

see it there. What I can do, if I wanted to put that say in the footer instead, if while that field is 

selected I cut it, so that’s Control-X to cut the field, I can then click into the footer and Control-V 

to paste it into the footer. And I think what I’m going to do is to move the date and time over to 

the right there, but I can do that by stretching the field right across and just making sure that the 

date is right aligned in the text, which it is. 

So let’s have a look at the form now.  

Note where the date appears down at the bottom there. Don’t worry about how big this form is. 

We’ll come back to that a little bit later on in the course. You can see the date and time at the 

bottom there. You can see Trip Maintenance at the top. And as I step through, yep, that’s starting 

to look much better. 

Now although we’ve covered quite a few aspects of form design in the last two or three sections 

there are many more that I have not yet covered and we’re going to come back to some of those 

later in the course. In particular we’ll be looking at themes, we’ll be looking at some other tools 

to help with alignment, and we’ll be looking at formatting individual fields and their properties. 

But I think I’m reasonably happy with this form so what I’m going to do is to close it and I’m 

going to make that my Trip Maintenance form. So the one that’s currently my Trip Maintenance 

form I’m going to rename. I normally keep my old forms, old tables, etcetera. I may get rid of it 

one day if I don’t actually need it, but I normally keep them in the database when I’m working 

on development. And then I’m going to rename the new Trip Design form and that’s now my 

working Trip Maintenance form. 

That’s the end of this section. I’ll see you in the next one. 
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Video: Exercise 05 

Toby: Hello again and welcome back to our course on Access 2016. 

It’s now time for Exercise 05. And in Exercise 05 what I’d like you to do is to create a movie 

maintenance form.  

On this form I just want you to include title, directors, year of release, and runtime. Don’t add 

genre at the moment. We’ll come to that a little bit later on. And you might display the ID, but 

make sure that the person maintaining the list cannot access the ID.  

I’ve done a little bit of work on the styling of this form and as you can see it’s similar to the 

styling that I used on the genre maintenance form. But of course we may do quite a bit more 

work on styling later on. 

Make sure that the tab order is correct and you’ll note that I’ve included the date and time at the 

bottom of the form. They’re centered on the space of the form. Although at the moment the way 

the form appears in terms of, for example, the width of the header and the width of the footer 

may all seem a little bit strange. But we’ll be covering that a little bit later on in the course. 

You should finish up with an answer that’s pretty similar to mine. And I changed, for example, 

the names of the labels controls along the lines of the name that I use during the course. But 

these aspects of design in Access are very personal. You may or may not choose to do that 

yourself. 

That’s Exercise 05. I’ll see you in the next section. 
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Chapter 14 – Subforms 

Video: Setting up Subforms – Part I 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to start looking at Subforms. 

The idea of a subform is that it is in effect a form within a form. And normally the reason that we 

use a subform is to show repeated values within a form. Now I’m going to start looking at 

subforms with a very straightforward example and then I think it’ll become clearer why we use 

subforms. 

If I open up our new trip maintenance form, remember that we haven’t included the country or 

countries on this form. And a very long time ago what people would typically do would be 

something like say have ten spaces on there for countries and just use as many of the ten 

countries as I needed depending on the trip that’s shown on the form. But what we do nowadays 

is we have a subform. Each row in the subform will be one of the countries that the trip visits. 

Therefore is the trip only visits one country there’d only be one entry. If the trip visits five or six 

then there will be the corresponding number of entries. 

Now people go about adding subforms in different ways but generally speaking the way that I do 

this is that I build the subform first and then I add it to my main form. And that’s what I’m going 

to do on this occasion. So let me close the trip maintenance form and let me start creating a new 

form. 

Now I’m going to create this form by going into Form Design. And in the first couple of 

examples of using subforms I’m going to quite deliberately do things in not quite the right way. 

And then once we’ve actually got further down the roll of designing and implementing the 

subform you’ll see that there are better options. 

This form is going to contain a list of the countries visited on a particular trip. And the way we’re 

going to approach this is that the form is going to be bound to the trip country table. So that’s the 

first job. Go to the property sheet, choose the form and then for the record source I’m going to 

use TripCountry. Now at the moment I’m going to use all of the fields from trip country. So let 

me show, Add Existing Fields, and I’m going to put ID, TripID and Country. Now I’m going to 

remove that label, I’m going to remove that label, and I’m going to remove that label. And what 

I’m going to do is to carefully arrange and size these. Now that’s my first attempt at this form. 

Let me resize the form itself. I can drag up like that and I can make it narrower like that. Let me 

just do a little bit of alignment in case there are any errors. Now let me go back to the form 

properties. So bring up the property sheet, make sure that I select Form. The default view in this 

case is not single form. It’s going to be Datasheet View. Do I allow Form View for this? No I 

don’t. Do I allow Datasheet View? Yes. Do I allow Layout View? No I don’t. Close that, close 
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the form. Now on this occasion what I’m going to do is to give the form a name that reflects 

what the form shows. It’s frmTripCountry. So this is a form that for a trip shows the countries. 

And now what I’m going to do is to go into the design of the trip maintenance form. 

Now with the trip maintenance form, this might seem a little bit strange but I think you’ll see the 

reason for it in a moment, I’m going to pull that right over there and I’m going to insert a control 

on this form. Now so far we’ve only inserted controls indirectly by adding fields to a form. And 

when you add a field to a form you get whatever the specified type of control for that field is. 

We’re now not adding a field from the trip table to this form. We’re adding a subform, a 

completely separate entity. 

Now the control that we need to add is represented by that icon within the controls on the Design 

tab. Note, Subform/Subreport. So I select that and then what I’m going to do is I’m going to, for 

the moment I’m going to draw that on the screen. Don’t worry about the size, don’t worry about 

the position. We’ll sort all this out later. And there is my subform. And notice that it says that 

that subform is unbound. Now let me bring up the property sheet. I’m going to call that, be 

country subform. It’s visible and the source object is the form frmTripCountry.  

Now one of the very, very important things that happens here is that when we select that subform 

in the way that I just have Access 2016 looks at the form we’ve put it on, in this case the trip 

maintenance form which is bound to the trip table. It looks at the trip country subform which is 

bound to the trip country table and it says what must the link between these two things be? How 

must these two things be connected? And it identifies a master field and a child field that it 

thinks are the basis for the relationship between these two forms, the form and the subform. And 

it puts its best guess in here. So it says, “I think the master field, so this is the field in the trip 

table record is ID and I think the child field, this is the field in the trip country table record, must 

be trip ID. They’re the two that seem to be linked.” And of course it’s worked that out by 

looking at the relationships in our database. If it gets that wrong, and every now and then it will 

but usually it gets it right, if it gets that wrong you can change it. On this occasion I believe that 

it’s correct.  

Now don’t worry about what this looks like. Let’s close the property sheet, let’s try opening our 

form. Of course we’ll have to save changes later. And what you can see, let me step through the 

trips. Let me go to the next trip. Look at the list of countries. Iconic Italy, a family safari, oh it 

hasn’t got anything. Now of course we haven’t set up the countries for most of the trips yet. But 

the ones that we have set them up for they appear to be working okay. 

Now let me just check something out. If I go to the table TripCountry, double click it to open it 

up, I have only set up two trip country records. So the trip with ID 3 goes to the U.S.A. and trip 

with ID 4 goes to Italy. Now I could set up the balance of those in the trip country table but why 

don’t I try my new form? Croatia Family Active Adventure. No countries at the moment. 

Croatia. That looks good. Notice how once I’ve added that I get a new record ready there for the 
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next country if there is one. But Croatia has been accepted. Let’s try the next one, Cuba. I’ll do a 

couple more. This is one of the trips that goes to two countries. Okay let’s look back at the trip 

country table again. 

Now notice when I look back at the table nothing seems to have been added. But if I go up here 

and do a Refresh All you’ll see that my records have been added. So the IDs there of course are 

unique IDs for the TripCountry records. We don’t normally use those at the moment, but the trip 

ID tells us which trip it is, and of course the appropriate country names are stored in the 

TripCountry records as well. 

So our form and subform seem to be working pretty well together. And in fact a datasheet on a 

form like this is a very popular way of dealing with the kind of relationships and structures we 

get in relational databases. Now I’m going to show you a couple of advantages of this approach 

and a couple of disadvantages. And in the next section I’m going to show you a variation, a 

different way of doing this. 

Now one of the advantages of this approach is that if you look at the form as it is at the moment 

having an ID column there is pretty pointless really because the ID is the unique ID assigned to a 

trip country record when it’s added to the trip country table. And it’s really of no use to anybody 

who’s using the database at the moment anyway. At some point in the future those IDs may be 

significant but they aren’t now. And the trip ID, the second column there, the 15 on this 

particular trip, just corresponds to the 15 which is the ID, the unique ID of the trip itself that you 

can see in the top left-hand corner of the form. So really although that number needs to be part of 

a TripCountry record and is the basis of the relationship between Trip and TripCountry there’s 

not really any need to show it in this list.  

Now you can hide this in a number of ways. You can either change the design of the subform or 

when you’re in Datasheet View you can even do things like right click on ID in the header, click 

on Hide the Field, right click on trip ID in the header, click on Hide the Field, and then you could 

if you wanted to say stretch out the country field to give it more space to allow for countries with 

longer names. Now if you’re planning to do that you can of course change the form to allow for 

less width on this subform, save yourself some space that way. And this ability to manage what 

you can see in a subform when you’re using a subform can be very useful. It can also of course 

be very dangerous because if users are able to do this, find out about it, they may do all sorts of 

things. They could change the order of the columns. They could do all sorts of strange things. So 

not everybody wants things arranged in such a flexible way as this. Note also in Datasheet View 

you get a search facility, you can apply filters, etcetera. 

So whilst this is a perfectly reasonable way of setting up subforms I want to look at a different 

approach in the next section, which effectively gives you the same features but gives the user 

less flexibility in what they do and can also be a little sort of smarter and tidier looking. 
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Although to be fair if you did some design work on this form as it is now we could make it look 

perfectly reasonable. 

So that’s it for this section. I’ll see you in the next one. 
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Video: Setting up Subforms – Part 2 

Toby: Hello again and welcome back to our course on Access 2016. 

In the preceding section we added a subform to the trip maintenance form and the approach we 

used was to use a datasheet. As I pointed out at the time the use of a datasheet gives the user, the 

end user of the form a lot of flexibility in how they can display and manipulate the information 

which is in the subform. But it also in doing that gives them a lot of freedom and potentially 

introduces a certain amount of danger. The other thing to bear in mind here is that with the 

datasheet as it’s configured here the user can add countries, they can even delete countries from 

the list of countries visited on a trip. And there may well be situations where what you really 

want to do is just to display the information. Now if you take something like trip maintenance for 

Esprit de Tour they’re really going to have both requirements because when staff are maintaining 

the information about trips they need to be able to add countries, delete countries, correct errors, 

and so on. Whereas when the information is being displayed for people planning to book a trip 

you don’t want them to be able to maintain the list of countries. You just want them to be able to 

see the list of countries. 

In this section I’m going to show you an alternative approach to subforms. And in doing that I’ll 

also show you some of the ways that you can restrict what people can do with the information in 

subforms. 

Now I could completely start again with this subform but it’s also possible to change a subform. 

So let me close the trip maintenance form and let me go back to the TripCountry subform and 

I’m going to go into Design View. Now first of all a point that I made earlier on is that you don’t 

really need to see the ID and the trip ID. However it’s very important to know that they are there 

and that even with fields that you can’t see in the records in a subform the information in those 

fields is still available to Access. That’s going to be an important point. 

Now the record source for the subform is a trip country table record. So there’s the record 

source. And the default view at the moment is Datasheet. I’m going to change that view to 

Continuous Forms. And then what I’m going to do is to remove the ID from the form and I’m 

going to remove the trip ID from the form and I’m going to move the country over there. I’m 

going to make the form, in fact I’m going to make everything narrower. So I’m going to now 

close the trip country form and now I’m going to go into trip maintenance. I’m going to narrow 

that down. I’m going to change that label, stretch it out to there, maybe move it up a little, 

change the text alignment. Now I’m going to go back into Form View and in Form View you see 

a very different subform. You notice it’s no longer basically a datasheet. So if I wanted to add 

another country, say Antarctica, add another country, Canada, that’s fine. Note the little 

navigation buttons that take me through those countries. And if at any time I want to delete a 

country all I need to do is select it with the selector on the left, press the Delete key, confirm, and 

it’s gone. So that’s a perfectly adequate way of doing maintenance of countries without seeing 
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the IDs, which although they do need to be present they are often of no interest to the people 

using the form. 

What I’m going to do next is to add a whole load of countries to this trip. Clearly these countries 

are not countries that are really visited on this trip. Note that once the number of countries has 

got to the point that you can’t see them all in the subform at once a scrollbar, a vertical scrollbar 

is automatically introduced by Access 2016. 

Now let’s suppose that although from a maintenance point of view this looks as though it will be 

fine what am I going to do when all I want to do is to display this list of countries? Well let’s 

close the trip maintenance form again and let’s go back and take another look at the TripCountry 

subform in Design View. And let me bring up the property sheet for the form. And I’m going to 

look at some of the properties of the subform. 

Now the first property I want to look at is roughly in the middle of the All list, slightly above the 

middle. Navigation Buttons. What if we say No to Navigation Buttons. Now towards of the 

bottom of the All list what about Allow Additions. Let’s change that from Yes to No. Allow 

Deletions. Let’s change that from Yes to No. Allow Edits. Let’s make that a No as well. And 

finally let’s disable Record Selectors as well. Let’s save the changes and let’s go back into trip 

maintenance again.  

Now as you can see I can still scroll through the countries and in fact I can still use the dropdown 

but if I wanted to change say here U.S.A. to Peru it won’t let me do it because edits are not 

allowed. And I’ve got no way of either adding additional countries or deleting countries. Now at 

this point when you look at this subform you might say well what’s the point of having these 

combo boxes here so that you can see those dropdowns? And the answer is there’s no point at all 

actually. So the other thing that we would do would be to change these from being combo boxes 

to being just standard regular textboxes. Note the scrollbars. We can do away with the horizontal 

scrollbar just by adjusting the width of the field a certain amount. The vertical scrollbar will 

always be needed and always be handled automatically by Access in that it will introduce a 

vertical scrollbar when one is needed.  

So what you’ve seen there using continuous form is that we can do anything from giving people 

complete ability to add, delete and edit records to pretty much totally protecting the data in that 

subform. Two very important alternatives, Datasheet View and Continuous Forms, and the 

ability to customize and control what people can do in a subform. 

I’m going to just demonstrate one other useful thing here. If you consider the country field in a 

trip country table record, I’ve just opened up the trip country table here. If you look at the 

properties at the bottom on the Lookup tab, Display control combo box. That is basically the 

default control. And one of the reasons that obviously it’s set to combo box there is that it is a 

lookup field and therefore under normal circumstances you’re going to give people a list, a 

lookup list of values from a query or a table or a list that the user has entered. And of course I 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

showed you these options earlier on in the course. But that doesn’t mean to say that it always has 

to be a combo box. Let me just close the table again. In the TripCountry subform if I right click 

on there one of the options is Change To and Change To Textbox. Now let me close the 

TripCountry subform and let’s open trip maintenance yet again. And we no longer have a 

dropdown on the right there. So the user can’t even use the dropdown. All they can see is that list 

of countries. And with a little bit of adjustment I can do away with that horizontal scrollbar as 

well. 

And I couldn’t resist tidying up there a little bit. I’ve removed the border around the country 

textbox in the trip country subform now and it all looks a bit neater and plainer. But of course 

what I’ve arrived at here is a subform which is in effect display only. And if I really wanted this 

subform to be part of a trip maintenance function I would need to revert either to the datasheet 

version that I developed in the preceding section or go back to the earlier continuous form 

version with users having the ability to add, delete and edit countries.  

That’s the end of this section. Please join me in the next one. 
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Video: Setting up Subforms – Part 3 

Toby: Welcome back to our course on Access 2016. In this section we’re going to introduce a 

new entity to the Esprit de Tour database. I’ve mentioned this a couple of times already and the 

entity we’re going to introduce is the Tour. 

A tour is an instance of a trip and a tour is identified by two things uniquely. It’s identified by a 

trip code and by a start date. So a trip starting on a specific start date is a tour. And there will 

only be one tour of a trip starting on a particular date so we don’t run the same tour with the 

same dates more than once. 

Now the first thing I’m going to do is to create the tour table. And at this stage as you’ll see it 

doesn’t have many fields in it.  

Now in this case I’m going to choose Table Design on the Create tab because I want to 

demonstrate something else about primary keys. Now the first field that I’m going to have in my 

new table is going to be called Trip Code. It’s going to correspond to the code for a trip. So it’s a 

short text field, currently maximum of three characters. It’s required. We don’t allow zero length. 

And clearly the trip code can be duplicated. The second field is the start date. And the start date 

is actually a date field. It actually becomes a Date/Time field. And probably the most important 

thing at this stage is to choose a format for this Date/Time field. And the format I’m going to 

choose, bearing in mind my locale, is Short Date Format. I don’t actually use times for the starts 

of tours. So the date is enough. 

Now this is required. It will actually also be indexed with duplicates okay. And then for the next 

field I want price. Adult, Date/Time for that, currency, and that is also required and indexed. And 

then finally for the moment, and that is also required and indexed. So for the moment they’re the 

only fields that we need in relation to a tour. 

Now you’ll notice that in this particular table I haven’t added a unique ID and I’ve done that 

quite deliberately here not because I normally wouldn’t add one, because for a table like this I 

normally would. But I just want to demonstrate that you can get by without one and there may 

sometimes be reasons to do so. But you still need a unique way of identifying records in a table. 

And in this case none of those fields would be unique. However, I can create a unique primary 

key for this table not by adding a unique ID but by combining two fields together. And if I take 

trip code and start date together, so select trip code, hold the Control key down, start date, and 

click on Primary Key, those two fields together are going to be the primary key on my table. A 

trip code and start date together make a unique combination. So that’s the code for the trip of 

which this tour is a specific instance. And start date is the start date of this specific tour. 

Now I need to do a couple of other things to this table. First of all I need to put in some 

validation for price adult and price child. That’s almost the same as the validation that we had 

before. In the case of price adult it will need to be positive. In the case of price child it will need 
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to be greater than or equal to zero because a zero price is indicating that this is an adults only 

trip. So let me select each of those in turn and I’ll put in the validation rule and the validation 

text. 

Okay that’s the validation done. Now what we need to do is to set up a relationship between trip 

and tour and that’s linked by the three character code.  

Time to save the table. Now we need to set up a relationship between trip and tour.  

I’m going to close the relationships window. And the next step is to create a subform in which 

we can display the tours for a particular trip.  

Now that’s all been done in a fairly approximate way at the moment because I will be adding a 

couple of things to that later on. But you will find that you get into a routine of how to check 

things. So for instance you might always get into the routine of checking the tab order. Start date, 

price adult, price child. That looks fine. And at this stage we are making a maintenance form for 

tours so we’re going to need to have things like the navigation buttons, the ability to add and 

delete in the subform, etcetera. All of those things will need to be enabled. So let’s close the 

form and save it. And then let’s go into trip maintenance and let’s add that new form to it.  

Now looking at the subform sum report, it’s currently called Child 20. Let’s give it a different 

name. Source object is that new form. And we check the link master fields and the child fields 

values. That looks fine. And we can see at least in Design View the contents of the form have 

now appeared. I haven’t got any data yet so I’m going to add some data and then we’ll see how it 

looks. But let’s save that as it is. 

Now I’m going to import some tour information. I prepared all of this in a tab delimited text file 

that you can find in the course files folder. The file is called EspritDeTourTourImport.txt. And 

note the header there, TripCode, StartDate, PriceAdult, PriceChild. What I’m now going to do is 

to import this into the database and hopefully I’ll populate the trip tour table and we’ll be able to 

look at some of the scheduled tours and their prices in our new subform.  

Now one important point to note here is that the dates of these tours, at the time that I’m 

recording this are in the future generally speaking, and some of them feature tours that are due to 

depart early in 2017. If you’re actually following this course at a much later time, I’m recording 

this in early May 2016, you may want to go through and change the dates in this text file perhaps 

to move them forward a year or two. I’ll leave that up to you. The import should still work even 

if the dates are in the past and you could of course then go through and move the tours to later 

dates. But if you want to do an edit of the text file beforehand to make the dates agree more with 

dates that would be sensible depending on when you’re following the course then you can do that 

in the text file or as I say you could change the dates in the database later anyway. So I’ll go 

ahead and do the import now. 
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So according to Access my import has been successful. Let me just step through the trips and 

you can see the dates for each of the tours, for each of the trips. Let me go back to the Grand 

Canyon trip. I mentioned changing the dates after you’ve done the import. When we created a 

table with a Date/Time field in it by default a Date/Time field gets a date picker in order to be 

able to select the date. And if I click say in this date here I’ll see a little date picker appear to the 

right. And if I wanted to change May 13, 2016 to the equivalent date in the following year I click 

on the date picker and that lets me find the equivalent Friday in 2017. And that would be May 

12th.  

Now one of the things about this current arrangement is that although I’ve got a number of tours 

in here they’re not actually in date sequence. I’ve just changed the date of the first tour to May 

the 12th next year. But they’re not appearing in chronological sequence. I’m going to fix that 

now. See if you can work out how to fix that yourself. So I fixed that problem in Esprit de Tour 

version 10 here and of course you need to look at the trip tour form and just check the order by. 

Bear in mind that these tours should be ordered by start date. That’s fixed in mine now. 

There’s just one other thing to mention before we come to the end of this section. One of the 

trips is Antarctica at Your Leisure. And obviously that’s quite an expensive trip, if you look at 

the price adult there and the price child there. In reality with many types of trip there won’t only 

be one price. In many instances when you’re booking a trip, particularly an international trip, 

maybe a cruise for example, there will be a whole range of prices depending on the 

accommodation. So we’re looking at an introductory database here. One of the next things we 

would normally do now is to say let’s look at offering a range of prices on some of the tours to, 

for example, reflect the accommodation. And then we can also offer things like special family 

prices and so on. So we are still dealing with a pretty straightforward version of the database here 

but hopefully as you start to pick up these tools and techniques you’ll be able to work out how to 

extend this database in all of those various directions.  

That’s it for this section. Please join me in the next one. 
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Video: Exercise 06 

Toby: Welcome back to our course on Access 2016.  

It’s time now for Exercise 06. And Exercise 06 involves you in doing quite a few things really. 

The first thing I want you to do is to create a country table in the Night Movies database. And 

this will primarily be used as effectively a lookup for the actor information that we’re going to 

talk about next.  

So basically as you add actors to the database you’ll be confirming that their country of birth is 

in that country list. And in fact selecting their country of birth from that country list. So that’s the 

first part of this job. 

The second part of the job is to create an actor table. Now in time you’ll probably find that you 

may well have dozens of pieces of information about actors but we’re starting off with a pretty 

basic set of information. Now I’ve listed the fields there that I’ve used. You can of course use 

your own fields with your own names if you decided to adopt a standard way of naming, for 

example. But you will have to be careful when it comes to importing data, which we’re going to 

come to next, to make sure that you rename any of the import data that I provide you with 

accordingly. 

So in my actor table I have actor name as the full name. I then have given names. So this would 

be John, for example. And then the family name would be Smith, for example. The gender will 

be M or F. The birth country, country of birth, and that will be taken from the new country table. 

And the born date is the date of birth and the died date is the date of death. Of course not all of 

these actors and actresses will have dates of death. They should all have dates of birth of course. 

So that’s the next part of the job. 

And in fact I’ve provided you with a sort of starter pack of actors. I’ve arranged it in a tab 

delimited text file again. So the first one is Harrison Ford. That’s the name. Harrison is the given 

name, Ford is the family name, M for male, U.S.A. for birth country, born date 7/13/1942, died 

date doesn’t have one yet. So I’ve provided you with a number of those. And if you look back at 

the movie info which is in the same folder as this actor import file that is in the exercise folder, 

but if you look back at the movie info you’ll find that I’ve covered a number of the actors that 

are in that info. Now if you don’t have the time to do loads and loads of typing and add other 

people at least these ones should give you a start. 

What you’ll then need to do is to create a relationship between movie and actor. And of course a 

movie may have many actors in it and an actor may have been in many movies. And there’s a 

couple of clues as how to do this in the relationships window that you can see there. But you may 

prefer to work it out for yourself anyway. 
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And again bearing in mind that I haven’t done a great amount of work on making this look pretty 

yet here is the first movie with the next part of the job completed. What I’ve done is I’ve added 

leading players. So these are the two lead actors in The Shawshank Redemption. I’ve quite 

deliberately put the ID numbers of those two actors in there. And when you come to import or 

enter actor information the two people in question, Tim Robbins and Morgan Freeman, 

obviously won’t necessarily have the same numbers as me. You might be a little bit worried 

seeing those numbered there but don’t worry because in the next couple of sections I’m going to 

explain to you how to deal with that. And in a later exercise we’ll put that right and show the 

people’s names there. Now you may want to just set up a couple of these using those numbers. 

You may get a little bit bored and wish you could put the names in, but as I say we’ll come to 

that next on the course. 

So that’s it. That’s Exercise 06. There’s a reasonable amount to do there. If you’ve really got 

time and you’re really chomping at the bit now to do a bit more why don’t you create an actor 

maintenance table and in the actor maintenance include a movies subform that shows the movies 

that that actor has appeared in. The sort of reverse of this one. 

Okay that’s Exercise 06. The last bit is optional. My answer as usual is in version 06 of the Night 

Movies database. That’s the end of this section. I’ll see you in the next one. 
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Chapter 15 – Queries 

Video: Creating a Query 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to start to look at queries in more detail. 

