
 Intermediate Access 2010 

©2010 EZ-REF Courseware Page ii 

 
 
 
 
 
 
 
 
 
 
 
COPYRIGHT 
 
Copyright ©2010 by EZ-REF Courseware