First of all, what are queries and why do we have queries? Well even on relatively small scale 

databases that we’ve been looking at so far looking for something can take time. And if you 

imagine say with the Esprit de Tour database that we had set up several hundred trips and 

perhaps thousands of tours, if you wanted to find a trip or a tour that satisfied certain 

requirements, so for instance, the price was within a certain range or it went to a particular 

country, then it would take a long time to go through all of the trips and all of the tours to make 

sure that you found the correct trip or the correct tours. Now what a query does is to enable you 

to specify your criteria for choice and then find for you the database objects which in the case of 

the Esprit de Tour database might be a trip or a tour, to find the one or ones that satisfy your 

criteria. Another advantage of using queries is that if the information you want is not in one table 

but maybe in several tables the query can join together the information from different tables and 

present you with only the details that you want. So this alleviates the potential problem that when 

you’re looking for trips, tours, etcetera, even if it only finds a relatively small number of trips 

and tours that satisfy your criteria you might still be bombarded with a very large amount of 

information. Whereas at initial stage you may only want to know perhaps the name of the tour, 

the country or countries visited, the start date, and the price. 

So what I’m going to start to do now is to show you how to make queries and also to understand 

queries that Access 2016 makes for you. 

So let’s start by creating a very straightforward query. On Create there is a Queries group and 

we’re going to use Query Design. I’ll look at Query Wizard a little bit later on. Now when you 

go into Query Design you have a query window with basically two parts. And over the top of 

that query window you have a Show Table dialog. Now basically what happens is first of all 

select the table or tables that you want to query from. You can also specify existing queries or 

you have a tab here, both, that shows you tables and queries. At the moment we haven’t created 

any queries so the Queries tab is empty. Let us add the trip table to the query window, click on 

Add, and now I’m going to close the Show Table dialog. Now in the panel that I’ve added for the 

trip table I can see each of the fields within the trip table. And all I need to do is to drag the field 

or fields that I want to retrieve down onto the grid at the bottom there. Now the grid at the 

bottom is the Query By Example or QBE grid. Most people just call it the Grid. So I’m going to 

create a very simple query now. All I’m going to do is to drag trip name down onto the grid. And 

I’ve now actually created a query. 
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Now once I’ve created a query I can run the query. I’m going to run this query now and if you go 

to the Results group on the Query Tools Design tab there is a Run button. Click on Run and see 

what happens. And what happens is that we have retrieved all of the trip names from the trip 

table. And we only got the trip names because we only specified that we wanted the trip names. 

Note that they’re not in any particular specified order. In fact they’re in the order of the trip 

records in the trip table. 

Now at the moment I’m looking at the results of running the query. If I go to the Views tab on 

the Ribbon, click on View, one of the views is Design View which is the view that I looked at 

just now. In fact I’m going to close the property sheet for the moment because we don’t really 

need it for a while. And then I also have what’s called the SQL view. Now the SQL view is the 

view that shows you this query expressed as a structured query language, an SQL statement. And 

as an SQL statement it says Select tblTrip.TripName, that means the trip name field from the trip 

table, and then From and then it says the Trip table. And as I mentioned much earlier on in the 

course a select is normally is terminated by a semicolon character. And the way that the select 

statement is structured here on two rows is just the conventional way that Access 2016 and in 

fact several other pieces of software represent a statement. There is no significance in the fact 

that the second row is on a new line. If I put a space after tblTrip.TripName and then delete the 

character return character the query will just work in exactly the same way. So if I run the query 

now that’s what I get. Now that view is what’s called the Datasheet View. It normally represents 

the result of running the query. 

So there we are. We’ve created our first query and of course we could save it. So let me close 

that query. Do I want to save the changes? Yes. I’m going to call it qryTest. We’re not actually 

going to create a query at the moment that’s going to be of much use to us. So I’m just going to 

call it qryTest and then we’ll gradually add functionality to that query. 

Now one of the first things to get used to is the fact that Access 2016 lets you work in either SQL 

View or Design View and keeps both up to date. So let’s suppose I want to do some more work 

on my qryTest, my test query. Note that I have a new category in the navigation pane on the left 

there. I’ve now got Queries. So let’s go into Design View. I’ve gone into SQL View here. And 

what I’m going to do is to change this query but in SQL View. 

So if I want to select a second field I separate it from the first by a comma, then I type in this 

case the table name tblTrip again, and now I specify a dot followed by the name of the second 

field that I want to retrieve from the trip table. So I’ve got Select tblTrip.TripName, comma, 

tblTrip.DurationDays from tblTrip. Well let’s first of all check that that query actually works. 

Let’s click on Run. There we are. I have my trip names and my durations. And let’s now look at 

it in what’s referred to here as Design View. And what you can see is that we have two columns 

filled in the grid at the bottom. And that shows you how Access 2016 keeps what it called 

Design View and SQL View in step with each other.  
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Now in terms of general terminology, and as I mentioned before, generally people refer to that 

bottom grid as the Grid or the QBE grid. The top part is often called the Query Pane. And some 

people refer to the top part as the Query Designer. Some people refer to the whole thing as the 

Query Designer. I’m going to refer to the whole thing as Design View and will sometimes refer 

specifically to the Grid.  

Now generally speaking in the Grid the first row contains a field name. Although in fact if you 

wanted all of the fields from a particular table you can drag down that asterisk at the beginning 

of the list in the table in the upper part of Design View. So if I drag down to the third column, 

asterisk, that actually gives me all of the fields in the trip table. 

Now on this occasion I don’t want all of those fields so what I’m going to do is to click on the 

header there to select that column and then press the Delete key to remove it from my selection. 

The second row in the grid is the name of the table. And the third row enables me to specify a 

sort sequence. So for instance here if I click in the DurationDays column on the dropdown I have 

ascending or descending. Ascending is the default. So if I click in there Ascending, now let me 

run the query which will also take me into Datasheet View. There are my trips but they are now 

in ascending order of duration. If I go to the SQL statement we now have a new row and it says 

Order by DurationDays. Ascending is the default so it doesn’t need to say Ascending. If I wanted 

to order by DurationDays descending then I could either set that up in the grid or after 

DurationDays I could type D-E-S-C. That’s an abbreviation for descending. Now Run. I now 

have the trips in descending order of duration. And if I go back into Design View you’ll see that 

in the second column the sort has changed to descending. 

The next thing that I’m going to do is to introduce a third column. So I’m going to include 

activity level in the query. And I’m going to introduce a criterion based on activity level. And the 

criterion is going to be =Moderate. So I want the trips whose activity level is moderate in 

descending order of duration. Let’s run that and there we are. Now it’s a little bit unnecessary 

really to keep showing activity level moderate over and over again. If I go back into Design 

View, if I uncheck the Show box then although I’m using the activity level in the query it won’t 

actually appear in the results. So let me run it now. I still get the same trips with the same 

durations and they’re still in descending order but I don’t have that repeated Moderate shown as 

well. 

Let’s take a look at the SQL for what we have now. 

We now have a Where clause. Where (((tblTrip.ActivityLevel)=*Moderate*)). Let me put in an 

additional criterion. And the way I’m going to put it in is within the overall round brackets of the 

Where clause I’m going to say And and the duration is greater than ten days. Now I have two 

criteria. One criterion is for activity level. The other criterion is for duration days. Each of them 

is in a pair of round brackets. And those two are connected by an And statement. So they must 

both be true. And to tie those two criteria together we have overall a pair of round brackets on 
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the outside. As criteria get complicated the round brackets can become a bit of a nightmare 

really. And sometimes looking at this in Design View is a little bit easier to understand. So let’s 

first of all run the query to make sure that it works okay. That’s fine. We have two trips that 

satisfy both criteria. Let’s have a look at this query in Design View. 

And what you see here is criteria, notice that we have two, DurationDays greater than ten, 

ActivityLevel Moderate. If instead of requiring both of those to be true, so we don’t need the 

duration days to be greater than 10 and the activity level to be moderate, we want the duration to 

be greater than ten or the activity level to be moderate, if we go back into the SQL statement and 

change the And to an Or, let’s run it now. We should get quite a few more trips. And let’s go 

back in and look at that in Design View. And what you can see now is that one criterion is on 

one row and the second criterion is on another row and Or is that last row. So this emphasizes the 

fact that its activity level Moderate or duration greater than ten. 

So there we have some of the basics of queries. We’re going to be putting some of that to good 

effect in the coming sections. But in the next section we’re going to look at the next step up as 

far as queries are concerned and that is we’re going to look at Joins. So please join me for that. 
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Video: Joins 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section we’re going to continue looking at queries and in particular I’m going to 

concentrate on Joins. 

When you need to go to more than one table to get the information that you need you need to 

join the information from a number of tables. And the way that the information is joined is very 

important. Sometimes it can actually be quite tricky to work out the correct way to join 

information from tables and I’m going to try to demonstrate that first in this section and then 

we’ll cover a couple of basic examples of SQL queries that include joins of tables. 

Now I’m going to carryon using that test query, qryTest. So I’m going to go into Design View on 

that. I think I’ll clear out the criteria that we used before. All I need to do is to click in the 

relevant entries in the grid and delete those. I’ll also do away with the sort for the moment. But I 

am still going to reference the trip table. 

Now if I right click on that upper part of the Designer, there is a menu item there, Show Table 

that brings up that Show Table dialog. And I’m going to add the trip country table. Now for the 

avoidance of confusion you may recall that when we originally set the trip table up we started off 

by putting a country in there as a field within the trip table. Now in fact we don’t use that any 

longer. We now use the trip country table in order to basically provide a list of countries for each 

trip. 

When I added that second table Access 2016 looked to see if there were any relationships 

between these two and of course there are. There is a relationship between the trip table and the 

trip country table that we set up earlier on in the course. So what I’m going to do now is to run a 

query. And what the query should do is to list the countries for each trip.  

I’m going to remove activity level. Don’t need that on this particular query. I’m going to remove 

duration days. But I am going to include the country from the trip country table. And basically 

you can see now that we need a join because there are two tables involved in this. There’s the 

trip table and there’s the trip country table. Let’s run that query. 

Now you may be a little bit surprised there with the results because there are a number or records 

but you don’t see all of the trips. You don’t even see all of the countries. I’m going to explain 

why that is in just a moment but first of all whenever you run a query the set of records that 

come out as a result and of course we normally see them here in Datasheet View, that set of 

records is normally referred to as the Query Record Set. So the record set here has eight or nine 

records that certainly don’t include all the trips or all the countries. Now I’m going to explain 

why that is by going into SQL View.  
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In SQL View you can see the select statement says Select two fields, TripName from the Trip 

table, Country from the TripCountry table. From TripTable inner join TripCountry table. What 

inner join does is to say that we’re only going to include records which exist in both the trip table 

and the trip country table. And how we match those is by using whatever is specified in the On 

condition there. And the On condition is that the ID in the trip table equals the trip ID in the trip 

country table. So what it’s basically saying is that we’re going to see a list of trips and the 

countries they go to but we’re only going to show trips where there’s a country and we’re only 

going to show countries where there’s a trip.  

And of course I never actually finished setting up the trip country records in this database. If I 

open up the TripCountry table you’ll see that the trips I’ve set countries up for are 4, 5, 12, 13, 

14, 6, 7. There’s definitely a few trips missing there and I never actually got round to setting 

those up.  

So going back to our query again this is our first join. This is an inner join, which basically says I 

must have records in both parts of this join. 

I mentioned just now that when I added the trip country table to Design View Access 2016 will 

have looked at the relationships that I had made it aware of and realized that there’s a 

relationship between trip and trip country. And you can see the indicator of that relationship 

there. Now it’s on the basis of that relationship that it has formed that inner join. Let me double 

click on that relationship to bring up the Join Properties dialog. So we have a left table name Trip 

and a left column name ID, a right table name TripCountry and a right column name TripID. 

And then we have three options. The first option, the default is the inner join. Only include rows 

where the joined fields from both sides are equal. The second option says, Include all records 

from the Trip table and only those records from TripCountry where the joined fields are equal. 

Let’s take a look at what happens with that second option. 

Let’s run the query again now. Now what we get is a list that includes all of the trips but for the 

trips that don’t have any countries they’re still there but obviously there are no countries shown. 

Note that one of the trips, Sample Sri Lanka, etcetera, has two countries shown. That’s of course 

the trip that I set up with two countries earlier on in the course.  

If I go to the SQL View for this you’ll see that inner join has been changed to say left join. And a 

left join means that we include all of the records on the left, so everything in the trip table, but 

there will only be an entry on the right where an entry on the right exists. So in this case of 

course we have all the trips but some of the trips don’t yet have the countries they visit recorded. 

So there are no records for those trips in the trip country table. 

Having seen inner joins and left joins you may be tempted to think, “Well why don’t we just do a 

right join?” A right join wouldn’t really tell you very much in this case because what it would 

say is that I want to include everything in the TripCountry table but only entries, corresponding 

entries in the trip table on the left. Now of course everything in the trip country table must have 
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an entry in the trip table on the left because of referential integrity. So I just go back into my 

query again, SQL View, and change left to right, now Run, obviously I get a list of countries but 

these countries are not countries from the country table. We’re not talking about the full list of 

countries in the database. We’re talking about the countries that are referenced in the trip country 

table and they must have associated trips or they couldn’t be in the trip country table. So a right 

join in this case doesn’t really do much for us. 

So let’s look at an example where this does actually help. Let me go to, back into Design View 

and I’m going to show the country table now and I’m going to remove trip country completely. 

Now notice the relationship between trip and country. In this case we have a relationship based 

on the old country field in the trip record. So I’m going to take country from the country table, 

I’ve got trip name from the trip table, I’m going to double click on that join, I’m going to say I’m 

looking at right, and let’s run that query. And now of course because we’re referencing the 

country table we get all of the countries on the right and on the left we get the trips that mention 

that country in that specific field. This is not using the trip country table anymore. This is just 

using the contents of the country field in the trip records. In fact I’m going to delete that field 

after I’ve finished this demonstration. But that gives you an example of a right join. And if we go 

into SQL View as you’ll see there it says Right Join. 

Now it might take you a little while to get used to joins and understand exactly what’s going on 

but once you do I think you’ll find that you use joins a lot in Access because they can really help 

you to put together some very useful queries. And throughout the rest of the course we’re going 

to be using quite a few queries and joins will be an increasingly important part of your use of 

Access I’m sure. But for now that’s it for this section. I’ll see you in the next one. 
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Video: Query Wizard 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section we’re going to continue looking at queries and I want to look at two things 

particularly in this section. First of all we’re going to take a look at the Query Wizard and then 

we’re going to look at other query types. But just before we do that so far and for reasons that 

you will have seen we’ve been specifying the country for our trips in two places. So we’ve had a 

country specified in the trip table record as well as having the trip country records. Now what 

I’m going to do is to remove the country from the trip record. And as part of that I’m just going 

to show you how to remove a field from a record. 

I’m going to go into Design View for the trip table, I’m going to select the country field, and 

then I’m just going to right click and say Delete Rows. Now you’ll always get a reminder there 

about permanently deleting a selected field. Just reminding you that you’ll lose all of the data in 

the field as well. On this occasion I’m perfectly happy to do that because I know I’ve got the 

country information elsewhere so I click on Yes. It also reminds me about deleting one or more 

indexes. Don’t forget this is an indexed field. So I’m going to click Yes here knowing that it will 

also delete one of the indexes for this table. And that field has now gone. 

Let’s now look at the Query Wizard. And some of the comments relating to this I’m going to 

base on the trip table. So just remember with the trip table we have a code, trip name, activity 

level, description, etcetera. So let me just close the trip table at the moment. Note that it’s still 

selected. And let’s go to the Create tab and I’m going to start the Query Wizard.  

I mentioned the Query Wizard earlier on but we haven’t actually used it so far. There are really 

four options initially for the type of query you want to create. One of them is a simple query, 

then we have a crosstab query, a find duplicates query, and a find unmatched query. Now in this 

section as we’re looking at both the Query Wizard and other query types I’m going to explain 

some of the query types in the section. Some of them I’m going to leave you to read up about. 

Now you might suspect that if you hit the question mark here to go to Help that you’d go straight 

to the Help for queries. You don’t actually. But there is a very good page that you can easily find 

in Help which lists the different types of query and for each of those queries explains not only 

what it does but some of the situations in which you might use it. So I do suggest that if you’re 

not familiar with queries you take the time to go through that page.  

Now on this occasion what I’m going to do is to create a simple query. So having chosen Simple 

Query click on OK and then it says which fields do you want in your query? Now by default it’s 

selected the trip table. That’s the one that I’ve selected in the navigation pane. And what I want 

is the code from that and I want the trip name from that, but then I also want from the trip 

country table the country. So I can select from as many tables as I like, select the fields I want 

from each of those tables, then click on Next. Now would you like a detail, that is a list, or would 
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you like a summary query? Let’s do a detail query to begin with. What title do you want for your 

query? I’m going to say I like spaces and I’m going to call it Trip Country Query. Open the 

query to view information. Click on Finish. And we have the same result that we saw earlier on 

in the course where basically it’s looked at the existing data and for every trip that has a country 

specified in the trip country table, bear in mind that I still haven’t added all of those trip country 

records yet. It basically gives me a list of the countries that trips go to. 

Now once I’ve done that I’ve actually got a query. And even though I created the query with the 

Query Wizard it’s just a regular query. So if I say wanted to look at it in SQL View it looks 

exactly the same as though I’d handcrafted it. So it says Select codes from the trip table, trip 

name from the trip table, and country from the trip country table. And it’s from trip inner join 

trip country on the ID of the trip equals the trip ID in the trip country record. So the end result of 

running the Query Wizard is still a regular query. 

Now there’s a lot that you can do with queries and you’re not restricted to just selecting records 

and listing records. You can do a lot of summarizing, aggregation of data and so on. And 

although I’m not going to go into that in detail on this course I’d like to just introduce you to one 

or two of the possibilities next.  

We still have the trip table selected in the navigation pane. And I’m once again going to start the 

Query Wizard and we’re once again going to do a simple query. Starting with the trip table I’m 

going to take the code and the trip name. This time we’re also going to get information from the 

tour table. And the information I want is price adult. Now click on Next. This time we’re not 

going to do a detail query, we’re going to do a summary query. And I select my summary 

options. Now what Access 2016 does is to look at the fields that I’ve selected and determine 

which ones may be suitable for summary or aggregation. And the most significant field there is 

price. It realizes that’s a currency value so it offers me, what would you like to see? The sum of 

the prices, the average prices, the min price, the max price? Now it may be very interesting with 

each of those trips given that I’m going to look at all of the tours to just check what the minimum 

and maximum prices are and in fact what the average is as well. So what I’m going to do is to 

say that I’d like for each of my trips I’d like the average price on a tour, the minimum price on a 

tour, the maximum price, and I’d like to count the number of records in the tour table. So this 

would basically tell me how many tours I have scheduled for each of my trips. Now let’s click on 

OK. I’m going to call this. So that’s my trip tour summary query. And let’s open the query to 

view the information. And what you see there now is for each of my trips the average price over 

all of the scheduled tours, the minimum price, the maximum price, and the count. So that’s the 

number of tours that are scheduled. For most trips I have six scheduled. For one of them I just 

have four.  

So hopefully that gives you a good idea of the kind of summary and aggregation you can do 

using the Query Wizard and in fact of course you can write that in SQL. Let’s just look at the 

SQL for that. It gets a lot more complicated. So for instance we start to use functions within the 
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SQL. So we use functions like Average PriceAdult as and minimum and maximum. But 

basically the structure is the same. We’re selecting things from one table inner join another table, 

and in this case we’re grouping them by trip code and trip name as well. Now I don’t expect you 

to understand that particular SQL at this stage. That’s really just to give you an idea of what you 

can do and in particular what you can do with the help of the Query Wizard. 

Now let me just remind you of something from quite a bit earlier on in the course. If you look at 

the design of the trip table the code, the three character code is indexed and the setting is indexed 

yes/no duplicates. Whereas a trip name is not indexed. If I’m adding data to my trip table it 

would actually be impossible to enter another trip with the same code as one that’s already in the 

table because of that indexing and because duplicates are not allowed. If I accidentally added a 

trip with the same name or if you like added the same trip twice but somehow the code was 

different so I was allowed to do that I could use one of the other options with the Query Wizard 

to detect any duplicates. Now I’m going to leave you to experiment with that yourself. So in 

Query Wizard the third option there, Find Duplicates, that can be very useful when you know 

you have duplicates or suspect you have and where the settings for the relevant table or tables 

don’t actually prevent duplicates.  

Similarly Find Unmatched is very useful because it will create a query that finds records in one 

table that have no related records in another table. So let’s suppose that I want to find the 

countries for which I currently have no trips. If I click on OK and I select country, click on Next, 

and select TripCountry you’re then going to look to see what the matches between the two, in 

this case it is country. What fields do you want to see in the query results? Just the country. I’m 

going to call it qryCountryNotVisited. Click on Finish and they’re the countries for which I 

currently do not have a trip. Now of course some of those are only there because I haven’t added 

all those trip country records. But that also can be a very good way of checking that your 

database and your data are set up correctly and that, for example, all of the entries you’ve got in 

one table are in fact in use and that you haven’t got something there, maybe there’s just misspelt 

or maybe duplicated with a slight misspelling, etcetera. 

Now when it comes to creating queries if I click on Query Design here there are a number of 

different types of query, as I mentioned before. And apart from a Select query which is the 

default, we have a Make Table query whereby you select records and make them into a 

completely new table. We have an Append query. And an append query is quite often used when 

you’re merging databases or tables and basically you add a record set to an existing table. 

There’s an Update query. This is very often used for bulk updates and I’m going to demonstrate 

an update query in just a moment. And then a Crosstab query which is used to aggregate data by 

two sets of values. So for instance you saw some aggregation just now when we were looking at 

the query giving us the average prices and the min and max prices. Or supposing you wanted to 

say aggregate prices in two dimensions. So for example, you wanted prices subtotaled or 

averaged but also on a month by month basis as well. So if you like two dimensions of analysis 
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of some figures. And you also have a Delete query which you can use again to do a bulk delete. 

Say you wanted to delete all of the trips going to a particular destination. 

Now for all these types take a look at that Help page that I showed you earlier on in the section. 

But let’s just do a little Update query just to give you an idea of what one of these looks like. 

Let’s suppose that we need to increase the adult price for all of our tours by $10. So I make sure 

that I’ve got the tour table selected, click on Add. That’s the only that I need. The type I’m going 

to use is Update. The field we’re going to update is PriceAdult. And we’re going to update it to 

PriceAdult plus 10. Let’s take a look at the tour prices to begin with. The first one on the list 

there, $11,360. That’s the same price for the first four. Then $14,240, etcetera. Let me just close 

the table. Let’s have a look at the SQL for this query now. Update tour table, set PriceAdult 

equals PriceAdult plus 10. Let’s run the query. Note the warning. You’re about to update 70 

rows. Once you click Yes you can’t use the Undo command. Click on Yes. All those prices are 

updates. Let’s take another look. And you’ll see that everything has been increased by $10. Close 

that again. It’s actually very straightforward for me to put those prices back again by changing 

that to PriceAdult minus 10. Now note how easy it would be to say increase the prices by 10%. I 

would multiply it by 1.10 and that kind. Let me run the query again. So that’s reduced everything 

by $10. Let’s open the tour table again and everything’s back the way it was. 

So that’s it on queries. I’m going to set you Exercise 07 next but that’s the end of this section. I’ll 

see you in the next one. 
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Video: Exercise 07 

Toby: Welcome back to our course on Access 2016. 

It’s time now for you to do Exercise 07. Exercise 07 follows on pretty closely from Exercise 06. 

And in order to set you Exercise 07 I’m going to show you how to overcome a particular issue in 

the Esprit de Tour database. 

Now you’ve already seen the use of the country maintenance form. Let me just open that up. 

Where we can add, edit, delete countries. Supposing as part of country maintenance we wanted 

to show a list of the trips that go to a particular country. So what I’m going to do is to create a 

country trip form which will be used as a subform and show you the particular problem that we 

can solve using a query. 

So I’m going to create a new form. I’m going to use Form Design. The record source will be 

TripCountry. Default view will be continuous forms. We will not allow Form View and we’ll not 

allow Layout View. Now all I really want to do is to show the trip in this subform. So I just want 

a list of the trips. So I’m going to put in there at the moment TripID. Let’s just resize it a little. 

Okay. Save the changes. So it’s frmCountryTrip. Click on OK. Now let me go into the country 

maintenance form again and what I want to do is to add a subform to it. So I’m going to make 

the whole thing a little wider and taller. I’m going to add a subform. Okay let’s have a look at 

country maintenance. So Antarctica we don’t have any. Argentina, Canada, Cost Rica. We have 

trip 7 that goes there. We have trip 12 that goes there. 13 goes to Cuba. Right on. We have trips 

that go to the U.S.A.  

Now it just isn’t particularly helpful to have those IDs there. What we’d really like to see there is 

the names of the trips, maybe even the codes of the trips as well. So what I’m going to do is to 

change the design of the subform so that instead of showing the IDs it shows the code and the 

trip name. Now the important thing to remember here of course is that in the trip country table it 

will still be storing the trip ID in the table. So it’s not going to start storing the code and the 

name. It’s still only going to store the ID. 

Okay let’s go back into the country trip subform again and if we look at the combo box there, 

TripID, click on All. The control source, so where we get the data for this, is the TripID field 

which is part of the TripCountry record. And although I need the TripID to still be the control 

source I’d like to display something else. I’d like to display the trip code or the trip name or 

preferably both. Now if I go to the Data tab note what the row source is. The row source is Select 

the ID from the trip table. Now of course this ID is the ID in the trip that matches the trip ID in 

the trip country record. Let’s change that query and instead of only getting the ID let’s get the 

code and the name of the trip as well. If I click on the three dots to the right, the little ellipsis 

there, it takes me into the Query Designer. And I can get not only the ID but I can get the code 

and the trip name as well. So now I’m going to be getting all three fields. So let me close that. 
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Do you want to save the changes to the SQL statement and update the property? Yes. Now let’s 

look at my select statement. It says Select the ID, the code and the trip name. Now one very 

important thing here is given that I’m now selecting three things to display in that control which 

of them is the bound column? Which of those three is the one that is bound to the control source 

TripID? This is very important. It’s the first column.  

Now let’s go to the Format tab and let’s say now that in our control we haven’t got one column 

in there. We’ve actually got three columns. And the width of the first column is 0.2806 inches. 

We’ll leave that as it was. Semicolon. Width of the next column is one inch, semicolon, width of 

the next column is one inch as well. Let’s close the form, save the changes and let’s go back into 

country maintenance again. I’ll go to one of the countries that has trips. You can still see there 

for Costa Rica that it’s trip number 7, but if I click on the dropdown on this combo box what you 

can now see is that I have all three of those values available to me to view. So that’s the first part 

of the job. Let me close that form down again. Let me go back into the country trip form design 

again. Select the TripID control and I’m going to change the first column width from 0.2806 

inches to zero inches. Now it’s very important of course that the value in that column is still 

available. It just will no longer be visible. So let me close yet again, save the changes, open the 

country maintenance form again, and now when I go to one of the countries where we have a trip 

we can see the trip code there instead of the ID. And in fact if I click on the dropdown I can see 

the code and the name. So there we are. That’s really the big clue you’re going to need in order 

to do Exercise 07. 

I’m looking at the sample answer here to Exercise 06. Do you remember we changed the move 

maintenance form and now the leading players are shown? And as I pointed out to you then the 

names of the actors were not shown but their IDs were. So we’ve got number 8 there and number 

9. So that was how things were at the end of Exercise 06. 

And this is how movie maintenance looks after Exercise 07. I’m now seeing the names of the 

players. So Tim Robbins and Morgan Freeman in The Shawshank Redemption. And if I want to 

add somebody. Let’s suppose I go to Schindler’s List and I want to add a third player, Ralph 

Fiennes. Note the players here, the actors themselves are in alphabetical order of surname, family 

name. And in fact the way I’ve done this is I’ve actually created a query. You can see the query 

in the navigation pane on the left there. You can either do this by creating a query separately or 

you can create a query in the way that I showed you a little bit earlier on and that query will 

obviously be used on this particular control, this particular combo box one way or another. But 

the part that Ralph or Ralph Fiennes played in Schindler’s List was Amon Goeth and then 

perhaps onto 12 Angry Men Lee J Cobb and so on. 

That’s Exercise 07. I’ll see you in the next section. 
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Chapter 16 – Expressions 

Video: Setting Up Validations 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section and the next we’re going to look more closely at the use of Expressions. I’ve used 

a couple of expressions already on the course and not only is the use of expressions a very 

important skill in Access but it’s also quite an extensive subject area. We’re just going to look at 

a couple of examples on the course and then hopefully as your requirements for expressions 

grows you’ll look into the Help and you’ll experiment with the facilities that are there and 

develop your use of expressions to make them a very important part of your toolset when you’re 

working with Access 2016. 

Now earlier on we had one or two examples of adding validation for fields. And in this copy of 

the Night Movies Exercise 07 database I’ve opened the Actor table and at the moment although 

we have a born date and a died date for actors we have no validation on the born date. And what 

I’m going to do now is to add validation to the born date of an actor. And the first thing we’re 

going to say is that for any actors that are going to appear in this database they won’t have been 

born before say 1880. Now some of the old classic movies there may have been one or two 

actors and actresses born earlier than that but let’s take that as the earliest year in which any of 

these actors and actresses may have been born. 

Now if I was talking about a year of birth the validation, greater than or equal to 1880, would be 

straightforward enough. But when I’m dealing with a date I need to put in validation against a 

date. And working with dates is one aspect of working with expressions which is a very 

important one to get to grips with early on. So let’s make sure that all of our actors and actresses 

weren’t born before 1880. 

The born date field is selected in the actor table. I’m going to go down to the validation rule and 

at the right-hand end there is the three dots, the ellipsis marker, that brings up the Expression 

Builder. And the Expression Builder basically includes a main panel at the top in which we build 

an expression and then below that, in this case we have three panels. We have an Expression 

Elements panel, an Expression Categories panel, and then Expression Values panel. And if I 

want to build an expression up I can build it in the upper panel using components from the lower 

panels. Now in the early stages you may well use the panels to help you to build up your 

expressions, but after you’ve been doing this for a while you  may also find that you can pretty 

much type into the upper panel the expression that you want without great reference to those 

lower three panels. And even beyond that you may get to the point when it comes to entering, for 

example, a validation rule that you can type it straight into the validation rule row in the general 

properties section at the bottom of a table definition. But for the moment let’s build this one up 

using those three lower panels just to get the hang of those. 
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So our basic requirement to begin with is that the born date is no earlier than 1880. What that 

actually means since we’re dealing with a date is that the date is greater than or equal to January 

the 1st 1880. Or perhaps we could say greater than December the 31st 1879. Now that 

requirement, that expression, is in two parts. First of all there is an operator. And the operator in 

this case will be greater than or equal to or greater than. And if you look at the first of the lower 

panels, Expression Elements, one section there is Operators. When you select Operators you see 

the expression categories for operators in the middle. Now the sort of operator we’re looking for 

here is a comparison operator and they include operators like less than, less than or equal to, not 

equal to, equal to, and so on. There are also arithmetic expressions such as plus, times, divided 

by. And there are logical operators such as And, Or, and Not. And there is one sting operator 

which is the ampersand operator, which in Access when you’re handling strings means 

concatenate, join two strings together. 

So in this case the operator we want is one of those comparison operators and let’s choose 

greater than or equal to, double click that and it appears as the first part of the expression. The 

second part of the expression will be the operand, the thing that the operator is operating on, 

which in this case needs to be the date January the 1st 1880. 

Now there’s something special about dates in Access 2016 Expressions but for the moment I’m 

just going to type in there 1/1/1880, representing the date January the 1st 1880. Now watch what 

happens when I click on OK. That appears as my validation rule there. But the date is actually 

enclosed between hash symbols. And the way that you denote a date constant in Access 2016 is 

to enclose it between hash symbols. If you type a date in as we just did and Access recognizes 

that you mean that to be a constant date it will put the hash symbols in for you. But if I were to 

type that expression in a situation where it wouldn’t be clear to Access that that was a date then it 

might not put the hash symbols in. And in that case a certain amount of confusion or possibly 

even chaos will ensue. So when you are putting constant dates in or date constants, you can 

actually use either expression, I suggest that you always put the hash symbols in yourself to 

make it absolutely clear to Access that what you’re dealing with here is a date. 

So we have here our first version of this validation rule and that is that born date is greater than 

or equal to January the 1st 1880. 

But that’s not really going to be a good enough validation rule for me because I also want to 

make sure that we don’t accidentally or even deliberately put in a date in the future. An actor 

could have a born date of today. I do believe that there have been movies with newborn babies in 

them that have been credited. But I’m going to say that actually when we enter or modify a born 

date not only must it be no earlier than January the 1st 1880 but it must be no later than today. 

Now the problem with that is that I could put today’s date in. I could put in May the 9th 2016 but 

of course in a couple of weeks time that’s no longer today. In fact tomorrow it’s no longer today. 

So what I really want to do is to put something in for the other part of the validation rule which 

will deal with an expression like today rather than a specific constant date. Well the good news is 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

that I can do that in Access 2016. So I’m going to invoke the Expression Builder again and I’m 

going to completely change my validation rule and say not that the date must be greater than or 

equal to that date, January 1, 1880 but that it must be between two dates. 

Now if I go back to the operators here and look at Comparison one of the options in Comparison 

was between. So I’m now going to click at the beginning of the expression. I’m going to delete 

the operator that I had which was greater than or equal to and I’m going to double click Between. 

Now notice that when I do that Access 2016 puts in sort of dummy values for me for the two 

expressions that I want to use. So it says Between one expression and another expression. Now I 

know what the first expression is because it’s January the 1st 1880. So I’m going to cut that using 

the keyboard shortcut Control-X. I’m going to click on the first expression and paste my cut 

value in as the first date in my between dates. But for the other date I need to use one of the 

Access functions. And in fact if you click on Functions there one of the options is Built-In 

Functions. And the built-in functions are categorized. We have Conversion functions, Date and 

Time functions, Financial, General, Inspection, Math, Text. Now this is a Date and Time 

function. There are a lot of date functions and you may look at those and says, “Well which one 

of them tells me today’s date?” If you look at the bottom part of the Expression Builder dialog as 

you click on each of those functions you get a brief description of what each function does. And 

the third one of those is Returns a variant of type date containing the current system date. So that 

means today. Now one obvious potential flaw in this of course is if the date on your computer is 

set wrongly. But let’s assume that you’ve got the date set correctly on your computer and that 

expression will give you today’s date. Click on OK and now my validation rule says that a born 

date should be between the 1st of January 1880 and today. And that will be today whenever you 

are actually applying the validation rule.  

Now let me put some validation text in. Okay. Then I’m going to save that information and let’s 

try. And let’s take our new validation rule for a test drive. 

Let’s try Morgan Freeman’s date of birth. June the 1st 1937. Let me first of all try 1837. Nope. 

What about 2037? No. What about tomorrow? It’s May the 9th at the moment. So if I make that 

May the 10th 2016. Nope. May the 9th. Yep. So that’s good. I’ll just put that back the way that it 

was. So there we are. My new validation rule seems to be doing the job. 

That’s the end of this section. I’ll see you in the next one. 
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Video: Calculation using Expressions 

Toby: Welcome back to our course on Access 2016. In this section we’re going to continue 

looking at Expressions in Access 2016. 

In the preceding section I showed you how to set up a more complex validation rule than we’ve 

seen before. In this section we’re going to actually do a calculation using an expression and 

we’re going to use it to populate a field on a form which is not a field that’s stored in any of the 

records in any of the tables in the database. 

Now I’m looking at the trip tour form in the Esprit de Tour database and this is actually used as a 

subform on the trip maintenance form. And this is the one where we list all of the tours that are 

currently available. Now at the moment there are three pieces of information in a row in the trip 

tour subform. There’s a start date, an adult price and a child price. And what I want to display is 

the end date for the tour. 

So first of all I’m going to make a space for the end date. So I’m going to make the form a little 

wider and I’m going to move four of the controls on the subform to the right. I can adjust this 

more accurately later. And then where as I have a start date here which is bound to the control 

source StartDate what I want is an end date. I’ll calculate it by adding the trip duration to the 

start date of this tour.  

So the first thing I need to do is to add a control for the end date. The start date has a type of 

textbox. So for the end date I’m going to use a type of textbox as well. Now if you look at this 

control in the controls on the Form Design Tools Design tab it’s the one that you can use to add a 

textbox. So I’m going to draw it on the subform. Note that by default it is unbound. We’ll deal 

with that in a moment. If you look at the start date field, let’s click on All, the name of the 

control is StartDate. Let’s be consistent and let’s call this control not Text 3 but EndDate. Note 

that this is the name of the control. It’s got nothing to do with where we get the data from. Now 

the label for StartDate is currently Label 0. Not the sort of name that I normally like so I’m going 

to make it StartDate Label. And the caption is StartDate. Let me change that to Start, space, 

Date. And now let me take the label for the EndDate control and I’m going to call that EndDate 

Label and the caption is going to be End, space, Date. And I’m going to just move that label over 

to be closer to its textbox. Okay. And then I’m going to change the alignment to be right aligned.  

Now everything else in terms of tab order, sizes, alignments, etcetera we’ll come back to a little 

bit later on. Let’s now go back into the end date textbox and look at the question of the control 

source. We’re going to put something in there but what is the something that we’re going to put 

in there?  

Well what I need to do is to take the start date for this tour and add to it the duration of the trip. 

Now bear in mind that all of the tours that appear in a subform with this one are all for the same 

trip. And the duration of the trip is going to be in the trip maintenance form. Another point to 
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bear in mind is that I don’t simply add the number of days to the start date because in fact if it’s 

an eight day tour, for example, what I really need to do is to add the eight and then take one off 

because an eight day tour, to get from start date to end date you actually add the number of 

nights which is one less than the number of days. So if it were a two day tour you would only 

add one to the start date to get the end date, for example. So the formula is StartDate plus 

Duration minus one.  

Now at this point it’s a very good idea to consider where you’re going to get all the information 

you need from. The start date is available in the subform here but the duration isn’t. It’s in the 

trip maintenance form. And in fact you could get it from the trip maintenance form. But a more 

compact and self-contained way of doing this is to make the duration of the trip available directly 

to the form itself. If I select the whole form, the trip tour subform the record source is the 

tblTour. So effectively I get all of the fields in the tour table. So I get all of the tour information. 

What if instead of getting that I get all of that plus the duration of the trip of which this tour is an 

instance? 

So what I’m going to do is I’m going to change the record source for the whole form. It’s 

currently tblTour. So it’s a tour record. If I go into the Query Builder, I still need the tour 

information. So I’m going to select Star from tblTour but I’m also going to show table trip and 

I’m going to get the duration in days from the corresponding trip table record. So now the source 

for my form will be a query.  

Now let’s go back to that end date and what we need in that end date now is an expression, an 

expression that takes the value of the start date, adds the duration in days, which is not visible on 

the form but is available to it, and subtracts one. We want start date. We’re going to add. Now 

we look at the field list here. We’ve got DurationDays and we’re going to subtract one. 

Now strictly speaking when it comes to manipulating dates, adding, subtracting dates and so on 

it’s usually safest to use specific date handling functions. But provided you take one or two 

precautions which I’m about to show you, you can normally make this work without using the 

date handling functions. There is, for example, a Date Add function that enables you to add a 

certain number of units, days or weeks or months, to a given date to get a different date. But let’s 

try StartDate plus DurationDays minus one, click on OK. And then for the format of the end date 

field we want it to be the same format as the start date which is short date. Let’s close and save 

that and let’s take a look at trip maintenance now. 

Now you notice that this first trip which is the Grand Canyon and Family Rafting Adventure is 

an eight day trip. And at the moment the start date for that one is May the 12th 2017. The end 

date is May the 19th. So that’s a week later. That’s eight days. That’s fine. Let’s look at the next 

trip. This is a 13 day trip. It starts on June the 11th, finishes on June the 23rd. That looks pretty 

good to me actually.  
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Now as I mentioned I would now go in and tidy up all the alignment. Notice how my prices are 

now lost off the right of the subform there. Well let me do that next, do a little bit of tidying up. 

So I’ve done a certain amount of tidying up there. Once again I wouldn’t actually align all this 

completely accurately until I was sure that there was no more to do on it at the moment.  

So we’ve seen a couple of examples of how to use expressions in Access 2016. I’m sure you’re 

going to be using expressions a lot from now on. For the moment that’s the end of this section. 

I’ll see you in the next one. 
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Chapter 17 – Reports 

Video: Basic Reports 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to start to look at one of the very strong features of Access and that is the use of reports. 

Many people’s interaction with a database is usually based on the use of forms. And one or two 

very important features of forms is that they tend to be an interactive way of using a database. 

And the information you are accessing and using is usually current and often you’re accessing 

that information with if you like a sense of urgency. When it comes to reports, however, the 

situation is often quite different. Reports are very often used for things like summarizing 

information in databases. And the sort of question you might ask a database would be something 

like how many orders did we have last month? Or make a list of all the movies that Harrison 

Ford appeared in between 1990 and 2000. Very often reports are printed or saved as files for 

later reference. So quite often reports are not associated with immediacy and urgency. And 

usually when you’re looking at a report you need to bear in mind that this is a snapshot of how 

things were at a particular point in time and that things may well have moved on since then. 

Having said that, there are many situations where a report is what you need. The ideal way of 

getting, maybe summarizing the information that you need. So let’s take a look at how you make 

and use reports in Access 2016. 

In this section we’re going to build a very simple report using the Report Wizard and I’m going 

to talk about some of the tools for handling reports. And then in the next section we will build a 

more complex report and we’ll look at some of the specific report design tools. 

The first report that I’m going to make is a report of the countries that are in the Esprit de Tour 

database. And it’s going to be an extremely simple report. It’s basically just going to list the 

countries. My navigation pane looks a little bit empty at the moment. That’s only because I’ve 

got the categories collapsed. It’s a good idea if you have a report based on a specific table or 

mostly on a specific table to select that table first. So in this case I’m going to select the country 

table and then click Create and I’m going to go to the Report Wizard.  

Now in the country table of course we have a single field. And as usual with a wizard field 

picker I look at the available fields on the left. There is only one and move the field or fields to 

the list on the right using the arrows in the middle. So that’s a pretty easy job to do on this 

occasion. Click on Next.  

Now given that I may have many, many different fields in a report what order, what sort order do 

I want for my records? Now I only have country so in this case it’s pretty straightforward. I’m 

going to do it in country sequence ascending. If I said None of course the countries would appear 

in whatever sequence they are stored in the country table.  
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Now when it comes to layout there are two main choices for layout. You can have tabular layout. 

That’s the default here. And basically what happens here is the layout is like a spreadsheet. So 

each row on the report will be one item in the report. Whereas with Columnar Layout the 

columns flow as with a newspaper, for example. So depending on the number of columns in the 

report the information about one record, in this case one country, will go down the page in the 

first column, down the page in the second column, etcetera. Now on this occasion I’m going to 

go for the tabular layout. 

I can also choose whether I would like portrait orientation or landscape orientation. I’m going to 

use portrait orientation. And particularly if you have a lot of fields to fit say across the page 

there’s a checkbox at the bottom here, Adjust the field width so all fields fit on a page. Now with 

only the country field in use I don’t think we’re going to have trouble fitting them across the 

page. So I don’t really need that checkbox checked, but on the other hand it’s not going to do any 

harm so I’m going to leave it checked. Now click on Next.  

What title do you want for your report? I’m going to call it, prefix reports for me is rptCountries. 

And now it says, Do you want to preview the report or do you want to modify the reports design? 

On this occasion I want to preview the report. And there it is. There’s the list of countries in the 

country table in a portrait format report. Now generally speaking where you have a tabular report 

the default style is for alternate rows to be shaded to make it easier to read across the report. Now 

of course in this case where we only have a single field, that is the country name itself, reading 

across is not a particular problem. But you’ll often find that that alternate shaded row style does 

make it easier to read reports.  

Now one thing you’ll notice here is that we go straight into print preview mode and we actually 

have the Print Preview tab on the Ribbon selected. Let’s go through the main groups on the Print 

Preview tab. And as you’re looking at this think of the single sheet that you can see there with 

rptCountries at the top as a sheet of paper. 

Now on the left we have the Print group. You can click on Print here. That will take you into a 

Print dialog where you can print this report out straightaway. I’m going to talk about printing a 

little bit later on but basically if you make a report now and do want to print it you have the 

names of your available printers here. Mine defaults to printing to PDF but I have of course a 

physical printer, I have a fax device, I can write it to a Microsoft XPS document, or I can send it 

to OneNote. The list of options you have here will depend on your own installation and your own 

device to know what’s available to you in terms of printing. So one or two of the items in this 

that you have may be the same as mine, one or two of them may well be different. But if all you 

wanted to do now was to print this report it’s pretty straightforward. Select the printer, select the 

number of copies, the number of pages you want to print. In this case we only have one page so 

that’s not a lot of choice. And then depending on the number of copies and the number of pages 

you may want to specify whether you want the copies collated or not. I’m not going to print this 

just yet. 
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The next group is the Page Size group. Now on the Page Size group we can choose the size for 

the report. Mine defaults to A4. If I wanted to change to a different size, for instance if I wanted 

to change to A5 what I would then find is that everything still sits on a single page. Note that in 

A5 you can see the bottom of that page and that by default there is a date at the bottom. I’m 

going to go back to my A4 size. The default in Europe and the UK is generally A4. The default 

in the U.S.A. of course would normally be letter size.  

And then you can also set margins. Now again by default you’ll probably find that you have 

narrow margins set, which fits the maximum amount onto each page. But if I say wanted to 

change to wide margins, look at what this does to the report. I now get much wider margins. This 

can be useful either to help in layout or perhaps if you’re sending this report out for review it 

may give people space to sort of jot notes or mark comments around the edges of the report page. 

The next group is the Page Layout group. Now in the Page Layout group you can choose 

between portrait orientation and landscape orientation. Note that in landscape orientation this 

does go to a second page. And then columns, if I want a multicolumn layout I can specify the 

number of columns here. So if you’re using the columnar layout that is an important dialog. And 

what’s happened there is that we have opened the Page Setup dialog with the Columns tab 

selected automatically. Apart from the options there for individual column settings there’s also a 

Page tab where you can choose things like orientation, paper size, etcetera, and you can choose 

your printer. And then you have print options. Again this is another location where you can set 

your margins. 

The next option in the Page Layout group opens the Page Setup dialog. So it’s another way into 

that same dialog. 

Now let’s look at Zoom. In the Zoom group you have a Zoom control. And if you click on the 

Zoom dropdown there you can see we are at the default 100% here. If you wanted to zoom in 

more perhaps to get close to the detail you could go for 150%, maybe even 500%. And if you’re 

zoomed in so that you can’t see all of the report you use the scroll bars on the right or at the 

bottom to move around the report. Or you can zoom right out. So 25% would make that look like 

a very small page. 

Note that apart from the Zoom control you also have a Zoom Slider at the bottom right hand of 

the window. And the zoom slider currently indicates the 25% that we’ve already selected. Now 

there are a couple of ways that you can use the zoom control. You can use the plus button at the 

right end or the minus button at the left end to take you through different zoom settings. And 

they generally operate in 10% increments. Once you’ve got to a whole multiple of ten they work 

in 10% increments. So that gives you a very straightforward way of going to a specific percent of 

zoom. 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

Now apart from that zoom control you also have in the Zoom group the options of showing one 

page in view, two pages in view, or in fact depending on your report you may want more than 

two pages. Four, eight, or twelve pages in view. 

So there are the main options that I’m going to look at at the moment on the Print Preview 

screen. And when you’ve finished using the print preview screen you click on Close Print 

Preview and that will take you into the Report Design that we’re going to look at in the next 

section. 

Note that when you are working on a report if you look at the buttons at the right-hand end of the 

status bar you have a button to take you into Design View, one for Layout View, one for Print 

Preview, and one for Report View where you see the report itself. If I want to go back into Print 

Preview click that button and I’m back to where I was. 

That’s the end of this section. Please join me in the next one. 
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Video: Report Design 

Toby: Hello again and welcome back to our course on Access 2016.  

In the preceding section we looked at a very straightforward report and I showed you how to use 

the Print Preview tab to preview the report and to customize many of the settings associated 

with, for example, margins, paper size, orientation, and so on. In this section we’re going to look 

at report design. I’m going to stick with that very simple country report in this section and then 

in the next section we’ll create a more complex and detailed report. 

Now at the moment you can see the report that we created in the preceding section open in 

Design View. And in this view at the moment and bearing in mind that this is a very 

straightforward report you can see a typical report structure. We have at the beginning a report 

header and this appears right at the beginning of the report. And at the end a report footer which 

obviously appears at the very end of the report. We then have on every page of the report, 

potentially, a page header and a page footer. And the central section of the report, the detail 

section, is the section that is repeated for every record in the report. Now when I say a record that 

isn’t necessarily just a record from a table as it is in this case. It may be a record from a data set 

produced by a query, which in some cases can be quite a complex query. 

Now one of the first things to point out is that if I right click somewhere within the report I get a 

contextual menu that lets me perform some quite important operations if I wish to do so. So for 

instance if you look at these options towards the bottom of the contextual menu there is an option 

there that says Page Header and Footer. At the moment the little icon is highlighted and that 

means that there is a page header and footer in this particular report. If I click that I can switch 

the page header and footer off, but beware because when I’ve done that note, Deleting these 

sections will also delete all the controls in them. So if you’ve set up a header and footer and then 

you say, “Yeah I’m not sure about that. I’ll look at it without.”, any work you’ve done is 

potentially going to be lost. Now I’m not going to do this at the moment because I don’t want to 

lose that page header and footer. But if I go back to that menu for a moment there’s also an 

option to switch on and off having a report header and footer and you can also do things like 

show or hide the property sheet. Note again that at the bottom of the contextual menu the icon 

against properties is shown, which means that the property sheet is shown. If I wanted to see the 

report properties, if I click on that I’ll see the properties for the whole report.  

When we’re designing reports many of the features of the work that we do are similar to the 

features of the work we do when we’re designing forms. So you have controls, controls have 

properties, you can do things like set the size, set the captions, etcetera. So many of the skills that 

you’ve already developed for designing forms you’ll find very useful for designing reports. Note 

that there is a Report Design Tools set of four tabs. Currently and by default the Design tab is 

selected. And the tools on the Design tab are pretty similar to the tools on the Form Design Tools 

Design tab. 
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So let’s start with the detail section of this report. It’s pretty straightforward. We have a single 

field. It is the country. And of course if I wanted to change the width, the height, the font, the 

alignment, I could do all of those using the property sheet with country selected. 

For page header, the page header is a label and the label says just the word Country. Now note 

the name that has been assigned by Access 2016 is Country_Label. If I look at the list of all of 

the controls you’ll see that as when you are doing form design many of the controls including 

labels get default names. And I normally go through and change those names to more meaningful 

names. You may find that a useful thing to do with reports as well. In fact I’ll do this in this 

particular case and then that will explain a couple of things better a little later on as well. 

So having done that renaming you could see how much easier it is to find your way around the 

report. And given that the report has five sections, which is pretty typical as the basis for a 

report, it’s worth knowing what the names of the sections are. So for instance, the report header 

section is called Report Header. And if I select Report Header I’m not talking about an 

individual control. I’m talking about the whole of that section. And within that section you have, 

for example, got this header label as well. Similarly the Report Footer is a whole section within 

the report, although that section is currently empty. 

So back to the page header, as I said just now we just have the country label in there that just 

says the word Country. In the page footer though we have two controls. One of the controls is a 

textbox with an expression in it. And I’ve called that the Page Footer Now textbox. And the one 

on the right is the Page Footer Page Count textbox. So we have two textboxes and each of those 

has an expression in it.  

Let’s deal with the first one. If I select it, note the name and note that the control source is not a 

field. It’s an expression. If I click on the ellipsis against control source it brings up the 

Expression Builder and you can see there the expression that’s used in this particular textbox. 

And the expression uses the function Now. Now you’ll soon get used to some of these functions. 

This is one of the built-in functions. It’s a date and time function. It’s Now. And it’s a function 

that returns a variant of type date specifying the current system date and time. You may 

remember looking at Date before and Date just returns the current system date. Now gives you 

the date and time. So once again we’ve used an expression here to provide information which is 

not part of any record in any of our tables. 

Now let me cancel the Expression Builder and look at this other expression because this is a 

considerably more complex expression. It’s actually made up of four strings concatenated 

together. The concatenation symbol is the ampersand. So there are the three ampersands 

concatenating the four strings. And the literal strings are the ones which are contained in double 

quotes. So the first literal string is Page, P-A-G-E, followed by a space. Now the second one is 

one of the Access system variables. And Page in square brackets denotes the current page 

number. The third string is another literal. In double quotes and it’s space, O-F, of space. The 
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fourth string is another Access system variable and this one is Pages with an S on the end in 

square brackets. And this is the total number of pages in this report. So what we’re actually 

showing in this textbox is a statement which will say something like Page 3 of 6, for example. 

Now there are quite a few typical common statements which access these Access system 

variables. And if you click on Common Expressions you will see some of them. Now note that in 

the example here that’s been built by Access itself. These values have been put in square 

brackets, whereas they’re shown without square brackets here. I tend to always use the square 

brackets myself and I think you’ll find that Access usually does as well. So for instance a 

common expression page number you would put Page, space in double quotes, ampersand, and 

then Page. That’s Access system variable. Total number of pages is typically just Pages. Page N 

of M, that’s the equivalent of the expression that we’ve just been looking at. The Current Date is 

Date. Note the round brackets. Current Date/Time is Now. Note the round brackets. You’ll 

probably find that you use those expressions quite a big, particularly when you are creating 

reports in access. 

Okay let’s take a look at how this report looks. So I’m going to go up to the View tab on this 

occasion. I’m going to look at Report View. It’s a one page report at the moment. And note the 

date at the bottom there. Tuesday, May the 10th 2016 and Page 1 of 1 at the right. Note that rather 

unhelpful heading.  

Let’s go back into the Report Design again. Let me change a couple of aspects of this.  

Let’s start with how the date appears. Now we know that we’re showing a date in that field, but 

if you wanted to see the format of that date it’s held in the Format Property in the property sheet. 

It’s currently shown as Long Date. Let’s try Medium Time just to see what it looks like. And 

then within the header I have this rather unhelpful label here. In fact the header itself, you notice 

all the space under the label is below the label. There’s very little above it. And if I want to 

center the text in the report the best way to do it normally is to make in this case the label equal 

to the full width of the report, but then center the text within the label. So I go to Text Align next 

and change it from General to Center. And then the caption I’m going to change. It currently 

says rptCountries, which is the name of the report. Let’s change it to. I do think that’s a more 

helpful label for the header. Now I’m going to put some text in the report footer.  

There doesn’t appear to be anywhere to put it at the moment but if you hover over the bottom of 

the bar until you get the horizontal line and the double headed arrow you can actually pull out a 

little bit of report footer paper to write on. Now I’m going to draw a textbox in the report footer. 

I’ll worry about positioning it accurately, etcetera a little bit later on. And I’m going to enter an 

expression. Now the expression I’m going to enter, I’m going to click in the control source for 

that box. Instead of using the Expression Builder I’m going to type it straight in. So there’s my 

expression. I’m going to change the name of the textbox. I’m going to change the alignment 
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within it to center. I think I’ll just reduce the height a little bit and maybe I need slightly less 

vertical space in the report footer. Let’s see how that looks now. Okay.  

Now there’s still quite a lot to do on the appearance of the report. For example, the header has a 

shaded background, whereas the report footer is in a plain box with a border around it. And we 

have different size fonts in use and so on. So on the cosmetic side there would be quite a bit to 

do.  

But now it’s time to move on to a more complex report which we’re going to do in the next 

section. I’ll see you then. 
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Video: Complex Report 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to create a more complex report.  

Now when we talk about a more complex report the complexity is more often than not due to a 

complex structure to the report. And that in turn is quite often because have nested information 

within the report. Think of a form and a subform. Well with reports you very often have the same 

situation. A report comprises information about a particular entity and then you may well have a 

subreport with repeated additional information about that entity. One way of creating that kind of 

structured report is to use very much the same approach that we use for forms where we create a 

subform and then we create a form and insert the subform into the form. And the subform 

contains repeated information about the entity represented on the form. So for example we might 

have an actor subform on a movie form. And the actor subform contains a list of the actors and 

their roles within their movie. That’s something that we’ve looked at already on the course.  

Now taking that one step further, and this can happen on forms and reports, you can have many 

levels of nesting of that information. So you could have, for example, subforms within subforms 

within forms or subreports within subreports within reports, etcetera. One way of creating the 

report that I’m going to create in this section would be to create a subreport, create a report and 

include the subreport into the report. And that’s a very good approach, a very popular approach. 

One you might well want to try yourself. But the approach that I’m going to take here is a rather 

different approach. It may almost seem like cheating in a way but it gives you a good result, it’s 

relatively easy to understand and it gives you a lot of control over the ultimate layout of your 

report. 

So what I’m going to do is to create a report for Esprit de Tour. It will list the visited countries 

and then for each of the countries it will show the trips that go to that country and then for each 

trip it will list the scheduled tours, the ones that are actually available to book. Now bear in mind 

the warning that I gave you earlier on in the course. If you’re using the dates that you’ve 

imported from the delimited text files provided by me these may well be dates well in the past by 

now. But that won’t affect the building or usage of this report. So you may have updated those 

dates as I outlined earlier on in the course, you may have left them the same. Whichever way 

you’re doing it I still want you to go ahead and include all tours within each trip even if the tour 

is by now in the past. 

So just to repeat myself, we’re going to list the countries, for each country we’re going to show 

the trips, for each trip we’re going to show the tours. Bear in mind that Esprit de Tour do not 

currently have trips going to all countries in the country table. So at the highest level in this 

report we’re doing a report on countries. So I’m going to select the country table and then I’m 

going to go to the Create tab and run the Report Wizard. 
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So I want to show the country in the report so I click there on the right arrow to add country to 

the report. But I also want information from other tables and the first other table that I need 

information from is the trip table. So I choose the trip table here and I have a list of the available 

fields. Now in the report I’m really going to include virtually everything here. I don’t think I’ll 

need the ID, that’s the unique ID for a trip. The trip code I’ll need because I use that to link 

through to tour records. But I don’t need ID. Everything else I do need. Now I could go through 

and one by one add these to the selected fields. Alternatively if I use the double right arrow there, 

the double right chevron I get all of the fields. And then all I need to do is to select the ID field 

and remove that from the selected fields. And I have all the fields that I need so far. So that’s 

country and everything from trip records except the unique ID. The other table that I need 

information from is the tour table. So I’m going to select tour next. 

Now that’s straightforward enough. I need everything from that table. So I’m going to use the 

double chevron and that’s a complete list of all the fields that I need. And I click on Next. 

One of the key aspects of this report is that it is going to be grouped. The first grouping level is 

by country. So for each country there will be a section of the report and within that section all of 

the trips for that country will appear. So my first grouping level is country. I make sure that’s 

selected in the list there and I click on the right chevron. So that’s my first grouping level. Now 

within the country I’m going to group by trip code. In the trip records that field is called Code. 

So Code is going to be my next level. So they’re the two levels for grouping within my report. 

The next step with the wizard is to look at the sort order.  

Now the sort order relates to the detail records not the grouping. And within each trip the detail 

records are the tour records. So I’m going to arrange those by start date. That’s start date 

ascending. Note that I have up to four fields available here to specify the sort order for the detail 

records. Let’s take a quick look at these summary options while we’re here because we’re going 

to use one of these. I want to highlight the lowest adult price for each trip. So I’m going to say 

the cheapest available tour for this trip for an adult price is this. So I’m looking for minimum 

price adult. So that’s going to be the highlighted summary value. Okay that’s all my selections. 

Now I click on Next. 

So now I can choose a layout for my report. As usual there’s a preview here. And the basic 

layout choices are Stepped and you can see in the preview there that we have our first grouping 

level in the first column, second grouping level in the second column, and then the detail records 

here are shown in a third and fourth column. The next alternative is Block. You basically have 

the same layout but instead of that sort of diagonal effect everything is blocked across. So that’s 

the first grouping level, second grouping level and so on. That wouldn’t really be very suitable in 

this case because at the second grouping level which is the trip level there is a lot of information 

including the trip description. So trying to fit it into a relatively narrow column would be pretty 

awkward. Let’s look at the Outline option. Now the outline option is like the stepped option but 

you have these headings above the detail records. I think that’s going to be the best option in this 

https://www.simonsezit.com/


Learn Microsoft Access 2016 by Simon Sez IT 

© Copyright 2008-2017 Simon Sez IT, Inc. All Rights Reserved. 
 

case. I’m also going to choose landscape layout. And there is a further option here, Adjust the 

field width so that all fields fit on a page. I’m going to leave that checked but in effect here I’m 

going to have to reorganize this report quite a bit anyway because the information is quite 

variable. I’ve got everything from very small fields like prices up to very long description fields. 

So there’ll probably be quite a bit of reorganizing to do here anyway. But I’m going to keep that 

checked and I can put right anything that doesn’t come out correctly from the Report Wizard. So 

click on Next. 

So first of all let me rename the report. And I’m sure I’m going to need to modify the reports 

design but let’s preview the report first. So we preview the report selected there, click on Finish, 

and Access will make our report. 

Now the main issue here is that although Access has produced a report it’s got several things if 

you like in the wrong place. Let me just explain the structure here. We have our first grouping 

level, Country Costa Rica, in this case is the first item. Then we have our second grouping level 

which is the trip level and we’ve got Code CRM. Then we have our multicolumn detail records. 

And the problem with the detail records here is that the detail doesn’t relate to a tour. It’s 

actually the detail related to a trip. So for instance we have trip name Costa Rica multiactivity 

repeated for each tour, which is of course technically true but we really ought to have the trip 

name up here at the trip grouping level. So we should have something like Code CRM and then 

the trip name should be up here and not repeated in the detail records as it is. Similarly the 

activity level, the number of days, the description. These all relate to the trip not to the tour. So 

what I need to do is to change the design so that those aspects are actually included at the trip 

level not the tour level.  

Now that’s pretty easy to do. All I need to do is to go into Design View and we’ll take a look at 

the design of this report. On this occasion I’m going to use the button down at the right-hand end 

of the status bar that lets us go into Design View for the report. 

So let’s look at the overall structure of the report first. We have a report header at the beginning 

and a report footer at the end. We then have a page header and towards the end there page footer. 

These are repeated on each page of the report. At the moment as you can see the page header is 

empty and the page footer contains Now which of course is current date and time and on the 

right it has Page and then the page number, Of, and then the total number of pages. Then we 

have a country header. So this is our first level of grouping. We have a country header which 

contains the label Country and the name of the current country. And then we have a country 

footer which gives a summary in the terms of the count of the number of records. But it also has 

a minimum. And this would actually be the minimum adult price for the country. So I don’t 

particularly see the need for a minimum tour price for a country, particularly given the range of 

trips and prices for each country. So I’m going to remove this summary information here. It’s 

simple to do. Select the fields, delete, and then you can also close up the space if you don’t want 

the additional space at the end of a country. I am however going to leave summary information at 
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the code level, that is the trip level. So I’m not going to do that summary. I’m going to take that 

out but the minimum price for a tour on a particular trip I am going to leave there. I’m going to 

change the label. I’m going to realign things a little bit as you’ll see in a moment.  

But the main issue I have here is that in the detail section I have a load of information that relates 

to the trip and therefore to all the tours for that trip. And what I really need to do is to move that 

information into the trip level. So I’m going to put it into the code header. Now if you look at the 

code header currently the only specific field for a trip there is the code. But there’s a whole row 

of headings and these are the headings for the detail records. So it’s important that I leave them 

in position. I’m actually going to make the code header bigger and I’m going to select all of 

these heading labels, just move them down to the bottom of the code header section out of the 

way for the moment. And then I’m going to choose the fields in the detail records which should 

actually be in the code header section. So for instance the description. That shouldn’t be there. 

That should be up here in the code header section. And I need to make that into a nice big field. 

The trip name, that should also be up here. But the code field definitely doesn’t need to be as 

wide as that. So I’m going to carry on reorganizing the code header and the detail section, 

including closing up these labels which are going to be the headers for the detail section. Join me 

in a moment when I’ve done that. 

So I’ve done some more work on the design of the report. I’m going to do a little bit more but 

I’m pretty happy with where I’ve got to so far. I’ll show you that in just a moment but I’d like to 

point out a couple of things in the design that you may find useful. 

You notice there that I have the description field selected in the code header. And there’s a 

particular property towards the bottom of the property sheet there, Can Grow, that is set to Yes. 

In a situation like this one where you have a description which might be quite short, maybe just a 

few words, one sentence or perhaps could be quite a long paragraph or two it’s difficult to know 

how much space to allow in a report layout. Well if you set the value of Can Grow to Yes but set 

the height of the field in the report as I have done here to just one row in height what Access 

2016 will do is to adjust the height of that field each time it’s used just to accommodate the 

amount of text in the description for that particular trip. Note also that there is also a Can Shrink 

property there and I’ll leave you to work out how you could use Can Shrink in a different but 

related situation. 

Now don’t forget you have quite a lot of tools you can use to help you doing this sort of layout. 

You’ve got grid and rulers. You’ve got the alignment tools. Notice that I’ve changed the header 

label text and I’ve changed the font styles in places. You’ll see in a moment that the lowest price 

I’ve sort of highlighted as a bit of a special offer. And I also point out to you here that that field 

is not a label. It’ll look like a label when you look at the report but it’s actually done as a textbox 

so that the contents of the textbox pretending to be a label can be variable. So let’s just do a bit of 

a preview. Let’s look at the report in Report View. 
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Notice this, our lowest adult price for CRM there and the next one, our lowest adult price for 

CFA. See what I mean about what appears to be a label, the contents actually changing? Well 

you can see how I’ve done that. And notice how now the trip information is all at the same level, 

above the list of tour instances.  

So look for some of the things that I’ve done in there in this report layout. If I go not into Report 

View but into Print Preview I’ll see how many pages are involved in this actual report. And of 

course if I wanted to print them out I could. There’s only one country with more than one trip at 

the moment and that’s the U.S.A.  

So that’s it for this section. Please join me in the next one. 
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Video: Exercise 08 

Toby: Hello again and welcome back to our course on Access 2016.  

It’s time now for Exercise 08 and Exercise 08 is a little bit trickier than some of the earlier 

exercises. I need you to create a report. And although the general approach on the report is going 

to be similar to the one that I’ve used in the preceding section to create a structured report for the 

Esprit de Tour company. This structured report is for the Night Movies database. You probably 

have a different amount of data recorded to me so I’ve just got a version of my answer to 

Exercise 08 here with four movies in it. Make sure you have at least say four, five, six movies. 

Hopefully more than that with several pages if possible. But I only want you to include the 

movies which have actors and their roles recorded. And for each movie and for each actor and 

role rather than presenting the information in the conventional way what I’d like you to do is to 

respect the structure of movie and actor but to present the data in sentence form like this. So 

looking at the first bold line there, The Shawshank Redemption was directed by Frank Darabont, 

released in 1994 and runs for 142 minutes. Now getting that sentence to look quite as neat as that 

you need to do it in a particular way that I hope you can figure out. Once you’ve figured it out 

you’ll have no problem producing the lines that list the roles for the players. So Morgan Freeman 

– who was born in USA on June 1, 1937 played Ellis “Red” Redding. Tim Robbins, etcetera.  

It’s a different way of presenting the data. It’s a bit of a challenge. And as an additional and 

hopefully much simpler challenge I’d like you to use a theme in the report that you haven’t used 

before. I’ve used a different theme here. And with that goes a word of warning. It’s always a 

good idea to choose the theme for a report as early on as you can. Same goes for choosing a 

theme for forms because if you don’t make the choice early on what might happen is you do a lot 

of the sizing, alignment, etcetera on your report or your form and then when you change the 

theme later on either the fonts gets bigger and nothing fits and you have to move it all around 

again or maybe the font gets smaller, you’ve got spaces all over the place that you don’t really 

want and again you have to go and realign everything. So choose that different font earlier on 

and make sure that you do it before you try to finalize any layout in this report. 

My answer is in the usual place, Exercise 08. I’ll see you in the next section. 
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Chapter 18 – Printing 

Video: Printing and Print Properties 

Toby: Hello again and welcome back to our course on Access 2016. In this section we’re going 

to take a look at printing.  

I’ve mentioned printing once or twice already. We saw a Print dialog. We’ve looked at one or 

two print preview screens. I want to tell you a few other things about options for printing. And 

just before I do that I’m going to talk about something that I haven’t pointed out before but it’s a 

feature of Access 2016 that can be very useful when it comes to documenting a database that 

you’re designing and building. And I’ll use this feature as a basis for some preliminary 

discussions on printing.  

On the Database Tools tab one of the options is Database Documenter. And the Access 2016 

Documenter is a really useful way of documenting not the data in your database but the design of 

your database. Now when you open the documenter you have a number of tabs. And these tabs 

give you access to the main objects within your database. So the Tables tab gives you access to 

the various tables, Queries tab, Forms tab, Reports tab, etcetera. 

Let’s go back to the Tables tab and let’s select the trip table.  

Now if I select the trip table and click on OK what I see is a definition of the design of the trip 

table. Now it might be quite difficult for you to read this so let me just zoom in. Note if I hover 

with the cursor over the page I have the magnifier with the plus, indicator zoom in it’s changed 

to a minus, next click will be zoom out. And you can see that at the top of this definition I have 

properties. This is the properties of the trip table itself. And then I have the individual columns, 

information about the individual columns. So I start off with the ID column, then the code 

column and so on. And I have a very full set of information about each column. And just to 

repeat, we’re not looking at any data in the table here. We’re only looking at the table definition. 

Now down at the bottom on the left I have some navigation buttons to take me through this 

definition. And as you can see it’s a pretty full document. And once I get through the definitions 

of the individual columns or fields I then have details of the relationships between the trip table 

and various other tables in my database. So I have a very full definition here. Let me just close 

this preview down for a moment. Let me choose the trip table this time and now when I click on 

Database Documenter it goes straight into the tables. There’s the trip table. 

The Options button at the bottom here lets me choose what I see in the definition. It has 

defaulted here to pretty much everything that’s available. So all of these are checked. And I’ve 

got the bottom option here where there are some option selections. And basically the definition 

of the trip table that we were looking at just now is the everything definition.  
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And given that when I go into that definition if I wanted to print it out I could first of all use the 

Print Preview tab to do things like set the size, the margins, portrait or landscape, number of 

columns, and so on. And when I click on Print to print it as before I have a number of options for 

printing. It’s defaulted here to Microsoft Print to PDF but I could print to fax, I could print to a 

physical printer, I can print to a Microsoft XPS document, or I can send it to OneNote.  

Let’s suppose I was going to send this to OneNote. Once I’ve made that selection I then have 

properties on the right and I get a choice of properties that are appropriate to my selection. Now 

when it comes to printing to OneNote I really don’t get many options at all. I get a choice of 

orientation, portrait or landscape. If I click on Advanced I get options related to paper size. 

Where I could change from letter say to A4. The number of copies that I want and the graphic 

resolution. So not a huge number of choices when it comes to printing to OneNote. 

If I on the other hand want to print to my physical printer which in my case is an HP psc 2500 

series printer. It’s quite an old printer but it’s got a good set of features. Here I can choose again 

paper size. I think I’ll go back to A4. And then I have other selections such as color settings. But 

then I can do things like finishing settings where I can do things like select whether to print on 

both sides. Now in the case of my printer it doesn’t do printing on both sides but I can say print 

on both sides manually. If I check that option then it will let me print all of the odd numbered 

pages. Then I can physically turn the paper pages over, feed them back into the printer and it will 

print on the other sides. Effects. So I can do things like scale to a percentage of normal size. I can 

also do things like add watermarks. I can choose paper quality. And then in the advanced settings 

I have other settings related to things like the page order. The layout option here is front to back. 

I might do back to front. Now exactly the options you get will depend on your printer and the 

features that it supports.  

If on the other hand I wanted to print to PDF, Microsoft Print to PDF. That’s what I’m going to 

do on this occasion. Click on the properties. Again I get portrait or landscape and then the 

advanced properties I get paper size and how many copies I want.  

Now on this occasion I’m going to print to PDF just to take a look at the printed document. I’m 

going to print to PDF into the course file folder. Now the name that I’ve given this PDF file is 

tblTrip Table Definition.pdf. And now if you want to see a copy of that table definition you’ll 

find it in the course file folder. 

So I’ve introduced you to the Database Documenter and we’ve looked at some of the main 

features of printing. There are a couple of other important things to know about. Let me close the 

Print Preview of this table definition and let’s return to the question of regular printing.  

Say we wanted to print the entries in the country table. If I select the country table one of the 

options that I have on my Quick Access Toolbar is Print Preview. And if I click on Print Preview 

there is a print preview of the contents of the country table. Of course in this case I’m looking at 

the data.  
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The ability to do a print preview or indeed a quick print may well be something you want to 

make sure is always there on the Quick Access Toolbar. At the moment as you can see my Print 

Preview is checked and enabled. My Quick Print isn’t. 

Also, let me just close that print preview. If you go into Backstage View there is a Print option. 

And the print option basically gives you three options. There’s a quick print option that sends the 

object that’s currently selected directly to the default printer without making changes. So if I 

click that now it will just send the country print that you’ve seen just now directly to my default 

printer, whatever my default printer is. If I click on Print what happens is it brings up the 

straightforward Print dialog. So I can choose my printer, I can set things like number of copies, 

number of pages, etcetera. And if from Backstage View Print I choose the third option, Print 

Preview, it takes the currently selected object, opens it in Print Preview, and then I can do all the 

normal print preview things with that object.  

So for a table you’ve seen there the use of the two options on the Quick Access Toolbar and 

three options from Backstage View. Let me close that. If I say selected one of the forms, what 

about the trip maintenance form? Go into Backstage View, go to Print, click on Print Preview. 

What it’s showing me now is a print preview of the trip maintenance form with data in place and 

of course I can step through the pages of that and see what it would look like if I printed it. 

That’s printing. I’ll see you in the next section. 
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Chapter 19 – More Data Types 

Video: Yes/No, OLE Object, and Hyperlink Data Types 

Toby: Welcome back to our course on Access 2016.  

Much earlier on in the course we looked at the available data types for Access desktop databases. 

And we’ve been using most of those data types throughout the course. But there are still a few 

that we haven’t looked at at all yet and in this section I’m going to explain two or three of them 

to you and demonstrate a couple of them as well. And we’re going to start to use one or two of 

those in the Esprit de Tour database. 

Now don’t forget this Help topic in Access which does explain all of these data types. The first 

one that we’re going to look at in this section is the Yes/No data type. And this is a data type 

that’s used normally to denote a true or false condition. And the way that we’re going to use this 

in the Esprit de Tour database is that instead of using a zero value in a child price to denote that a 

tour is adults only we’re going to introduce a Yes/No field. And a Yes/No value of Yes or true in 

that field will indicate that this is an adults only trip. 

Now when we’re adding a field to an existing table you can just add new fields to the end of the 

table. Basically the sequence of the fields in a table is not significant in that you can always 

access the fields in a table in whatever sequence you like. And you don’t even necessarily know 

what sequence they are physically stored in on a storage device. So if you have a preference to 

place a new field in a particular place it’s entirely up to you. One of the options if I say wanted to 

put it in front of price minimum just because for some reason it looked neater, if you select the 

row in the table and click in Insert Rows it just opens up a space for you. I’m going to call this 

Adults Only, data type Yes/No, and the default value here is No. Now when I add a new field 

one of the things I clearly need to do is to make sure that any existing data is set up with the 

appropriate yes or no value. So what I’m going to do on this occasion is to just go into Datasheet 

View and I’m going to go through the existing trips and just tick the ones that are adults only. 

There are just three. That’s the Iconic Italy trip, the SSL trip and the WUUC trip.  

Now a couple of things to bear in mind here. One of them is that if I have created forms, I’ve 

implemented any aspect of my database which relies on identifying adults only on the basis of a 

zero child price in a tour record then I’m going to need to go through and change the way that 

that is set up, the way that the identification of adults only tours is done. So I may need to go 

through the existing database just to update anything that’s already there in line with my new 

definition of an adults only Yes/No field. And in order to do that I may also need to change 

queries, for example, to make sure that adults only is one of the fields that’s in the select list for 

any queries that are using this information. 
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And an example of the sort of change you’re going to need to make is that we now have a new 

field in the trip table. So we’re going to need to make sure that that can be maintained on the trip 

maintenance form. So what I’m going to do here is to check the record source for the trip 

maintenance form. Well it’s the trip table which means all of the fields in the trip table, so I don’t 

need to worry about changing a select statement but I am going to need to put a control on this 

form so that users can manage the adults only information. 

Now if I look at the controls in the Gallery on the Design tab in the Form Design Tools one of 

the controls there is this one which is a checkbox. And I’m going to put a checkbox control on 

the form. It gets a default name and it has no control source. So it’s currently unbound. What I’m 

going to do is to bind it to adults only and I’m going to change its name, checkbox, and then I’m 

going to find its label. I’ve renamed that to Adults Only Checkbox Label and the caption is going 

to be. Now on this occasion I want to move the checkbox over to the right a little and I’m going 

to separate out the caption. Okay let’s just check that out. Go into Form View. So Grand Canyon 

Rafting Adventure. There we are, Iconic Italy is adults only, etcetera. So that works fine. 

And another point to bear in mind here is that if you’re validating user input for people setting up 

tours and trips, amending details of tours and trips that if a particular trip is adults only then you 

would want to check, for example, that there are no child prices specified when people enter or 

amend the tour information about individual tours for that trip. Correspondingly you would also 

want to say that if it isn’t adults only you probably want to make sure that there are child prices 

specified. 

The next data type I’d like to look at is the Attachment data type. Now let’s suppose that the 

Esprit de Tour company makes a full trip dossier for each trip that they offer and that the dossier 

is presented as a PDF file that people can either print out themselves or I email to them, maybe if 

they go into a local branch of Esprit de Tour they have printed copies of the PDFs there. So I’m 

going to go back into the trip table in Design View again and I’m going to add a new field again. 

This is going to be Dossier. The data type is Attachment. And this is not a required field. 

Although the intention is that every trip has a dossier. In the early stages of a trip being offered 

the dossier may not really be ready for people to use. So having added that I’m now going to go 

into the Datasheet View for the trips. Dossier column is over there on the right. And the very first 

trip, the GCA trip, I’ve actually prepared a dossier for.  

Note the paperclip with zero for zero attachments. Let’s double click in that one. Now I can 

actually have a number of attachments. At this stage we only plan to have a single dossier for 

each trip but that gives me expansion possibilities. Maybe I could publish information about 

flights from the client’s locale. So click on Add. There’s the one that I’m looking for. Click on 

OK. So I’ve attached the dossier to the details of that trip. I’m going to close the trip table. Once 

again I’m going to go back into trip maintenance and put in a provision for a user to access that 

dossier. 
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So once again I look at the controls in the Form Design Tools on the Design tab. The control that 

I want in this particular case is that one. That’s the Attachment control. So I’m going to draw a 

suitable control there. Currently of course it’s unbound. I’m going to change the name of that 

control to Dossier. And the control source is Dossier. Now for format I’m just going to check the 

border style. I don’t want a border round this. Let’s make that transparent. And then for the label 

of dossier and I’m going to call it Dossier Label and I’m just going to right align the contents and 

I’m going to squeeze it over there a little. I think I’ll move the dossier, in fact the dossier 

probably doesn’t have to be quite that wide. I’ll move that over there. And move that away there 

a little bit. Let me align everything on the top row. That’s it. Now I’m just going to align top. 

That’s fine.  

Now let’s take a look. And what you can see there now for this particular trip there is a dossier. 

So you see the little PDF symbol there. Now I should warn you that with this particular dossier 

all I’ve done is taken the trip description and put it into a PDF file. I haven’t actually prepared a 

full dossier. But of course the travel company would do that. Let’s double click on that to see 

what we get. A list of attachments. One of the attachments is our PDF. Select it, click on Open, 

and there would be the full dossier for this trip. When I finish reading the full dossier click on 

Close and I’m back to my trip maintenance form again. 

So in this section I demonstrated a couple of other data types. There are really three others that 

you need to be aware of. One of them is the OLE Object data type. This is a rather specialized 

data type and is usually used for things like attaching something like an Excel spreadsheet or a 

Word document to a record where you need an element of interaction with that spreadsheet or 

document. And generally speaking if all you want to do is to be able to access something like a 

document in much the same way that we just accessed the dossier you’d be better off using the 

Attachment data type because it’s more flexible. But there can be situations where you do need 

the level of interaction that you get with the OLE Object data type. But I’m not going to go into 

that further here. 

Hyperlink is another data type and this would include a link address to a document or file on the 

internet, on an internet, on a local area or network a land or on your local computer. In the Esprit 

de Tour database we might create a field linking to the perhaps tourism site for one of the 

countries visited. Or perhaps link into information about one of the day trips or perhaps to one of 

the places of special interest that is visited on the trip. 

And another type here, the Calculated type. And in a calculated data type field you can store the 

result of an expression. So for instance you could calculate a family price based on adult prices 

and child prices for trips where they are not adults only. Or perhaps if somebody was placing an 

order for a movie rental you could calculate the total cost of the order including, for example, 

delivery and any discounts that might apply. 
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So those three other types pretty much complete our list of data type options. Don’t forget the 

Access 2016 Help if you decide to give them a try. But that’s it on data types for now. I’ll see 

you in the next section. 
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Chapter 20 – More About Forms 

Video: Form Controls 

Toby: Hello again and welcome back to our course on Access 2016. 

So far on the course we’ve spent quite a bit of time looking at the design of forms and we’ve 

introduced and added quite a few different types of control of forms. There are many more types 

to deal with and I’m going to look at one or two more of them in this section.  

Now if I go into trip maintenance, I’m going to do into Design View. You’ve seen this gallery a 

few times and we dealt with a number of these controls. So for instance the first control there is 

the textbox, then we have the label. The next control is a button. I’m going to talk about buttons 

a little bit later on. But then we have some controls that we’re not going to cover on the course 

but let me briefly explain one or two of them to you. 

We have a tab control and it’s possible to set up forms in Access 2016 where you have a form 

with a number of tabs on it. Now in the case of trip maintenance, for example, if you had so 

much information about a trip to maintain that it wouldn’t all fit visibly on the screen at once you 

might have tabs across the top of the screen to let you tab through the various groups of 

properties of the trip.  

The next control along is the hyperlink control and this is useful for giving you quick access to, 

for example, web pages, websites, and in some cases files perhaps on your local system. The 

next control is a web browser control and I think the name there tells you what that does. Again 

we’re not going to cover that in this course but that’s another interesting and useful one to 

experiment with, particularly if in your application you’re linking to other web sources. We then 

have a navigation control. I’m going to talk a little bit about navigation in two or three sections 

from now.  

And then we have one of the other controls that I am going to look at now and that is the Option 

group. And what we’re going to do for each of our trips is we’re going to indicate the level of 

accommodation for the trip. Now we don’t deal with anything less than three star 

accommodation but a trip will either say has three star, four star, or five star accommodation. 

And I’m going to introduce an option group whereby we can maintain and in fact display the 

level of accommodation on any of our trips. So the first thing we need to do is to add a new field 

to our trip table. 

Now Esprit de Tour really only deal with accommodation level three star, four star, and five star. 

But one of the things that you can do, particularly if you plan to use an option group as the 

interface between the database and the user is that you don’t actually have to store, for example, 

three star or four star or five stars somewhere. What you can do instead is to map and say, “My 

values for accommodation level are going to be one, two and three. One is three star, two is four 
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star, three is five star.” So I’m going to introduce a new field. I’m going to put it at the end. Now 

it’s only going to be a very small number. So I’m going to say that it’s numeric. There’s my little 

code, translation code for it. I’m going to say that the data type I need because it’s such a small 

range of numbers is byte and the default value will be one. Is it a required field? Yes, it is. Is it 

indexed? Yes, it is. Are duplicates okay? Of course they are.  

Now users are only going to be able to access this via an option group. So in theory we should 

never need to validate this data because it should be impossible for a user to add anything other 

than a one, two or three to the field value here. Some people, including me would normally put 

in a validation rule anyway. In other words we would put in a rule that says it must be one, two 

or three on the basis that somebody may, for instance, write a faulty query and accidentally try 

put a value other than one, two and three into this field on a record in the trip table. So normally I 

would put in a validation rule anyway but just to save a little bit of time now I’m going to leave 

it out and I’m just going to leave this as it is. It looks as though people would be free to put in 

any number they like but we’re going to cover that in the form.  

So there’s the change to my trip table. Of course existing data will be invalid because there are 

no values in there. So I’m going to have to go through that routine where I save the table and I 

force it to accept the fact that none of the existing trips have a value in there. And then I will 

manually put in those values to make the data valid again. 

Okay I’ve entered that data. I’m going to open up the trip maintenance form in Design View 

again. I’m just going to decide where to put this accommodation level information. I think what 

I’m going to do is to just make a little bit of space to the right of the duration. 

Okay I think I may have enough space there. What I’m now going to do is to add an option 

group. And that’s the Option group control in the gallery. So click on that to select, then draw an 

option group. The option group will contain a set of option buttons. And each of those option 

buttons will correspond to one of the three options that are available. In this case for 

accommodation level. Now the default name for this option group is Frame 46. I’m going to 

rename that to. And then the control source will be Accommodation Level. Now as you can see 

it has a label. I’m going to rename that. And I’m also going to change the caption. Let me just 

stretch the label out. Okay. Now what I need to do is to put my option buttons in there for the 

three available options.  

In the Form Design Tools Design Controls gallery the Option button is that one. So I select it and 

I put in my first option button. Now having added the first option button it automatically gets the 

option value one. That’s the default as you add option buttons to a group. When I add the second 

one it will automatically get the value two and so on. And so I’ve got one more option button to 

add. And that gets the value three. Now at the moment of course users wouldn’t have any idea 

what those words meant so I need to change Option 48 to say 3 Star, Option 50 to say 4 Star, 
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Option 54 to say 5 Star and then I need to do a little bit of alignment to make it all look a little bit 

neater. So join me again in just a moment. 

So I’ve tidied up the accommodation level option group quite a bit. As usual I wouldn’t quite 

finish it off and make it 100% accurate until I’m sure that everything else is in place. But we’re 

certainly in a position now that we can take this form for a test drive. So we go to Form View 

and you can see the very first trip, Grand Canyon Family Rafting Adventure, is coming up as 

four star. And then as I step through you can work out where I put the ones, the twos and the 

threes on our trips. So that’s how to set up and use an option group on a form. 

So option group we’ve just looked at. We then have Insert Page Break. Start the next page at the 

current position when the form is printed. Now of course we’ve already got one or two combo 

boxes in use. I’ll come back to them in just a moment. We have a chart control. You can draw 

straight lines. This is quite often useful in terms of separating out categories of information. 

Toggle button is a good alternative to a checkbox.  

Then we have List Box. Now List Box is really an alternative to combo box. The combo box 

tends to take up less space and combo box can be particularly useful when you allow people to 

enter values that are not part of the list contained within the combo box. So this is when you are 

not limiting people to list. Although of course you can limit them to list with a combo box. If we 

take the activity level combo box here as an example, if I right click on that one of the Change 

To options is List Box. And if I then go into Form View for that you can see the difference there 

in terms of how a list box looks compared to a combo box in that situation.  

Now I can adjust the height of the list box as displayed on the form. So let me just go back into 

Design View and I’m going to reduce the height to pretty much the height of a textbox or the 

combo box when the selection is shown. Let’s now go back into Form View. And with a list box 

you don’t get a dropdown as you do with a combo box when you’ve set the height like that. You 

get the little roller controls on the right, the little roller buttons, and you can roll through the 

available options to choose the one that you want. So you can reduce the space that’s occupied 

by the list box but you don’t have the advantage of the automatic dropdown list that you get with 

the combo box. Now let me go back into Design View and undo those changes. 

And then after List Box we have Rectangle which like the line is often quite a useful way of 

grouping or categorizing controls. Checkbox we’ve already looked at. Unbound Object Frame. 

This lets you put a frame in place. For instance you may want to put part of an Excel spreadsheet 

into a form page. Well unbound object frame means that you haven’t yet bound it to the object, 

in this case the Excel spreadsheet. Over further three or four to the right we have the Bound 

Object Frame. Attachment you’ve seen earlier on. Radio button you’ve seen earlier on. Option 

button that is. Subform or Subreport and then finally you may want to put an Image onto a form. 

You can of course use an image as a background to a form, for example. 
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So that’s a quick review of the remaining form controls. I suggest you experiment with some of 

these. With some of the others their need will become apparent when you need the sort of data 

that they’re intending to give you access to.  

But that’s the end of this section. I’ll see you in the next one. 
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Video: Form Themes 

Toby: Welcome back to our course on Access 2016. In this section I’m going to continue 

looking at form design but I’m going to concentrate here on the actual stylistic side of design.  

Now if I really wanted to go into this in a lot of detail it would take a very long time. So I’m 

going to concentrate on the fundamental principles of the appearance of forms and in particular 

I’m going to look at themes. 

Now within the components of Microsoft Office nowadays you can achieve a pretty consistent 

approach to style by using themes. And the set of themes that are available in Access 2016 is 

compatible with the themes that are available in other parts of the Microsoft Office product set. 

So in particular if you’re preparing documents to go with your database or indeed a database to 

go with other documents you may want to be consistent about the theme that is used.  

When you create a new database a default theme will be applied. In fact this particular database 

has a custom theme of mine applied to it. So the first thing I’m going to do is to apply one of the 

standard themes to this database and then I will explain to you how themes work in relation to an 

Access database. 

In the Form Design Tools on the Design tab there is a Themes group. And if I click on the 

dropdown for Themes you see a gallery of themes. Now the one that’s actually in use here is a 

customization of the standard Office theme. I also have my own custom theme. Note that when I 

hovered over there you could preview the effect of applying my theme to this particular form.  

Now below that we have the standard Microsoft Office theme. So we have Office, we have 

Facet, and so on. Now what I’m going to do on this occasion is just browse through and choose 

the theme that I want to use. And note as I’m hovering over these the point that I warned you 

about before. Note how with the larger fonts that some of the themes use the text in the controls 

and particular text in some labels is now flowing way outside the space available for those labels. 

So I’ve got to be very cautious here that I don’t give myself a whole lot of redesign work to do. 

Now it will need a little bit of work but I’m going to go for the Facet theme. So if I right click on 

Facet one of the options is Make this theme the database default. And that’s now what I’ve done. 

Now that doesn’t affect too many of the fields on this form. I just need to make that one a little 

wider. 

Now the theme carries with it in effect a whole set of standard colors and standard fonts as well. 

And in the process of changing my theme not only have I changed that set of standard colors but 

I’ve changed the fonts as well. So before the font that was generally in use was Calibri. The font 

that’s now in use, if you for instance look at the label on Trip Name, the field whose width I just 

adjusted, is Trebuchet MS. And in fact if you click in various fields, let’s try that one. Note again 

that the Trebuchet font is the one that is in use.  
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If I look at a particular part of the form here, let’s look at the form header section. By the way to 

select a specific section if you go to the Format tab there’s a little dropdown at the left-hand end 

of the Ribbon and you can choose any control, any label, any section of the form. And what I’m 

going to do here is select Form Header. And with Form Header selected there is a background 

color. And the background color that is used is Text 2 Lighter 80%. Now Text 2 is one of the 

standard colors and Text 2 in this theme will be different from Text 2 in a different theme. Let’s 

look at those standard colors. So I’m going to go back to the Design tab and given that Facet is 

the theme that is currently selected click on Colors, click on Customize Colors, and there you 

have the standard colors for the current theme. There’s a set of a dozen colors. And the little 

sample on the right previews each of those. So for instance you have Text Dark 1, Text Light 1, 

Text Dark 2, Text Light 2. That’s the same as the background color. And they’re previewed in 

the two panels to the right of the theme colors.  

Now each of the other colors is represented in that little histogram in each case. So starting with 

the blocks at the left you have Accent 1, Accent 2, Accent 3, and so on. If I wanted to change the 

theme colors then I could make that change here and I could save my own color scheme to go 

with my own theme because in changing the theme colors and moving away from the standard 

theme colors I’d be one step towards creating my own theme, which may be very close to Facet 

but which may use a different set of colors for one or more of these standard theme colors.  

Similarly with Facet if I now go to Fonts in the Themes group, if I wanted to choose a different 

font to go with this particular theme I could choose an alternative font as my own custom font. 

So Customize Fonts at the bottom here. You notice that the heading font is currently Trebuchet 

MS, the body font is Trebuchet MS as well. If I wanted to use a different font for either of those I 

could select it from what’s available and make that my custom font. And again I’d be one step 

towards creating a custom theme. 

So basically you might select a theme to use and stick completely, totally with that theme or you 

can customize a theme by customizing the colors, customizing the fonts, pretty much any 

combination you like. 

Now with the Esprit de Tour database I’m going to stick completely with the standard Facet font 

and now I’m going to explain how the theme is used various places, particularly on this form. 

So let’s look again and the form header section. The background color is Text 2 Lighter 80%. If I 

click in Background Color in the property sheet and click on the ellipsis I bring up the color 

picker. And with the color picker I have two main sections. I have a Theme Colors section and a 

Standard Colors section. In the Theme Colors section notice that the currently applied theme 

color is highlighted. It’s that one. And it’s Text 2 Lighter 80%. It’s described as blue-gray. If I go 

down to the next color, that’s Text 2 Lighter 60%. And as you will see I can use any of the theme 

colors and one very important point about using the theme colors is that if I use a theme color, if 

I change the theme the color of the object that I’ve given a theme color to will change 
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accordingly. However, if I gave this background a non-theme color, a standard color, let’s 

suppose that I gave it say that yellow color. If I change the theme, let’s suppose that I change 

from Facet to Ion, whereas fonts will change, other colors will change, etcetera, that one which is 

set as a standard color will not vary. The theme, the font, etcetera, everything else will change 

but not that background color. So in sticking to theme colors then I will get a high level of 

consistency if I decide to change theme. 

Now I’m going to put that back to being a theme color. Notice the theme colors here. We have 

Background 1, Text 1, Background 2, Text 2. And then we have those six other colors. The last 

two, the last two in the 12 are the ones that are used for hyperlinks. But supposing I decide to 

stick here with Text 2 Lighter 80% and let’s suppose also that I now select the detail section. The 

background color for that is actually Background 1. Let me make that Text 2 Lighter 80% as 

well. And then finally I’ll do the same with the footer. Now let’s see what impact that has when I 

open the form, actually look at it in Form View. Now you see it gives the form quite a different 

appearance. I tend to go for sort of subtle, more pastel shades myself and I think that does look 

quite a bit more attractive than it did before, and also it’s easier to pick out the data because of 

the contrast between the background and the fields.  

Let’s go back into Design View one more time. Let’s look at individual fields. Let’s take the trip 

name field there. Now let me select the Format tab. The background color of that field is 

Background 1. And again background color from that. I can choose from the theme colors or the 

standard colors if I want something that’s fixed. So generally speaking you can go through, apply 

the same principle to each of the individual controls on the form. If you take something like the 

text in the labels, so let’s take something like the trip name label there. The important color there 

is the foreground color because that’s the color of the text and it’s currently Text 1 Lighter 50%. 

If again choose a theme color, let’s suppose I wanted to use a really light color there. What about 

using Background 1? Now Background 1 is actually white. And sometimes using white for a 

label will work well as well. But it’s very much a personal preference. As you make the 

background darker having lighter colors for label text is a good idea. And again you have that 

fundamental choice, do I go for a theme color or do I go for a non-theme color? 

So I just have a couple of other items to quickly mention here. One of them is that if I take one or 

more controls, let’s suppose I select the description control there, and click on the Format tab I 

have a Shape Outline option in the Control Formatting group on the Format tab. And once again 

I can choose a theme color or a standard color for the shape outline, which is effectively the 

border around that control. So if you look over here at the property sheet for that particular 

control notice the background style normal, background color Background 1, border style solid, 

border width hairline, border color is Background 1 Darker 35%. Let’s go into Shape Outline. I 

could choose a very different color for the border. That’s Accent 5 Lighter 40%. Note the change 

in the property sheet. And again I’m going to change the line thickness to very thick and I’m 

going to change the line type to a dotted line. How’s that? Now let’s see how that looks. Pretty 
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horrible I would think, but as you can see there are many possibilities. And finally go back into 

Design View just one more time. 

I mentioned colors already and I mentioned the idea of creating custom colors. There are a 

standard set of colors that you can apply to the current theme. So if for example, if you wanted to 

apply the red-orange color set it would give the form in this case an overall red-orange effect. 

And if you then go into Customize Colors, if you look at all those accent colors, Accent 1 up to 

Accent 6 you see they all have a general sort of red to red-brown kind of hue to them. So if you 

want an overall effect within a theme which is basically a set of changes to the accent colors then 

that’s another good starting point. And again you can customize that in the way that I mentioned 

before. 

And perhaps just one other thing to mention. Of course the same applies when it comes to styling 

reports. You can apply all of the same principles to the styling of reports. I’ll leave you to 

experiment with that. That’s the end of this section. I’ll see you in the next one. 
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Video: Form Navigation 

Toby: Hello again and welcome back to our course on Access 2016. 

We’re starting to get a more comprehensive database now for Esprit de Tour and we put in place 

some maintenance functionality that will certainly get the company started on setting up their 

trips. At this stage we have a single ACCDB file. And for somebody to maintain this trip 

information they would need to open the ACCDB file and use the forms, queries, tables, etcetera 

that we provided in order to do the maintenance of the information that is currently defined and 

maintained within this ACCDB file.  

Now so far there are really two types of information. There is the country information, a sort of 

reference data if you like, a list of countries that we either have trips visiting at the moment or 

where we intend to run trips. And we have information about the trips themselves. Now the 

maintenance of these two chunks of information can be done using just two forms, the country 

maintenance form and the trip maintenance form. There are of course a couple of reports that we 

can run as well. But basically if we gave somebody access to just those two forms they could 

maintain the information without having direct access to the tables and queries that are also an 

essential part of our Esprit de Tour database. And in fact giving somebody the ACCDB as it is 

with the navigation pane there on the left will be an extremely dangerous thing to do because 

somebody who didn’t know what they were doing or who perhaps was just a little bit inquisitive 

or careless could open one of those tables, for example, change a definition of a field, delete 

some data, maybe change a query and not realize they changed it. They could do all sorts of 

damage to the database. So one very important thing to start to think about and work on even at 

this relatively early stage in what might ultimately be a very large and complex database is how 

we are going to present this to users. What will users see? At the moment we’d be talking about a 

single user opening the ACCDB file. But when your use of Access moves a little bit further 

forward you’ll find that you’re looking at how to give many people access to the same data. Now 

virtually everything you’ve learned about Access so far would still be relevant but one of the 

things that you would need to do before too long is to separate out the data from the forms, 

etcetera so that different people could access the same data. But that’s a step farther than we’re 

going here. For the moment I want a very straightforward way of letting somebody use this 

ACCDB file but without giving them access to all of the objects that are the underlying 

infrastructure of the Esprit de Tour database. Now the way we’re going to do that is to develop 

what’s called a Navigation Form. 

So we go to the Create tab and one of the options in the Form group is a Navigation Form. Now 

there are actually six types of navigation form and we’re going to just use the top one, the first 

one, Horizontal Tabs. But when you’ve found out how to create a navigation form you might 

want to just take a look at the others because some of the others may well suit your purposes 

either in this situation or in another one. But let’s go for horizontal tabs. 
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Now the principle here is that in our navigation form we give users access to the forms that they 

need to use and in this case with the horizontal tabs version they access the different forms not 

by using the navigation pane on the left but by clicking on the tabs of the navigation form. Now 

as I mentioned we’ve really got two forms that we need to give users access to. So I’m going to 

click in Add New here and type in a name for the first form. Now when I’ve entered the name 

for the first form, I’m going to press the Tab key, and I get a second tab. And this one is country 

maintenance, press Tab again. I only need two. I’ll come back to that Add New, the leftover one 

there a little bit later on. Just don’t worry about it for the moment. 

Now let me go back to the trip maintenance tab and click it to select it and bring up the property 

sheet. 

Now first of all I really need that tab to be a little bit wider. I can’t get the whole of trip 

maintenance on it. So let’s try making it just 50% wider, see if that’s enough. Yep that’s fine. 

And now what I need to do is to define what’s called the Navigation Target. So when I click on 

that tab which of the objects in the database do we navigate to? So click on the dropdown and 

what we want to appear is the trip maintenance form. 

Now in order to keep to some sort of reasonable standard I’m going to change the name of the 

control here. Trip Maintenance Navigation button and now when somebody’s using the 

navigation form they click on the trip maintenance tab they’ll see the trip maintenance form.  

Now let’s do the same thing for the country maintenance tab. That one clearly needs to be a little 

bit wider. Okay.  

So that’s our first try at the navigation form. Let’s close it and save the changes. The name is 

frmNavigationForm, click on OK, and now let’s take it for a test drive. Let’s double click on it in 

the navigation panel to open it up. There’s trip maintenance, there’s country maintenance.  

Now as you can see there’s quite a bit of cosmetic work to do there. In trip maintenance in the 

preceding section I made the background color consistent. I need to do that in country 

maintenance as well. 

So I’ve come into the design of country maintenance. I’ve already changed that background 

color. I may add a form footer to this form later on. But what I am going to do is to do something 

about the sizes of the two forms that I’m giving people access to because the trip maintenance 

form is much wider than the country maintenance form. What I’m going to do is to make them 

the same width even though the country maintenance form doesn’t have much information on it. 

And then I’m going to adjust the navigation form accordingly. 

So I’ve take a few more steps in the direction of consistency here. I’ve made the country 

maintenance form the same width as the trip maintenance form but I’ve made sure that the 

background color throughout is the same. Notice it also now has a form footer and the date will 
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be shown in there. Let me just look at trip maintenance. Again some very similar features, the 

same color background, etcetera. And I’m pretty much fixed on that width now for the 

constituent forms which meant that in the navigation form itself, let’s just look at the design of 

the navigation form itself, I’ve made the container that holds the alternate pages big enough to 

fully accommodate both of those forms, trip maintenance and country maintenance. I’ve also 

made sure that in the tab control at the top the background is again the same color. And I’ve also 

made sure the backgrounds throughout this form are the same color. So let me close the trip 

maintenance form and let me close the country maintenance form and let’s go into the navigation 

form in Form View. And it’s now looking considerably better. And if I tab between country 

maintenance and trip maintenance things are improved. There’s still obviously quite a bit to do 

but this is a pretty good start on putting together an actual database application. 

Notice also that I’ve changed the header label on the navigation form. And the sort of thing you 

might do next would be to look at say this trip maintenance page and say well does it really still 

need to say Trip Maintenance there since it says Trip Maintenance on the tab? And these are the 

sort of questions that’ll arise as you continue to develop your database. 

Now I need to do a couple of things a little bit more fundamental now and for one of them I need 

to go back into the Options.  

And in the Options on the Current Database page there is an option Display Form. And what 

Display Form specifies is the form to open when you open a database. And what I want to do for 

my users is that when they open this database I want them to see this navigation form. So I’m 

going to make this navigation form the form that opens when they open the database. Click on 

OK. Now this is one of those changes that will only take effect if I close and reopen the current 

database. So that’s what I’m going to do now. 

Now clearly this would happen whether I opened it with Access already open or not. In this case 

Access is already open. So that’s the one to open, Esprit de Tour 18. And it goes straight into my 

navigation form.  

Now much earlier on in this section I said one of the things I want to do is to be able to hide the 

navigation pane. I don’t want users to have access to the navigation pane. So I’m going to go 

once again back into my database options, Current Database page, and down in the Navigation 

section there’s a checkbox, Display Navigation Pane. I’m going to uncheck that, click on OK. 

Once again this is one that I need to close and reopen for. So Close and now all I see is the 

navigation form. 

Now there are a couple of other things that you can do in a slightly different way. One of them is 

for instance that you could collapse the Ribbon so people don’t actually see the Ribbon in front 

of them. And in that way you’re narrowing down what people are able to do. On the face of it 

somebody opening this database now would just only be able to choose between those two 

forms.  
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In reality it’s actually quite easy to get round many of these things if you know what you’re 

doing. So for instance to see the navigation pane you just use the F11 key. Press the F11 function 

key and the navigation pane reappears. But you can even suppress that and stop people being 

able to do that. Now in order to do that you need to look at programming code. And for instance 

with things as they are not only can they relatively easily get to the navigation pane, of course 

somebody that knows what they’re doing could get into the options here and reset the options 

that we’ve just changed anyway. But again it is possible to restrict, to stop people from doing 

that. You just need to know a little bit more about Access in order to do that. 

So for the moment that’s the next stage of development of the Esprit de Tour database. And 

that’s it for this section. Please join me in the next one. 
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Chapter 21 – Modal, Dialogs, and Macros 

Video: Introduction to Model Dialog and Macros 

Toby: Hello again and welcome back to our course on Access 2016. 

In this section we’re going to look at a very different type of form. And we’re going to look at a 

Modal dialog. And as part of doing that I’m also going to introduce you to Macros in Access 

2016. Now in this section I’ll introduce you to modal dialogs and we’ll look at one or two very 

basic aspects of macros. And in the next section we’ll add functionality and you’ll begin to see 

just how powerful the use of macros can be in Access 2016. So let’s get started. 

Now we’re looking here at trip maintenance in the Esprit de Tour database. And as you know 

one of the things that you can do on the trip maintenance screen is maintain details of the tours 

for a specific trip. And at the moment to do this you would use the subform and you would, for 

instance, add a new tour by going to the end of that scrolling region, entering the details into the 

row that’s marked as new, and then once you leave that row provided the date is valid you will 

add a tour. You could delete a tour. You could amend the details of an existing tour. But there is 

a very different approach to maintaining this type of data. And that is to actually bring up a 

Popup Form. So let’s suppose that I wanted to give my users the ability to add a tour but rather 

than do it by entering details in a row I want to give them a Popup Form. 

Now there are two very important aspects to the Popup Form. One of them is that I want to make 

this form such that they have to either complete the details on the form or cancel and they can’t 

really do anything else until they’ve done that. And that behavior is what we refer to as modal. 

And also we want the form to be such that they fill in a required number of fields on the form 

and then there are options on the form to let them either confirm the information that they’ve 

entered and have it added to the database or for instance they may want to cancel what they’ve 

done or maybe just close the form. They may look at the information on the form and not try to 

anything and just close the form. 

Now let’s have a form is one that you’ve seen already a lot on this course and if you’re familiar 

with Windows software, Microsoft Office, etcetera you’ll be familiar with and that’s a dialog. So 

what we’re going to create here is a Modal dialog. And the Modal dialog we’re going to create is 

one that lets us add a tour to this trip. 

Now here’s a very important point. The way that the Esprit de Tour database works at the 

moment say in terms of trip maintenance works fine. You can actually implement a database 

with this approach without OK buttons and Cancel buttons and so on. You can still make sure 

that any data added to the database is valid but you don’t have the buttons that we’re usually 

familiar with such as an OK button and a Cancel button. The completion of the entry of a record, 

for instance if I wanted to modify this trip maintenance record just requires you to go to another 
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record. So if I even accidentally change the wording in the description here and then moved on to 

the next record that change even if it was accidental would be saved. One of the advantages of 

using the Modal dialog approach is that users have to take much more specific actions in order to 

either change data or to cancel, to abort what they’re doing. So be aware that what we have here 

will still work but the Modal dialog approach is for most people the preferred and safer way of 

doing things. 

So what I’m going to do is to first of all create the form, then I’m going to put a button on the 

trip maintenance form that lets us access that Modal dialog. And as this process proceeds we’ll 

start to look at the macro code we need to accompany the form. 

Now the form that I’m going to add is one that will be specifically used to add a tour. So I’m 

going to select the tour table in the navigation pane, go to Create and I’m going to select Form. 

Now that creates a form with the four fields that are part of a tour record. Now at the moment 

this is open in Layout View. I want to put it into Design View and I’m going to remove the 

layout. I don’t need this to be tabular in layout. And I’m going to make the form a little bit 

bigger. And the first thing I’m going to do is to change some properties of this form. 

So let me select the form and the record source tblTour is good, but I’m going to change the 

caption. Is it popup? It is. Is it modal? It is. These are the two properties that I mentioned earlier. 

The default view is single form. Do we allow Form View? Yes. Do we allow Datasheet View? 

No. Now go down to record selectors. No. Navigation buttons? No. So many of the things that 

we’ve been using so far we’re not going to get with this form. Scrollbars, neither. Now one of 

the other options here is Close button. That’s currently set to Yes. I’m going to leave it set to Yes 

but for reasons that will become apparent later on I may change that back to No. And a long way 

down here, Data entry. I’m going to make that Yes. Now what I’m going to do is to save this 

form and I’m going to save it with the name frmTourAdd. 

So now I want to just change the wording in the heading here and then I’m going to add a 

command button. 

On the Design tab in the Form Design Tools one of the controls is that one, a button. Select that 

and I’m going to draw a button on the form. I’m going to put it just here towards the bottom 

right. It gets a default name. In this case its name is Command 16. This is actually going to be 

my Cancel button. So this is the button I’ll use to cancel whatever I’ve been doing in terms of 

adding a tour and it will also close the form for me, the Add Tour Form. So first of all let me 

give the button a name and let me change the caption. And now very importantly one of the 

controls on a form can have the Cancel function. And I need to give the cancel function to this 

particular button. If you go to the Other tab it’s pretty easy to find. There is a Cancel property, 

default value is No. I’m going to change it to Yes. Which means that whichever transaction is 

associated with this form, and in this case that is adding a tour, it will be cancelled when I click 
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on this button. So if I’m partway through adding data it will just be cancelled and not saved to 

the database.  

So that’s the first step. What I’m going to do now is to close and save my changes. Now let’s try 

the Tour Add Form.  

And as you can see it’s a Modal dialog. There are no navigation buttons. There are no scrollbars. 

We do have minimize, maximize and close Windows buttons at the top right of the dialog and 

there’s our new Cancel button. Look what happens if I click the Cancel button. Now in fact it 

looks as though nothing is happening and in fact nothing is because I haven’t actually entered 

any data. But if I had been partway through entering data and cancelled at that point it would 

have cancelled that database transaction. What I need the Cancel button to do is not only to 

cancel but also to close this form. And in order to do that what I’m going to do when I click the 

Cancel button is to run a macro. It’s a very simple macro. The macro will just close the Add 

Tour Form. 

Now let me close the form now using the Close button. Let me go back into the Form Design, 

select the Cancel button, go to Event, and the event that I need to prepare a macro for is the On 

Click event. This is what happens when I click this button. When I click the button I basically 

have two choices over on the right. The little dropdown arrow first gives me a list of all available 

event procedures. Now at the moment I don’t have any event procedures in my database so 

there’s nothing to choose from. But if I click on the ellipsis, the three dots to the right, I can 

choose one of three builders. I can choose the Macro Builder that lets me build a macro to run 

when I click this button, the Expression Builder that you’ve already used before and you should 

be familiar with or the Code Builder. The Code Builder enables me to develop VBA program 

code. And the VBA program code can do pretty much anything I can do in macro and more but 

on this course we’re really just looking at macros which are a somewhat limited but sometimes 

perfectly affective way of performing relatively straightforward actions. So in this case we’re 

going to build a very, very simple macro. So I’m going to click on OK. 

So what we have now is the Macro Design Window. And a macro consists of a sequence of 

actions. When you first see the Design Window for a new macro it’ll normally look like this. 

You have a single Add New Action entry there. And what you do is you choose an action from 

the available list and having selected it there may be additional arguments to specify. I’ll 

demonstrate that to you in just a moment. Now the type of macro we’re going to create here is 

what’s called an Embedded Macro. And it will be embedded within the form and identified 

against the Cancel button control on our form. But you can create macros separately as separate 

entities, keep them within your database and then you can link them up to controls separately. 

Now one advantage of this is that if you have a macro that you need to use in a number of 

different places you can write it once and use it in a number of places. But on this occasion we’re 

going to embed the macro effectively into that Cancel button. 
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Now apart from using the dropdown to choose the action that you want over on the right you 

have an Action Catalog. And part of this is a section, a lower section actions which shows you 

those various actions categorized in terms of what they’ll do. Now the first action we’re going to 

use is one of the Window Management commands. And it’s the Close Window command 

because we want to close the frmTourAdd form. So first of all let’s find Close Window. Now it 

has three arguments. First of all Object Type. Well the type of object is a Form. What’s the name 

of the form? It’s frmTourAdd. Now the third argument is slightly tricky to explain really. You 

would use the Close Window action on a form even if the form were in Design mode. Now 

we’re not going to be running this in Design mode. We’re going to be running it in Open mode. 

People are going to be using it to add tours. So actually the third argument in this case is 

irrelevant but it refers to whether to prompt to save changes. Now in this case we definitely don’t 

want to save changes. We definitely don’t want to prompt. We won’t be in Design mode anyway 

so I’m just going to change that to say No.  

Now that is our single macro. It’s a single macro with a single command to close a window, in 

this case to close the form frmTourAdd. So let’s close, save the changes. Note now if you look at 

the Cancel button with frmTourAdd in Design View you can see that the On Click has an 

embedded macro. Close the form and save the changes. Let’s open the form and try it again. 

Click on Cancel and now the form successively closes without doing anything. So that’s our first 

very straightforward macro. 

So that’s it for this section. What we now need to do is to get to the point that we can add a tour 

using this form and then we need to be able to access this form from trip maintenance. We’ll 

carry on with this in the next section. I’ll see you then. 
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Video: Model Dialog and Macros Continued 

Toby: Hello again and welcome back to our course on Access 2016.  

In the previous section we added the Cancel button to the tour add form and we created an 

embedded macro for the Cancel button, which means that if the user clicks on the Cancel button 

the form is closed.  

Now one of the things I want to do just as a quick demonstration before we move on here is to 

just talk about the names of the entities within your database. As mentioned before I use a simple 

prefix naming system for the object. So queries begin QRY, etcetera. Some people adopt 

standards for, for instance, the names of the controls on forms. I don’t generally do that. 

Sometimes I do, particularly if I have to fit in with existing forms and perhaps an existing 

database. But if you do need to rename something, supposing I wanted to change the name of 

this Cancel button. In theory and usually in practice if I just click there and change the name as 

you’ve seen from Cancel command to Cancel button then everything should be fine. Access 

should keep track of that and wherever that name is referenced it will rename it accordingly. 

Now having said that there can be situations, particularly when you start writing code, 

particularly when you start writing VBA code, where this can cause problems later on. And 

therefore it’s a good idea as early as possible in the development of a database to decide on any 

naming standards you’re going to use and to make sure that you don’t need to change the names 

of any objects later on in the development. As I say, if you do need to then usually it will work, 

but as a database becomes more complex and as you use more code it can create problems. 

So now it’s time to take our tour add form for another test drive. Open the form, click on Cancel. 

It’s fine. Open the form. Let’s choose a trip code. What about AYL for the trip code? That’s fine. 

Start date. Oh no I don’t want to do that. I’m not going to add that. I’m just going to cancel. The 

problem now is that for some reason when I click on Cancel Access thinks that I’m trying to save 

this tour and it says to me, You don’t have a value in the Start Date field. And that is a message 

basically from Access when it tried to save this record. So it’s trying to save a new record in the 

tour table. Now the problem here is that when I click the Cancel button what I’m doing in the 

Cancel button is closing the form. And when you try to close a bound form Access looks at the 

form and says, “That’s a bound form. Have you got any data on it? Oh yes you’ve entered AYL. 

I’ll save that for you.” So it doesn’t want to lose what you’ve typed. But of course you can’t just 

change a tour record with a trip code. You need the other field values such as start date as well. 

So the problem we have is that closing the form is a signal to Access to save a record if there’s 

any data on the form.  

Now the way that we get round this problem is that we need to make our Cancel button macro a 

little bit more sophisticated. And what we need to say is if there’s any data entered on the form, 

so if I’ve started working on the form, you need to undo whatever I’ve done. So basically throw 

away any data that I’ve put on the form and then close the form. Now the way that we check 

whether a form has had any data added or changed is to check for its dirty property. And we say 

if the form is dirty undo anything on the form. And that’s something we’re going to add to our 

macro. So I’m going to click on OK. I’m going to click on Yes. Back into Design View. Let’s 
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select the Cancel button, go back into the macro, click on the ellipsis. Now I need to add a check 

to see if the form is dirty. 

Now when you go back into edit a macro what you will see normally is the existing macro and at 

the end an empty action box. Add New Action. Now what we need to add in this case is not 

strictly an action. It’s a program flow statement. It’s an If statement. The problem flows you get 

over here. Comments, groups, Ifs, and submacros. I’m going to choose If. And when I create an 

If statement I have If, I write in here the thing I’m going to check, and then if that is true the 

action or actions to perform appear here.  

So let’s go back into that If. Let’s put in my conditional expression. Now to check a property of a 

form you first of all enter the name of the form. And normally the way you do this is to type 

Forms, then if you hit and exclamation mark it gives you a list of the available forms. So the 

form we’re going to check is frmTourAdd. And then to identify the property we want to check 

you hit a dot, full stop. There are the properties. I am looking for the dirty property. So if I just 

touch the D key on the keyboard it takes me down to the Ds, then I. That takes me to Dirty. 

Now what I’m checking is if the tour add form is dirty, so in other words some data has been 

added or changed, what I want to do is to undo what’s been done on that form. Now in this case 

the form is bound to a tour record. And what I’m going to do is to Undo Record. So it says If any 

data has been added or changed undo it and then what I want to do after that, after I’ve done this 

check and the undo if necessary is to close the window. So in fact what I’ve got to do, if I click 

on the If itself you notice the shading on the whole of the If block is selected. What I’m going to 

do is to click and I’m going to drag that up before the Close window command. So what my 

macro now says is if the forms dirty undo the record. So notice then you’ve got an End If. The 

End If says that’s the end of the conditional actions. Whether or not the form was dirty you need 

to close the form anyway. Close window frmTourAdd. 

So let’s try that. Let’s close that, save the changes. Let’s close the form and obviously the 

changes to the Cancel button embedded macro. So let’s open the tour add form, Cancel is fine. 

Open the tour add form. Let’s put some data in. AYL. Even if I put enough data in to constitute a 

valid amount of tour information is I cancel it cancels. 

So having now implemented our cancel button what about our Save button, what we’re going to 

call our OK button? Let’s go back into the design of the form and I’m going to create a new 

button. I’m going to change its name. Change its caption and then I’m just going to change its 

size to be the same as the Cancel and align them. Join me in a moment when I’ve done that. 

And then one other thing that I normally do to an OK or Save button is if I go to the Other tab 

there is a property, the default property. I set that to Yes. Now that means that if the user hits the 

Enter key, the return key on the keyboard, that is the button that will be clicked. Generally 

speaking for adds and modifies I tend to make the OK button the default. If we’re dealing with a 

deletion of something I normally make the Cancel button the default button. So the Cancel 

button would have in that case both the default and the cancel properties so that by default the 

delete wouldn’t happen. In this case for an add I make OK the default. Of course the user has to 

enter some data anyway. But if the data they need is for instance all the defaults on the screen all 
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they’ve got to do is hit the Enter key and the default button is activated. You can only have one 

default command button on a form. And of course as I mentioned earlier you can also only have 

one Cancel button on a form.  

So having done that the next question is what is the OK button actually going to do? Well let’s 

go to Events, let’s go to the On Click, click on OK. Now you can normally pick the action you 

need from that dropdown list of available actions. And in this case the action we want is Save 

Record. If the action you need isn’t there bear in mind that there is actually a much bigger, 

longer list than the list you saw just now. And in order to see the full list you need to click on 

Show All Actions. Now with Show All Actions selected there in the Show/Hide group if I click 

on that dropdown again you get a longer list of available actions. The ones that are left out when 

you don’t have Show All Actions selected tend to be the ones that are a little bit more specialized 

or in some cases a little bit more dangerous. But if you have Show All Actions selected you’ll 

see the full list of available macro actions. So as I say in this case Save Record was our first 

action. Our second action is going to be to close this form. So we’ve done that already. That’s 

Close Window. Once again we’re not talking about design changes to the form. And that should 

save a record for us. So let’s close, yes, close, yes. And let’s try adding a tour. 

Trip code AYL, start date. Let’s go for 4/4/17. Let’s have a very inexpensive Antarctic tour. 

Click on OK. Everything seems okay. Let’s open up the tour table and there you will see in the 

AYL list, remember that for the tour table the primary key is a composite primary key of trip 

code and start date. So you will find this at AYL and in this case the latest day, April the 4th 

2017. Now that isn’t a valid tour so what I’m going to do is just hit the Delete key there while the 

table tour is open in Datasheet View, confirm the deletion, and basically my form is working. 

Now although the form is basically working there are some things about it that I don’t like. One 

of them is that the user has to remember the trip code for the tour that they want to add, which 

may not be a problem but it’d be much easier if we say provided them with a list of the available 

trip codes. And also if I were to just say put in a valid trip code here, AYL, and without 

completing enough of the required data to be able to produce a valid tour record, if I click on OK 

I’m back to getting those error messages that are from Access but later in the process, when it’s 

actually trying to add the contents of this form as a tour record. And I’m getting messages back 

from Access saying you can’t add this to the tour table because there’s no start date. Now once I 

start getting that message and then I get this one, The macro single set. Stop all macros. Users 

are going to get very frustrated by that. And the problem here is that although Access is making 

sure that I can’t add invalid data to the database it’s doing it in a way which isn’t very helpful to 

users. And a much better approach is to do this validation within the add tour form. And when 

the user clicks the OK button to check that what they’ve entered is valid before Access tries to 

create a tour record. So we’re going to do the validation in the form itself and we’re going to do 

that in the next section. So please join me for that. 
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Video: Form Validation 

Toby: Welcome back to our course on Access 2016.  

In the preceding couple of sections we’ve created a tour add modal dialog and we’ve written 

some macro code to support the use of that tour add dialog. At the end of the preceding section I 

said that what we really need to do is to put the validation for the addition of a tour into the form 

so that we can be a bit more helpful to the user. I also said that it’d be very helpful if as far as the 

trip code goes the trip could be selected by the user so they wouldn’t have to remember what 

could potentially a very long list of trip codes.  

Now the first thing I’m going to do is to change the way that they specify the trip code. So let’s 

go into the design of the form again. Let’s go to trip code and if I right click on that control I can 

change it to a combo box. Now having changed it to a combo box let’s go and set the properties 

of that combo box.  

Now when the user clicks on the dropdown for this combo box I want them to see the trip code 

so they can select the one they want. But I also want them to see the name of the trip so that 

when they see the code they can remember which trip it refers to. So I really want two columns 

here. I want the trip code and the trip name.  

Now in order to do that what I’m going to do is to populate this combo box using a query and the 

query will give me a list of trip codes and trip names. So let’s go to the Data tab. The control 

source is trip code from a tour record, but the row source needs to be a query. Now the query will 

look at the trip table. So I need to add that into my query design window and then I can close 

that. And I want to see the code and the trip name. And I’m going to sort them by trip code. So 

I’m going to say sort ascending on trip code. That will put the trip codes into alphabetical order. 

So let’s save that. So having retrieved two field values in each case if I go back to the All tab, 

now the bound column will be the first one. It’s the trip code that the user has selected. So that’s 

the one that’s bound to the trip code for this particular new tour record. Now do I want to limit to 

list? Yes, I do. The user cannot put their own trip code in at this point. And do I allow value list 

edits? Can somebody edit one of the value, change it? No, they can’t. Now let’s go to the Format 

tab. Column count. How many columns do I want to show? Well I’m going to show two 

columns. And the column widths, remember I’m working in inches. So I’m going to say one 

inch, that will be the width of the column with the code in it, semicolon, three inches. That’ll be 

the width of the column with the trip name in it. 

Okay that should be okay. Let me just go back to the form for a moment. One last thing I always 

do is go to the Design tab for the form, just check the tab order again. Now because of changing 

that from a textbox to a combo box trip code has got moved to the bottom of the list. So let’s put 

it back up at the start again. Put OK before Cancel. Okay. Let’s close, save the changes. Let’s try 

that now. Good on the dropdown. There we are. I have my trip codes in alphabetical order. If I 

make a selection such as Grand Canyon Family Rafting Adventure I see the trip code there, click 

on OK. Of course I can’t add the record because I haven’t specified a start date but we’ll turn our 

attention to that in just a moment. Cancel. That still works fine. 
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So I’ve now given the user a helping hand there by letting them select the trip code from a list of 

available codes. The next step is to validate what the user has selected or entered. Now normally 

with a form like this one, it’s got four fields on it, there would very often be not only validation 

for each field but there may be a validation between fields. So for instance if you’ve got a certain 

value in one field you can’t have another value in another field. I’m not going to do all of the 

field validation here. I’m just going to do a couple of examples, but hopefully that couple of 

examples will give you enough of a start that you’ll be able to complete some more of the 

validation if you want to. 

Now when it comes to validating what the user has entered on a form there are a number of ways 

of approaching it. The way that I’m going to show you here is probably the most commonly used 

way and that is to work on the principle that what you really want to do is to check what’s been 

entered on the form just before Access tries to add in this case a tour record to the database. Now 

what you do is to write macro code and you don’t attach it to a particular button. You attach it to 

the whole form, this is a bound form. And the way that this works is that given that you do have 

a bound form and it’s bound to the tour table what you tell Access is that for this form bound to 

the tour table before it tries to update the tour table, in this case add a new record, check all these 

things. Now if with the form selected if you go to the Event tab one of the events is a Before 

Update event. And that is the one that you want to attach your macro code to. So say before you 

update the tour table, in this case insert a new record, check all of these things. And if any of 

these things are not true then you want to go back, tell the user that they’ve missed something or 

they’ve got something wrong and they have to correct something on the form. If they make that 

correction click OK again, you’ll go through the same process again, run the same set of checks 

and that will go round and round and round until the user either cancels or successfully 

completes what’s needed on the form and you can actually save a valid record to the tour table. 

So we are going to add a Before Update macro. Now we can do this in exactly the same way that 

we normally do this by either having an embedded macro or we can create the macro as a 

separate entity and put its name in here. Now I’m going to create it as a separate entity purely 

really in this situation to demonstrate that you can. So what I’m going to do is to go to the Create 

tab and I’m going to go to Macros. I’m going to create macro. And this macro will validate what 

the user has entered on the form. 

Let’s then put in my first piece of validation. I’m going to start with something that’s really 

pretty straightforward. I’m going to put in an If statement. Note the If and if block. And my If 

statement will check whether the user has entered a start date. Now the way that we check to see 

if a textbox is actually empty is like this. The function we use is Is Null. Now the thing that 

we’re going to check to be null we embed in round brackets. And in this case the thing that we’re 

going to check is the value in the start date field. Now to check the start date field all we have to 

do is to type in square brackets Start Date. So we’re going to check to see if the start date is null. 

If it is we’re going to display a message to the user. So we’re going to use Message Box. The 

message we’re going to enter is, You must enter a Start Date. We’ll say beep, yes. Now the type 

of message, the user won’t be able to save this record without correcting this problem. So it’s 

actually critical. It actually affects the ability to save a record so it’s an important message. And 
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then you can choose your own title. You may want to categorize titles, etcetera. But let’s just put 

in as the title Missing Data. And you’ll see how this looks when we run a test in just a moment. 

Now the other thing that you need to do is to actually cancel what the user was trying to do. In 

this case the user was trying to add a record. So what we need to do is to cancel event. And then 

having cancelled the event the next thing that we’re going to do is to put the cursor into the field, 

the start date field to actually tell the user you need to put the start date here. Now the command 

that we use for that is Go to Control and the control name in this case is Start Date. Now what I 

need to do is to stop the running macro or macros. Bear in mind that we’ve already identified 

that this record can’t be saved. So the user has to take the next action either to correct the missing 

data or cancel the attempt to add a tour. So what I do here is the equivalent of what I’ve been 

doing so far when we’ve had that single step macro dialog come up and I’ve clicked on Stop All 

Macros. That’s exactly what we’re going to do here but automatically. So I select from near the 

end of the list of actions, Stop All Macros.  

So close, save it with the name MCR. Now all I need to do is in the Before Update event for the 

tour add form I need to select that new macro as the macro to run. Then I’m going to close the 

tour add form, saving the changes. Now I’m going to actually open it in form view, choose a tour 

code, AYL. Now when I try to create this tour without entering a start date the message I get is 

the one that I just specified. You must enter a Start Date. Note the title there, Missing Data. Click 

on OK and now all the time that I don’t enter a start date I’ll continue to get that message unless 

I cancel. If I do enter a start date, let’s use 4/4/17 again, click on OK. Note that I’m now getting 

error messages but these are messages are from my table definition validation. So I still won’t be 

able to save this because I haven’t put in an adult price. But as you can see I’m validating start 

date in a friendlier way. I need to validate adult price in a friendlier way as well. And in order to 

do that what I would do is to check that the adult price I’m specifying is positive to enable me to 

save this tour record. 

Now as I said earlier I’m not going to do all of the validation on this form. I’m going to leave 

you to fill in some more, such as the example I’ve just said about checking adult price. But I am 

going to check one other thing because there’s one other thing as an important example of how 

in some cases fields have to be validated somewhat differently. 

Now in the case of a combo box you don’t check to see if the contents is null. What you do is to 

check a property of the combo box called the List Index. And until you’ve selected an item in a 

combo box the value of the list index property is minus one. So what I’ve done in here is to add a 

first piece of validation into our tour add validation macro. And instead of saying If is null trip 

code I’ve put If [TripCode].[ListIndex]=-1, in other words the user hasn’t made a selection in 

this particular combo box then the message is you must select a trip code. The title Missing Data, 

critical message. And we put the cursor back in the trip code control name in that combo box 

ready for the user to select a trip code and then stop all macros. Now let’s just give that a test 

run.  

By the way, I should point out that if I just clicked OK now because the form isn’t dirty Access 

wouldn’t even try to create a tour for me. So all that would happen as you’ll see here. If I just 
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click on OK nothing happens. There’s nothing saved but there was nothing in the form. Now you 

may want to add additional validation and this would be in the OK button because there’s 

wouldn’t be a Before Update event if Access isn’t trying to create a record. You may want to put 

some validation in there to just check that the user has entered something somewhere. Otherwise 

that’s just another way of doing a cancel really.  

But anyway let’s go back to tour add. Let’s suppose that I’ve omitted to enter a trip code. I’ve 

put a date in. So I’ve made some change. Click on OK. You must select a Trip Code and it puts 

the cursor back there and requires me to select a trip code. 

So that’s an example of validation that the user has made a selection in a combo box. 

That’s it on validation for now. The final thing I want to do, I’m going to do that in the next 

section to do with the use of macros and this dialog is to make the tour add form available from 

the trip maintenance form. And that’s what I’m going to do in the next section. I’ll see you then. 
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Video: Adding a Command Button to a Form 

Toby: Hello again and welcome back to our course on Access 2016. 

We’ve made a tour add form and used some macro code to give it some basic validation. There’ll 

still be plenty more to do on the validation as I mentioned in the previous section. Apart from 

putting in validation for prices, as I mentioned, you might also check, for instance, that a child 

price was zero in the cases where the trip was an adults only trip. But I’ll leave you to 

experiment with some of those other options.  

What we’re going to do in this section is to make the tour add form available directly from the 

trip maintenance form. Now once you start adding additional functionality to some of the forms 

obviously the design of the forms is constantly coming up for redoing. I’m not going to spend a 

lot of time relaying out the trip maintenance form so all I’m going to do is to add a command 

button to this form. I’m going to put it to the left of the scroll that has the list of tours in it.  

Now I’m going to call that button Tour Add button and I’m going to make its caption Add Tour. 

And for the On Click event I’m going to use an embedded macro. The function is Open Form. 

The form is frmTourAdd. The view is Form. The filter and where condition, neither of those are 

specified. The data mode for this form is going to be add because I’m using it to add records. 

And I leave the window mode set at normal. So that’s all I want that to do. Now I’m just going to 

make this subform a little bit bigger. Okay. Now let me close and save the changes. Let’s try trip 

maintenance. Let’s step through. I’ve got a little bit of alignment issue there but never mind. 

Now if I click on Add Tour up comes the add tour form. And I could use that to add a tour to one 

of my trips. 

However, I can already see a couple of ways in which I could improve this. And one of the ways 

in which I could improve it is that depending on which trip I had selected could I put that trip 

code into the trip code field on the Add Tour dialog? That means the user wouldn’t have to select 

the trip code and if for example they did want to add a tour for a different trip to the one they had 

selected in trip maintenance they could still change the selection in the Add Tour dialog. 

So let’s look at how to initialize a value in a dialog. And bearing in mind that we’re firing this 

dialog up from the trip maintenance form what we want to do is to use the code on the trip 

maintenance form, that’s the trip code, for the trip code in the Add Tour dialog. So I’m going to 

go back into the macro for the On Click event for the Add Tour button. At the moment all it does 

is open the form tour add. What I’m now going to do is to add a new action. It’s the set to value 

action. Now the set value action is not one of the standard ones. It’s in the extended set. So click 

on Show All Actions back to Set Value. And the value I want to set is the value in the trip code 

field on the tour add form. So in order to identify that simply and reliably type in Forms, 

exclamation mark, we normally say bang, Forms![frmTourAdd!]. And then what I want to set 

the value of is trip code. And what do I want to set it to? Again Forms!. The form in this case is 

TripMaintenance! and the value in trip maintenance is Code. And then I think I’ll do one other 

thing while I’m here and that is that I will put the cursor, go to Control, in the Start Date field. 

Now this will default to the start date field on the form I’ve just opened which is the tour add 
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form. That means that not only will I present the user with the default trip code value but the 

cursor will be sitting there waiting for them to enter a start date. So let’s close that, save the 

changes. Right. Let’s open up trip maintenance. Let’s go to say Croatia, CFA, click on Add 

Tour. We have a default trip code there, CFA. As I mentioned earlier it could be changed if you 

wanted to add a tour for a different trip. And the cursor is in the Start Date field ready for the 

user to enter a start date. 

Right. Let’s actually add a new tour. We’re going to stick with this default trip code. Let’s put in 

a date. Let’s use 4/4/17 here. Let’s put in, well I’ll put in a dummy price. I can delete it later 

anyway. Click on OK.  

Now when you first do that you might look at the list down here and say, “Well hang on a 

minute. There’s nothing been added. What’s going on there?” And if I actually open up the tour 

table, go down to CFA you will see that what I’ve just entered has been added. The problem is 

that within the trip maintenance form and in particular the subform within the trip maintenance 

form, the contents of the form are not automatically re-queried. We don’t get an automatic 

refresh there. Now if I were to select this Croatia Family Active Adventure in trip maintenance 

and click on the Refresh button up here on the Home tab and click on Refresh it refreshes that 

record for me including the records that it owns in the tour table and now you will see the newly 

added record there. But it wasn’t done automatically. Now that may or may not be a problem to 

you. But in this particular case to do an automatic update there is pretty straightforward, although 

it does have one or two attendant dangers.  

So what I’m going to do now is to close the tour table again. I’m going to go back to tour add 

and I’m going to select the OK button, open up its embedded macro, and then I’m going to add 

one additional action. And the action that I’m going to add is a re-query action. And I’m going to 

re-query the control tour subform, which is of course on the trip maintenance form. Now 

although this should do the job of making sure that the contents of the subform on the trip 

maintenance form, bear in mind that we’ve just closed the tour add form so the control that we’re 

referring to will be on the trip maintenance form. But bearing in mind that we are re-querying 

that one thing to beware of and this is really the point that I was making just now is that the 

macro now that we have for the OK button is specifically assuming that after we’ve saved a 

record and closed the form it’s the tour subform that we want to re-query.  

So bearing that important point in mind let’s give it a whirl. Let’s close. Save the changes. Tour 

add form, save the changes. Now let’s go to CFA again. Note that we’ve got the earlier tour, sort 

of dummy tour that we added starting on April the 4th. And I really must remember to make 

some of these fields a little bit wider. Let’s do Add Tour again. Let’s make this one April 25th. 

Let’s go with those same prices again. Click on OK and now what you can see if I scroll down 

there is that the newly added tour is already shown and the re-query of the subform has updated 

its contents. 

So as I say that’s something to be rather wary of but can be very useful. And of course users are 

going to tend to be worried if they add a tour and have to press a Refresh button in order to be 

able to see it.  
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Anyway we’ve done quite a bit of work here with macros. Hopefully you’ve got some good, 

basic ideas of how to use them. And I’m going to put your knowledge now to the test in Exercise 

09 which we’re going to cover in the next section. I’ll see you then. 
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Video: Exercise 09 

Toby: Hello again and welcome back to our course on Access 2016.  

In this section I’m going to set you Exercise 09. And with Exercise 09 what I want you to do is 

to add a button to the movie maintenance screen and it’s an Add Role button. And the user 

clicking that button will be given access to a dialog which enables them to a role or roles for an 

actor to a movie.  

Now before I actually demonstrate this in operation a couple of things to point out. I’ve only set 

up a few of the roles in the movies that are in my movie database at the moment. If you look at 

the navigation buttons at the bottom there you’ll see that I have 50 movies and only maybe half 

dozen to a dozen of those have got actors in roles set up. You may want to set up more. Of 

course I’ve provided some in the text files that you have available with the course.  

The other thing that I’ve done to the movie maintenance form is to add a navigation facility. But 

this one I’ve put down the left-hand side. And currently it has two options. Movie maintenance 

which is just captioned Movies and then genre maintenance which is just captioned Genre. And 

that gives me access to the genre maintenance form. If you’ve developed your own actor 

maintenance form you may want to add that there as well.  

So let me go back to movie maintenance and before I actually demonstrate this in action what I 

want to do is to show you one other thing and this is an additional little task for you if you’re 

feeling so you’d like a little bit more of a challenge. If you click in the title field in movie 

maintenance and look down at the status bar you’ll see that the status bar text is title of movie, as 

set up when we set up the table. Click in directors it gives the list of directors. So what we see in 

the status bar is exactly what we set up a long, long time ago when we set up this table.  

When you have set up movie maintenance like this if you click in the name of an actor, in this 

case Tim Robbins, you may well see as your status bar text ActorID because of course ActorID 

is the field that is bound to that field in the subform. But as you can see mine says Actor not 

ActorID. You may want to look at that as a bit of an additional challenge. 

Let me know demonstrate this new facility in action. I’m looking at the movie The Lord of the 

Rings the Return of the King. Click on Add Role. Up comes my Add Actor and Role dialog. And 

having chosen the movie, note that I’m looking at the name of the movie but it’s the ID that is 

bound to that control. I’m going to choose an actor. The actors are in alphabetical order of 

surname, of family name. You may want to order them in a different way. I leave that entirely up 

to you. But the actor I’m looking for is Viggo Mortensen. And the role, of course my validation 

will check that I have entered values or selected values for all three fields. And of course you 

need to make sure that Cancel works, etcetera. But when I click on OK not only is Viggo 

Mortensen’s role as Aragon added but it’s refreshed on the movie maintenance form as well. 

So that is Exercise 09 but I’d like to cover another couple of associated items at this point. First 

of all I’m going to press the F11 key to bring up the navigation pane. Note that part of my 

answer to Exercise 09 is the use of a separate macro to validate the contents of the Add Actor 
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Modal dialog. You might want to do that in the same way to make sure that you can set one of 

those up as a separate macro rather than an embedded macro. And now let me just go into the 

design of that macro.  

The other thing to say here is that many people once they start getting more into the detail of 

using Access tend to use VBA rather than macros. The macro I’ve got here works fine but it’s 

not long before you start coming across various stumbling blocks when you use macros. There 

are certain things that I think you’d have to either describe as a bit quirky or a little bit awkward 

when you’re using macros. Most people finish up using VBA eventually. Now if your need for 

coding is small and slight and only occasional macros may do exactly what you want. But as 

soon as life starts getting a little bit more complicated you’re almost certain to decide you need 

to go for VBA. 

Now if I open up the Design tab here one of the options on the Design tab is Convert Macros to 

Visual Basic. So there is a facility here to take the macro code that you write and convert it to 

Visual Basic. It might be worth bearing that in mind as well. 

And the last point I want to cover here takes us way, way back to the very early stages of the 

course when you may recall seeing this welcome screen. Welcome to the Contacts Database. We 

used a standard Access template to create a contacts database and every time we opened the 

contacts database we saw this welcome screen, which in itself was fine. We then disabled it by 

changing the value of a field in a record in a table. And what I’d like to do now is briefly show 

you how this welcome screen worked from the point of view of why we kept seeing this 

appearing. 

Now first of all let me close the welcome screen and now let’s look at the navigation pane and 

one of the items in the navigation pane is a macro called AutoExec. Now a macro called 

AutoExec is a very important macro in Access because this is a macro that gets fired up every 

time you open a database. If a database has got an AutoExec macro then it will normally be run 

when you open the database. And if we look at this particular macro, go into Design View, we’ll 

see that what it does is to open the form Contact List. So that’s why when you start this database 

up and use the welcome screen if you want to or not, just close it, you always see the contact list 

open. So that’s why that one is open initially. And then it also says If D first, that’s the function 

that basically checks the value of something. I’ll leave you to look up the detail of that. But If 

Show Welcome is set in the settings table, that’s basically what that means, then open the form 

Welcome. So that is why if the show welcome field is set in settings this particular form is 

shown. Now with what you know about macros hopefully you can see how that AutoExec 

works. And if we go to the Forms one of the forms is Welcome. Go into Welcome, Design View. 

You can see various things in it. You can see links such as that one and you can look on the 

property sheet at the hyperlink address for that one for instance here. So if you like the idea of a 

welcome screen this is a good one to investigate to get some good basic ideas of how it works. 

And now you know about macros and AutoExec macros. You could set something else up 

yourself. And of course the settings table here if I just open that table you can see we’ve got one 

record, ID 1, Show Welcome is currently ticked. That’s why the welcome screen is being shown 

again. Uncheck that and it won’t be shown. 
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So that’s it for this section. Good luck with Exercise 09. Please join me in the next section. 
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Chapter 22 – Web App Basics 

Video: Creating an Access Web App 

Toby: Hello again and welcome back to our course on Access 2016. 

So far we’ve dealt solely with Access databases of a traditional kind where typically we have an 

ACCDB file containing both the data and the user interface, UI elements of an Access database. 

And one of the main issues we have with the traditional style of Access database as I mentioned 

earlier on in the course is that it’s really a single user database in its natural form. You have a 

single file, an ACCDB file that contains everything. Now as I also mentioned earlier on in the 

course you can separate out the data, that’s primarily the tables, and the user interface 

components such as forms, reports, queries, and so on and you can make the data part of your 

Access database shared. You can for instance put it on a network location and then all of the 

people that want to share the data in your database can access the forms, can access the queries. 

They may even have their own copies of those. They may even have their own forms and queries 

but they share the data. Now this has traditionally been the approach to sharing using Microsoft 

Access and it has many problems and many pitfalls that I’m not going to go into at the moment. 

This approach to sharing data can be made to work and indeed many people do use it. But when 

it comes to if you like industrial strength business use of shared data it’s much safer to keep the 

data in a more resilient infrastructure. And typically this will be Microsoft SQL Server.  

So one approach is to access your data in an ODBC compliant database such as SQL Server. And 

you set up the connections to this database from the External Data tab as I indicated earlier on. 

But in addition to this approach another more recent approach is to enable you to store your data 

in a resilient database but to access it using a web browser. And the combination of these two 

things, the resilient database and access by a web browser, is now provided by SharePoint and 

you can create a web app that used Microsoft SharePoint. 

And not only does this give people access to a more resilient way of storing data but it also 

means that users can access that data using their standard web browsers by accessing SharePoint 

sites. 

Now what I’m going to show you now is how to create an Access web app. And what we really 

mean by this is that we’re going to create the data part of a database. It’ll be in Microsoft SQL 

Server although you won’t realize that. But you will also then be able to give users access to that 

data via forms, queries, and so on but they will be using a browser, again using SharePoint as the 

mechanism through which the browser accesses the data. 

Now in order to work through this part of the course with me you’re going to need access to 

SharePoint. You basically have two choices. You can either have SharePoint installed on 

premise, on premises. If you have SharePoint already installed at work on your servers then 

provided you have access to that you could use an installed version of SharePoint. Alternatively 

you can access SharePoint online. This is usually done via an Office 365 subscription. You may 

already have access to a business Office 365 subscription. You may have a personal Office 365 
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subscription. That may be the one that provides you with your copy of Access. If you do have an 

Office 365 subscription SharePoint may or may not already be a part of it. One way or another 

though you need to get access to SharePoint either on premise or online.  

If you look at this particular page and I go back to what I’ve said a few times already on the 

course, that these pages change on a very regular basis so it’s very unlikely to be quite the same 

when you come to look at it. This gives you information about SharePoint online on this 

particular page. And also if you go further down SharePoint Server, that’s the on premise 

installed version, there is a Try Now link there. And that will take you through to a point where 

you could download and install a copy of SharePoint Server. 

Now with Office 365 there are many, many different Office 365 accounts and subscriptions and 

you can indeed get SharePoint online as a separately priced and configurable option within an 

Office 365 subscription. These change on such a regular basis that I’m not even going to try to 

go through what the options are here. You need to check the latest information from Microsoft. 

But one way or another you need access to SharePoint and you need the credentials of an 

account that’ll enable you to create an Access database using what are called Access Services. 

So now I’m in Access and looking at the Account page that we looked at much earlier on in the 

course. And on that Account page as you can see I have as one of my connected services Sites 

TobyA. And that tells me that I have SharePoint, note the SharePoint logo, as a connected 

service from this account. And that’s the service I’m going to use to publish this new database 

that I’m about to create. 

So I’m going to go back into New and I’m going to choose one of the web app options. Don’t 

forget what I said much earlier on about those sort of globes in the background. And one of them 

is Contacts, SharePoint web app. Click on that. Now up comes an indicator of the basic 

information that is included in this. This is a very, very simple contacts database. It literally is a 

list of contacts with some basic information about each. Probably similar to the sort of thing you 

maybe have on a mobile phone or an organizer already. But it’s a good place to start with your 

first web app. Give it a name. I’m going to call it Contacts TA and then choose an available 

location. 

Now exactly which options you see available here for available locations will obviously depend 

on the particular SharePoint access that you’re using. Now if you’re accessing SharePoint using 

Office 365 you’ll probably see the equivalent of what I have here. That’s either I can specify that 

this is a personal web app or what is effectively a shared or team site. And as I don’t want this to 

be personal for my own use, I’m going to share it with the rest of the team, I’m going to choose 

the second option there, TobyA. Note that when I do that the contents of the box, a little bit 

further down which gives the URL which will be used for the hosting of this site will change. So 

let me select TobyA now and now all I have to do to create my app is to click on Create. And my 

new contacts database has been created. I have access to it. And by default I come up with a page 

which enables me to add tables to the database. 

Now before we look at customizing this database I want to look at administering it because once 

you’ve created the database in Access in order to administer it you will normally do it via the 
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standard facilities for administering SharePoint. Now I appreciate that some of you won’t be 

familiar with SharePoint so I’m going to do this really as quite an overview rather than a detailed 

account of what to do. But hopefully with this little demonstration you’ll get an idea of what’s 

involved. So what I’m going to do now is to open a web browser and login to SharePoint and 

show you how to access this administration. 

So first of all I go into the login page for my Office 365 account, enter my credentials and sign 

in, acknowledge security warnings, and that takes me to my team site homepage. And one of the 

recently accessed sites there is this new Contacts TA site. So select that and click on it and the 

site opens there ready for me to work on it.  

Now of course if I were not the administrator of this site, if I were just one of the users that I am 

allowing to access this site I wouldn’t expect them to be able to make any changes to the site. 

They would certainly at least be able to view the contact data, maybe allow them to add data, 

maybe allow them to add their own forms and so on, but as I’ve logged in as the basically the 

owner and creator of this database I can actually go in and do administration and design work on 

it. 

Now to the right of the bar here you have what we call the gear icon, the settings icon. If I click 

on that one of the options is Customize in Access. And if I click on Customize in Access you can 

see that I get a confirmation at the bottom there asking me to confirm that I want to open this in 

Access. I get a security warning to do with downloading a file which is basically the Access 

database file in this case for a web app. And there is Contacts TA open in pretty much the way 

that it was open immediately after I first created it, ready for me to do some customization work 

on it. 

And just one final point to make here. I’ve just shown you how to access a web app using 

SharePoint so that you can administer the web app. You can of course customize via SharePoint 

in the way that I just showed you. But you can also access a web app from your Recent Files list. 

So for example, if I click on File here, go into Open, there is my web app in my Recent Files list. 

And if I click on that it will open my web app in Access. Now of course I may need to provide 

my SharePoint credentials if I’m not currently connected to SharePoint but generally speaking 

you can get into a web app that way as well. 

Now we are going to do a little bit more design and customization work on Contacts TA. I’m not 

going to do too much of this in the course but I’m going to show you a few basic things that you 

can do. We’re going to cover that in the next section so please join me for that. 
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Video: Importing an Access Database to a Web App 

Toby: Welcome back to our course on Access 2016. 

In the preceding section we created a web app, Contacts TA. It comprises of a single table and is 

based on one of the standard Microsoft Access templates for web apps. There are many 

advantages to using web apps. So for instance, it’s easy to upgrade users with versions of your 

web app because it sits basically in a SharePoint site. And whenever you update that site 

everybody that accesses the site gets the update as soon as they next access it. You don’t have 

the issue of people with their own copies of the UI part of an ACCDB and you having to go 

around and make sure that everybody’s got the latest versions of the forms and the queries and so 

on. However, there are also a number of disadvantages of this approach and while I’m not going 

to dwell on the disadvantages now it’s important to be aware of a few of them.  

One of them is that this is not really intended for general use on the internet. One of the reasons 

for that is that there is no such thing really as anonymous access to a SharePoint site. Generally 

speaking this approach to publishing a database using a web app is really intended for intranet 

use normally within a company or within a closed group of users. There are also some 

limitations on the numbers of some things, such as the number of rows returned by a query. 

Having said that, the limits are quite high so it’s not necessarily a problem in itself. But you can’t 

use VBA with an Access web app. And if you’re committed to VBA you can’t use that with 

Access web apps. You can use macros but not VBA. 

And perhaps the next general point to make is that although you have pretty much the same 

facilities in terms of things like tables and forms and queries the way that you maintain them is 

almost always different from the way that these things are maintained in a classic Access 

database. 

Now let me just expand the Ribbon and what I’m going to do first of all is to look at this contacts 

table that is part of the web app template that we’ve used to create this web app. Now for each 

table that is created by default you get two views. You get a List View and a Datasheet View. 

And it’s possible to edit those views. And although basically you’re just trying to achieve the 

same effect when editing one of these views the facilities themselves are quite different. So in 

this case, for example, if I select List View and click on Edit it lets me edit the list view. Now 

that’s a pretty straightforward job to do. As you can see I have the field list on the right. Note 

that on the Ribbon we have a View Design tab and not only can you move controls around and 

change the properties of individual controls but you can add controls. And of course you can add 

existing fields if they’re not currently on this particular view. So as I say the actual mechanism 

itself is different but you’re effectively trying to achieve the same effect. I’m going to leave you 

to experiment with that but clearly, for example, if you wanted to move Notes say below Group 

here and the label to go with it and then maybe put Group over here with its label, and so on. It is 

really is very easy to do, quite intuitive. But I’m going to leave you to experiment with that. 

When you’ve finished what you’re doing you click on Close. Do you want to save the changes? 

On this occasion I’m going to say No. 
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So let’s take a whistle stop tour of the Home tab on the Ribbon. I’m going to look at Launch App 

in just a moment but basically for table if I click on Table that takes me to that Add Tables 

option. Note if you want to add a table Access comes with some starting tables for certain 

purposes. So for instance, if I wanted to add a table that was something to do with projects, if I 

click on Project and Search what happens is I get a list of tables that are in some way related to 

projects. And quite often you’ll find a table there that will give you a good starting point for a 

table that you need within your database.  

The next option is View and View will be enabled if I have a table selected. So with the contacts 

table selected click on View. It gives me the option of adding a new view. So I give it a name, 

choose a type, define the record source, and away I go to add my new view. I’ll leave you to 

experiment with that. And then on the Advanced button here Query, a new blank view, a List 

View, a Datasheet View, a macro, a data macro, an on start macro, and an on deploy macro. Now 

I’m not going to go into those now but again good area for you to experiment with. Note also the 

option here to show or hide the navigation pane. Don’t forget we’re working in Access here so 

we have a navigation pane. And in fact what we have now in our web app is one table and three 

forms which are referred to as views in the web app.  

Now the first button on the Home tab there is Launch App. And if I click on Launch App what I 

see is basically what a user would see. And that is basically a facility to add a contact. So I put in 

a first name and a last name or whatever other details I have. I may or may not have defined 

some validation rules in here. Note the filter facility and then I have various command buttons 

here. So for instance I have a Save button, I have a Cancel button, and I have a Delete button that 

I would use if I’d selected an existing contact. And then of course I’ve got a plus button to add a 

new contact. So again if you’ve already created a web app equivalent of this one you might want 

to go through and experiment adding data with that. 

Now at the moment I’m browsing the app in Internet Explorer. If I go back to Access where I am 

basically administering the app, customizing the app, there’s one other thing that I want to show 

you here and that is that if I go to Add New Table there’s a set of options down there, Create a 

table from an existing data source. And in fact one of the things that you can do rather than 

creating a web app if you like from scratch, adding a table at a time and then starting to do the 

work of linking the tables together. You can take an existing Access database and effectively 

turn it into a web app. So for instance I could take the Esprit de Tour database and turn it into a 

web app. 

Now one very good way of doing that is to start with an empty web app and then basically to 

import in the existing tables from the existing database. But what I’m going to do here just by 

way of an example is to add the tables from Esprit de Tour to this Contacts TA database. Now to 

be honest with you it’s not particularly suitable. I suppose I might make contacts customers but 

actually the approach to doing this is very straightforward and in fact you may well want to add 

tables from an existing database to another existing database. And there’s no reason that you 

shouldn’t.  
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So let’s say create a table from an existing data source. I’m going to click on Access. And then 

I’m going to browse to the latest version of Esprit de Tour. There it is. Note what it says there, 

The Wizard will create new tables in your Access 2016 app and import the data from the tables 

in the specified file. We will not import table relationships, calculated columns, validation rules, 

default values, and columns of certain legacy data types such as OLE Object. So I’m going to 

click on OK. It gives me a list of the existing tables. I’m actually going to select them all on this 

occasion. Click on OK. It will often take a little while for this to happen because it’s got to 

upload everything. Note the warning there, The following errors and warnings were encountered 

when importing that table. The field dossier of type attachment cannot be imported because that 

field is not supported in your target app. So that’s an exception that I need to be aware of. But 

other than that all of my tables are there. So for instance, if I wanted to go to tblCountry not only 

is it there but I have my two default views. Obviously very simple at the moment. If I go to Trip, 

actually quite a sophisticated view there that would enable me to maintain trips. So you can see 

what a good way that is of getting started on a web app related to an existing Access database. 

Now this really is by way of basics and an introduction. So there’s quite a lot more to show you 

here. For example, you could do things here like hide a particular table. So if I select that one, 

right click, I can hide the table if I don’t want users to be able to maintain it if I just want it to be 

used as reference data. And if I go into Launch App from here, click on trip table, you can see 

already the data that was set up in my Access database. 

And the basic navigation that you get is pretty easy to figure out. You can of course customize 

this, but as you can see the first record selected is AYL, then I can go through the other trips by 

selecting the code here. So with a bit of work on the layout of, for example, the description field 

to give it a bit more space, maybe reducing the size of the list of countries which isn’t generally 

going to be a very long list. You could soon make this into a perfectly reasonable list facility for 

users to view and potentially maintain information about trips. And if you look at Datasheet 

View you’ll see it’s a very convenient spreadsheet view of all of my trips.  

So that’s a very good way of getting started on a web app for an existing Access database. 

So I’ve really covered just the very basics there of web apps. And if you think the web apps are 

going to be useful to you I suggest you get started on turning perhaps an existing Access 

database into a web app or starting off with one of the Access 2016 web app templates to get you 

started. 

So I’m going to set you a very straightforward Exercise 10 on web apps in the next section. 

That’s the end of this section. I’ll see you in the next. 
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Video: Exercise 10 

Toby: Welcome back to our course on Access 2016. 

It’s time now for Exercise 10, the final exercise on the course. and for this one you will need 

access to SharePoint. So if there’s no way that you can get access to SharePoint then I’m afraid 

you won’t be able to do this exercise. But it will still be worth looking at my sample solution 

here which I’m going to show you in this particular section. 

Now what I want you to do in Exercise 10 is to create a custom web app. It’ll have no tables to 

begin with. You’ll just create the custom web app. I’ve called mine NightMoviesTA. Having 

created that I then want you to do pretty much what I did with Esprit de Tour in the preceding 

section. I want you to import all of the tables from version 10 of the Night Movies database. 

Now version 10 of the Night Movies.accdb is pretty much the same as version 09 with one or 

two minor cosmetic changes. But basically I haven’t added or changed any data or links or 

relationships or anything.  

Having imported that and checking that everything seems to be okay, within the Access 

customization I want you to do what you can see here, and that is to hide the reference data. So 

that’s the country and genre information. And also the movie actor table and the movie genre 

table. Now of course they’re still there. They can still be used but they will be hidden from users. 

So there will only be two things visible to users of the Night Movies database. That’s the actors 

and movies. 

Now remember what I said a couple of sections ago and that is that whichever tables are present 

you get by default a List View and a Datasheet View. So with this web app you get by default, 

and all the work done by Access for you, an Actor View. So if I click on Actor here not only do I 

see the information about each of the actors, they’re currently arranged in alphabetical order of 

their full name, but of course all of these things can be customized. But for each actor you get the 

actor information and a list of the movies that they’ve appeared in. so Al Pacino was Michael 

Corleone in The Godfather. Liam Neeson was Oscar Schindler in Schindler’s List. So that’s all 

done for free by Access for you. And if I go to the movie table of course I’ve got all my movies 

listed here and with each one I get a list of actors, so tblMovieActor, but I also get a list of genre 

as well. So it does an awful lot of the work for you. Now you’d obviously want to customize this. 

You’d want to change those headings. They’re not very helpful, tblMovieActor. But you can go 

in and customize that. And you also have here of course Add to tblMovieGenre whereby you 

could add a genre to a movie. And in tblMovieActor you have the facility to add an actor to a 

movie and you get a version of our little movie actor add dialog, including the facility to specify 

the role or roles. 

Now clearly there’s quite a lot of customization to do there but you can see how easy it is to 

create a web app using Access 2016. 

So just one point to emphasize here. There is no solution as such to Exercise 10 other than what 

you can see on the screen at the moment. So that’s the movie list view and this is the actor list 

view. And of course each of them has a Datasheet View.  
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And that’s pretty much it on exercises. I’ve got a couple more sections to come, a few final 

points to make about Access 2016. But one thing that I will mention here is that if you wanted to 

give somebody access to one of your web apps as an end user the URL for it will be very specific 

to that particular database. And basically when you launch the app from Access you’ll see a URL 

like this one, https, etcetera. Up to default.aspx is basically the URL of the database. And if you 

provide that to a user and they have the appropriate credentials to access your SharePoint team 

sites or team site, when they then enter on that that URL will take them to the homepage which 

will normally be as I have here List View of one of the tables, in this case the actor table. So 

that’s effectively the default views. So that’s the URL you would provide to somebody, but note 

they would need SharePoint credentials to access it. 

And one very final point. One thing you will notice with your web apps is that they do appear in 

the Recent Databases list in Access. And in theory you should be able to open them just by 

selecting them from the Recent list. I have found personally this can be a little bit unreliable. 

Sometimes it works, sometimes it doesn’t. I did show you a section or two ago how to open a 

web app from SharePoint. So that tends to be my preferred way of accessing a database. But in 

theory if you click on an entry in the recent files list, enter your SharePoint credentials when 

invited to do so, then you should be able to access a SharePoint based access web app that way 

as well. As I say, I’ve sometimes found that to be a little bit unreliable but by all means give it a 

try. 

That’s it for this section. I’ll see you in the next one. 
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Chapter 23 – Exporting 

Video: Exporting an Access Database 

Toby: Hello again and welcome back to our course on Access 2016. 

As I’ve mentioned a few times already in the course you quite often deal with data outside an 

Access database. And, for example, we’ve looked at importing data from external sources, 

including text files. And you may need to link to tables in external databases such as other 

Access databases, SQL Server databases, and so on. Now much of that linkage to external 

sources is outside the scope of this course but I’m just going to very briefly in this section cover 

some of the export options. So let’s suppose that with the Esprit de Tour database we want to 

provide some or all of the data to somebody else. What are some of the options that we have for 

doing that? 

Well let me take a couple of very, very straightforward examples. Supposing I want to use the 

country table that I built up in my Access database. If I select the country table and then the 

External Data tab on the Ribbon there are quite a few options for what I can do to export that. I 

could, for example, export it to Excel. If I click on Excel up comes a wizard to help me export to 

Excel. So it creates a default file name for me, suggests that I save it as an Excel workbook 

called tblCountry.xlsx in a default documents folder. Obviously I could browse somewhere else, 

rename the file, etcetera. The file format defaults to my default Excel format which is for me the 

current Excel format. And I can choose whether I want to export the data with formatting and 

layout. Now if I go with that option, click on OK, you can see how straightforward the export 

there is. I can also say save the export steps and reuse the same steps again later using the Saved 

Exports option in the Export group on the External Data tab. So that’s a very simple example. If I 

now went to that documents folder I would see the Excel workbook that I created. 

Still with the same table selected I could export it to a different Access database. So I could 

browse to an alternative Access database and export this table to that database. Again there’s a 

very straightforward one for you to try.  

Some of the other options include exporting as a PDF file or XPS file, exporting as an XML file 

or emailing that to somebody where I choose which format I want to send the object as. So for 

instance if I just wanted to send it as a text file I’d select that object, click on OK, and it could be 

used as an attachment to an email. So there are many, many ways of exporting. 

Now apart from the listed options there if I click on More one of the options is to export to Word 

in which case the object gets exported in Rich Text Format. I can export it as a SharePoint list to 

an ODBC database or as an HTML document. So there are many, many options for that export. 

Let me just demonstrate a slightly more sophisticated example of an export. 

Let me take the report that we created much earlier on. That’s the country trip tour list report. 

I’m going to open it. This is the report that for each country lists the available trips and for each 

trip lists the available tours and also shows our current lowest adult price for each. Let’s suppose 
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that I want to export that as a PDF document. I’m going to select PDF. Now I browse to the 

course files folder and change the default name to CountryTripTourList.pdf. Let me just check 

the options. Range, All. Yes, I’m going to export all pages as a PDF document. Include 

nonprinting information? No, I won’t do that. I’ll just include the printing information, stick with 

the standard PDF format, click on OK, and then click on Publish. And now you can see that PDF 

document. There’s a cover page, Esprit de Tour, Our Current Tours, and then each new country 

starts a new page, and for each country there is a list of the trips. Usually there’s only one trip but 

for the U.S.A. I believe there’s two. For each of those a list of the tours and the prices and the 

lowest adult price in each case. So that’s an example of exporting to PDF. 

And that’s the end of this section. Please join me in the next one. 
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Chapter 24 – Application Parts 

Video: Adding Application Parts to a Database 

Toby: Hello again and welcome back to our course on Access 2016. In this section I’m going to 

take a very quick look at what are called Application Parts.  

I’ve opened the Help topic Save and Reuse Database Design Elements. And one of the items in 

there, in the Overview section, is Application Parts. Now rather than use a template as a full 

starting point for a database you may be in the situation where you’re partway through creating a 

database, maybe you’re quite a long way through creating a database, but you need to add some 

functionality. And the functionality that you need to add is functionality that many other people 

have added to databases before you. Now with an application part you basically get a chunk of 

functionality, often a table, and with the table very often some forms. And by adding these to 

your database you get a good starting point on the functionality that you want to add.  

Now the example that’s mentioned in the section here Application Parts is The comments 

application part provides a table that is set up to contain comments, including a Date/Time field. 

Note also that it says, Some application parts start a wizard to help you create a relationship to 

define how the application part fits in with your existing tables. 

Well let’s close that Help topic and take a look at application parts in relation to the Esprit de 

Tour database. 

So let’s start by saying that I want to start capturing comments that the administrators of the 

database make about the trips. And maybe I could even extend that to capturing comments that 

users, people booking trips, make about the trips. If you go to the Create tab on the Ribbon in the 

left most group, Templates, there is an Application Parts button. And if I click on the dropdown 

arrow, on the menu I have a number of blank forms and I also have these quick start application 

parts, one of which is Comments. Now when I select Comments it gives me the option of 

creating relationships with other tables that exist in my database. It’s set up initially a form that 

enables me to create a relationship with the country table. Not all the other tables are available. 

And if there is a relationship between comments and tables, so for example if I wanted to be able 

to record comments about each trip I might say that for the table trip by selecting this first 

option, one table trip to many comments, I’m saying that for each trip I want to be able to make 

many comments. Click on Next. 

Now what I need to do is to select the fields from the table trip that will identify which trip the 

comment is about. That’s going to be the ID which is of course unique. And what name would I 

like for my lookup column? I’m going to call it TripID. Do I want to store multiple values for 

this lookup? No, I don’t. Click on Create. And now what I have is a comments table. And if I 

open the comments table in Design View note that I have a unique ID for the comment, 

AutoNumber field, but then the trip ID identifies the trip and then comment date, comment and I 

can start to set up comments about each individual trip in the database. 
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So a lot of the work has been done there for me to set up that comments table. And of course I 

can produce forms for people to record their comments and I can run off reports showing 

comments about each trip and so on. So that’s a pretty basic example of an application part, but 

is also pretty typical of how they work. 

So let me just close this comments table and go back to that Create tab again, Application Parts. 

Note that the application parts are in those two groups, Blank Forms. If you want a blank form, 

to start yourself off with a message box or perhaps a dialog or various types of form you can 

select those and they will give you the basic structure that you need. You can add fields, delete 

fields, move things around in Design View, and so on. The Quick Start Application Parts, we’ve 

looked at Comments, but you can also add contacts to an existing database, issues, tasks, and 

users. All of those different application parts are well worth looking at. 

But that’s it for this section. Please join me in the next one. 
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Chapter 25 – More Access Options 

Video: Additional Access 2016 Options 

Toby: Welcome back to our course on Access 2016.  

Much earlier on in the course I took you through some of the main Access options and of course 

we’ve referred to Access Options several times since the beginning of the course. What I’d like 

to do in this section is to go through a few of the important Access Options that haven’t come up 

so far because at this point and with the knowledge of Access that you’ve gained now not only 

will it be a lot easier for you to understand these options but it may well be that you need to 

review the options and decide which are the best settings for you and the databases that you’re 

designing and building. 

So first of all let’s go into Access Options and we’re going to start with the current database 

page. 

Now several of the options on this page we’ve already covered but there are several others that 

we haven’t and it’s a very good idea for you to read through and just check your understanding 

of these. Let me give you a specific example. One of the options here is Enable Design Changes 

for Tables in Datasheet View. As you’ve seen, particularly earlier on in the course, when you’re 

in Datasheet View you’re able to make design changes. Well you may want to disable that 

facility so that in Datasheet View you can only work on the data.  

So as I say, review the options here carefully and particularly for any that we haven’t discussed 

already make sure that you understand the implications. 

One particular one that I want to look at on this page is under Navigation. You’ve already seen 

how to enable and disable the display of the navigation pane. Well there’s also a button here, 

Navigation Options. And the use of this dialog enables you to change how the contents of the 

navigation pane are arranged. And also how certain aspects of the navigation pane work. Now 

I’ll just give you a couple of examples and I’ll leave you to experiment with the others. If you 

look towards the bottom left there is a setting here, Show Search Bar. If you don’t want your 

users to be able to search the navigation pane contents, if you uncheck that box, click on OK, 

that search bar is no longer shown. I normally leave it shown. And the other thing is how do you 

open objects? Do you open objects with a single click or with a double click? Mine is set to 

double click. You may prefer single click. You can also choose, for example, not to show say 

queries and macros. Click on OK. Now the queries and macros are not there. Now they’re only 

not shown. That doesn’t mean you can’t use them. They’re just not shown. And that is one way 

of customizing what users can see and do. I’ll just reset that. 

The next page that I’d like to look at is Datasheet. And using the options on this page you can 

customize the way datasheets look in Access. I’m basically going to let you experiment with 

these but let me just demonstrate the first pair of settings. Default gridlines showing, horizontal, 

vertical. Let’s disable the default gridlines, click on OK. This is one of the options where you 

need to close and reopen the current database for it to take effect. So I’m going to close it and 
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reopen it. Now let me open a table, trip table. And you notice that there are no horizontal and 

vertical gridlines in Datasheet View. I have the banding of course which helps me to read the 

rows in the datasheet but no horizontal and vertical gridlines. I’ll leave you to experiment with 

the other datasheet options but I’ll reset those gridlines now. 

Now with the next page I really am going to leave you to experiment with these yourself. That’s 

the Object Designers page. Now just to explain one or two of these. The top section, Table 

Design View, lets you set some defaults, such as the default field type. Mine is set at short text. 

You could choose one of the others as a default type. That’s sometimes useful when the sort of 

tables that you’re creating have more of one particular field type than others. Say for instance 

you may have an awful lot of numeric fields in tables. It might be useful to reset it to number for 

the duration of working on a particular database. But mine is set to the default default which is 

short text. And you can also choose the default text field size, default number field size, and so 

on. There are then options for the defaults when you’re doing query design, form and report 

design. Now some of these are just a matter of personal preference, but as I pointed out just now 

sometimes it might be worth considering changing these when you’re working on a particular 

database with particular features. 

The final page of Access Options that I want to review is the Client Settings page. Now these 

settings only apply to if you like a standard Access database. These don’t apply to web apps and 

the use via a browser.  

Now you may have noticed a couple of things. For instance, when you are tabbing through the 

fields using a form you may notice that when you go into a field, indeed this is also the case 

when you’re doing design work. When you go into a field you select the entire field. Well you 

may prefer to get the cursor to go to the start of the field or go to the end of the field. And this 

setting here, this set of three radio buttons here, enables you to choose which of those behaviors 

you would like. So that’s an example of the sort of thing that you can set here, the sort of thing 

you can experiment with as well. 

If you go down to the Display section, Show the number of recent databases, 25. You can change 

it there. And there are various other options there such as Do you show the status bar? And then 

further down we get down to an Advanced section and here some of the settings relate to 

multiuser use of an Access database. We haven’t looked at multiuser use at all on this course. 

I’ve mentioned it a few times but we haven’t taken any steps to enable multiuser use, particularly 

as I mentioned earlier a couple of times splitting the database into data and UI components. 

When you are using an Access database in multiuser mode then you have a number of very 

important options here like whether record locking is applied. So when you get to multiuser use 

of Access there will be some very important settings here. And then right at the bottom, Default 

theme. Theme for Access for me is my default Office theme but you can choose an alternative 

theme by doing a browse here. Which themes you can choose from depends on your installation. 

So they are the main other Access Options to be aware of. That’s the end of this section. Please 

join me in the next one. 
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Chapter 26 – Info Tab 

Video: View and Edit Database Properties, and Encrypt with Password 

Toby: Welcome back to our course on Access 2016.  

In this section I’d like to look at a particular page in Backstage View which we have looked at 

before but there are a couple of options which I haven’t so far discussed in any detail.  

So in Backstage View the page I’m interested in is the Info page. And one of the options on the 

Info page is View and Edit Database Properties. And here as the name implies you can view and 

edit the properties of the currently open database. 

Now there are a number of tabs. So you have a General tab with summary information. If you 

look here you can see the name of the database file, the type of file, the size, and so on. You can 

tell when it was created, when it was modified, when it was last accessed. In the summary 

information you can set basic information about the database such as the title, the subject, the 

author. You can also enter here information such as keywords and comments about the database. 

You then have a page giving you statistics on the database, information about the contents of the 

database, so tables, queries, forms, etcetera, and then a facility to define custom properties for 

your database. Now the setting of custom properties is outside the scope of this course. So that’s 

View and Edit Database Properties. 

The next item is Compact and Repair and I covered Compact and Repair in some detail earlier 

on in the course. And what we’re going to concentrate on in this section is this option, Encrypt 

with Password. 

One very aspect of using Access is that you may have a database where you don’t want people to 

be able to see anything in the database, particularly you may have secure data in there that you 

don’t want anybody to see. Now in much earlier versions of Access the approach to this was to 

put a password on the database so that people could only open the database if they had the 

password. Now whilst this was good to a limited extent it had one very big flaw and that is that 

people could use other pieces of software to open Access databases. And even though they 

couldn’t make them work like Access databases work they could read the data. So if you imagine 

opening a database and just looking at all the contents, a load of text in a text editing program, 

you could still identify the data in the database.  

Now the way that Access was changed to get around this was to give you the facility to encrypt 

the data so that even if somebody uses a different piece of software to open an Access database 

they cannot understand, the software cannot interpret the data. So to make the contents of your 

database secure you use the option to Encrypt with Password and that’s what I’m going to look 

at here. 

Now before I do it though, very, very important warning to you. In order to encrypt with 

password you need to open a database for exclusive use. That means at the time you do this you 

must be the only person that has the database open. Now since we’re not really dealing with 
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multiuser situations so far you probably are the only person with this database open. But even if 

you are you still have to open it in a particular way. If I try to do encrypt with password here, let 

me just click on that button, I get a message. You must have the database open for exclusive use 

to set or remove the password. So what I need to do is to close this and open the database for 

exclusive use. 

Now in order to do that I can’t get it from the Recent Files list because that automatically opens 

it for nonexclusive use. So I have to go into File, Open, and then browse to the database in order 

to find it and then open it in a particular way.  

So there’s my file, EspritDeTour20. But what I’m going to do instead of just clicking on Open 

I’m going to click on the dropdown next to Open and say Open Exclusive. Now I have the 

database open for exclusive use. Let me go into Backstage View, click on Encrypt with 

Password, and I’m going to enter my password. Now the password I’m going to use is a very, 

very simple password. Normally I have really quite complex passwords but all I’m going to use 

as my password is, this is lowercase, P-A and then the digit 5-5 and then the lowercase wd. So 

it’s like Password but with the two S’s as 5’s. Now I verify that to make sure I typed in what I 

thought I’d typed in, click on OK, and you get this message. Encrypting with a block cipher isn’t 

compatible with row level locking. Row level locking will be ignored. Now that probably seems 

like quite a worrying message but in fact it’s only a message that relates to certain aspects of 

locking in a multiuser environment. And we’re not in a multiuser environment here. We’re in a 

single user environment. So what we’re going to do is to just click on OK. You can ignore that 

message. If you come to the point that you need to encrypt data in a multiuser environment then 

you will need to consider issues of row level locking, but that’s outside the scope of what we’re 

doing here. So click on OK. My database is now encrypted and locked. So let me close it. Now 

let me try and open it from the Recent Files list. And there we are. Pa55wd and the database is 

successfully open.  

So that’s how to encrypt with password. If you need to decrypt it, so if you need to remove that 

encryption and password again you have to open it for exclusive use. So I’m going to close this 

down. Once again I’m going to open it but this time not via Recent Files but by browsing to the 

particular ACCDB file. Once again Open Exclusive, enter the password. It’s now open for 

exclusive use. Let me go into the Info tab in Backstage View. Notice now the option is Decrypt 

Database. Removes the password from the database. So Decrypt Database. So what I need to do 

is to enter the password to enable me to do that, click on OK and now the database is no longer 

protected or encrypted. So if I want to open it from the Recent Files list it’ll just open in the 

normal way. 

So that’s it. That’s encryption, password and the Info tab. End of this section. I’ll see you in the 

next one. 
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Chapter 27 – Security 

Video: Trust Center Settings 

Toby: Hello again and welcome back to our course on Access 2016.  

In the preceding section we looked at encryption and putting a password on an Access database, 

a very important aspect of security, protecting the data in the database. But there are other 

aspects of security that are also very important and the aspect that we’re going to look at in this 

section is the danger to your Access databases, to your device, possibly even to your computer 

network of getting material from outside.  

Now the set of tools within Microsoft Office that are used to control these potential risks and 

dangers are embedded in something called the Trust Center. And we access that from the Access 

Options. And on the Trust Center page the key setting here is Trust Center Settings. So click on 

Trust Center Settings and you have a number of pages of settings. Now what I’m going to do 

here is not to go through these in order but to go through them first of all starting with macro 

settings.  

Now one of the greatest dangers that you face when using Access is that you get material from 

outside. Maybe you opened somebody else’s database or something is sent to you to use as part 

of a database development. And within the code within it, within the macros, within the VBA 

code, within queries, etcetera there is something in there which is damaging. It may not even be 

deliberately damaging but it’s damaging. For instance, supposing there was something that in 

effect ran a query to delete all of the records in a table. Now the recommended way to deal with 

this danger is to use the setting that I have set here in Macro Settings which says Disable all 

macros with notification. And the effect of this is that when you’re dealing with material from if 

you like outside, material that you haven’t produced yourself, whenever something happens 

whereby some code will be run that code will not be run. But you will be notified. Access will 

say to you, “There is some code here but I’m not going to run it because of this security setting. 

Would you like me to run it?” So basically it notifies you and gives you the option of running 

that code. Now if the code is say in a database that you’ve got from somebody who you know 

and trust you might say, “Yeah that’s fine. Just carry on. Do that. That’s fine.” But if it’s in a 

database, for example, where you didn’t know there was any code, you didn’t know there were 

macros or code or queries you may say, “Well hang on a minute. I’m not really sure about that. 

I’m not sure I want to run that.” And you may choose to investigate further before you run that 

code.  

Now there are some other possible settings apart from this recommended one. One of them, the 

first one, is Disable all macros without notification. In this case it just won’t run them and you 

won’t even be notified that Access is not running the code that it has encountered.  

The third option, Disable all macros except digitally signed macros. It’s possible for people who 

are providing material such as Access databases, Access code, etcetera to digitally sign that 

material. Now if a particular piece of code is digitally signed by somebody that you trust then 
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this option means that that’s the only sort of code that will be run. So anything from anywhere 

else will not be run, but if it’s material that is digitally signed by somebody that you trust then 

the code can be and will be run.  

And the fourth option, Enable all macros, makes no restrictions and basically any code that is 

encountered can be run. 

So it’s very important first of all that you get that macro setting correct. Almost without 

exception the second setting is the one to use. If you have a reason to do the first one do so. If 

you’re in a position that the third one is more appropriate then that’s a good setting as well 

because it means that you’ll only ever run code from people that you trust. And as it says there I 

would not recommend that you choose the fourth option. 

So that’s the first important aspect of your security settings. I’m going to look at the second one 

in just a moment but in the light of what I’ve just told you about macro settings let’s go back to 

the list of pages here, Trusted Publishers. 

I have two trusted publishers. Any material I get from either Roland Corporation or OpenVPN 

Technologies I trust. Anything digitally signed by them I will trust. I won’t explain why it’s 

those two but you may finish up with your own list of trusted publishers. 

Also, you can declare trusted locations and you can set up your own trusted locations. Now if 

you set up a trusted location anything that you put in one of those locations is automatically 

trusted. Now you can see the facilities down here to add a new location. You can also indicate 

whether you allow trusted locations on your network, which is not recommended because you 

have no control of what other people may put in those locations. And you can also check this box 

that says Disable all trusted locations. That’s sometimes a bit of an emergency measure if 

something’s gone wrong, you’ve got some sort of security breach, and you just want to 

investigate what’s in your trusted locations without actually using any of the material in them. 

The other option here is Trusted Documents. And again you have a checkbox that says whether 

you allow documents on a network to be trusted. You can also disable trusted documents. And 

when you have trusted a document it gets added to a list. You can’t immediately see the list here. 

But you can click on Clear here at any time to clear your list of trusted documents. 

And that brings me to the last aspect of security that I’d like to quickly look at here and that is 

the Message Bar. I do recommend that you use the message bar. It does drive people mad. In fact 

I find it quite annoying sometimes, but it is there for a reason. I’m going to demonstrate the 

message bar to you in a moment. You will have seen it and used it yourself many times already. 

But basically when you open something that you haven’t trusted before or that isn’t in a trusted 

location, for example, you’re given the option of trusting that document. And generally speaking 

when you do that it’s added to your trusted documents list, the list I talked about just now. Which 

is why usually you’re only asked to trust a document once because once you’ve done that it’s 

added to the list and it’s okay from then on unless you clear the list.  
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One of the other options when you trust a document rather than just clicking on the Enable 

Content button is to move the document to one of your trusted locations and then it will continue 

to be trusted unless of course you disable that trusted location.  

So let’s just run through that again. Let me cancel this and cancel that. I’m going to open a 

document that I haven’t opened before on this device. It’s EspritDeTour21. Click on Open. And 

there I get the message bar there, the Enable Content. Note some active content has been 

disabled. Of course this database has queries and macros in it, etcetera. Click on Enable Content 

and it’s a trusted document. And then if I wanted to I could move that to a trusted location and it 

would then continue to be trusted on the basis of being in that location. 

Now as I say a lot of people get annoyed by the message bar but it is there for a reason and there 

is a fuller explanation of why and how it works and what it does on this particularly helpful 

Access 2016 Help topic, Decide whether to trust a database, which is well worth a read. 

That’s the end of this section. Please join me in the next one. 
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Chapter 28 – Conclusion 

Video: Closing 

Toby: Hello again and welcome to this final section in our course on Access 2016. 

I certainly hope you’ve enjoyed working your way through this course with me. I’ve certainly 

enjoyed preparing it for you and presenting it to you. And I hope you feel that you’ve gained a 

lot of knowledge in Access. If you’ve managed to do most or all of the exercises you should be 

pretty pleased with yourself really because there’s quite a lot to learn. It’s a big, complex 

product. And as I mentioned at various points during the course there’s still plenty more to learn. 

For example, you may well want to move into learning VBA and how to code to support your 

Access databases to make them even more powerful, even more flexible. You may also want to 

move into the realms of multiuser Access databases, which again adds a level of power, 

complexity, flexibility, and so on. So there will be plenty more for you to learn, but in the 

meantime enjoy what you’ve learnt so far and give yourself a bit of a pat on the back. But from 

me, Toby, it’s goodbye for now. And I hope to see you online again sometime soon. Bye for 

now. 
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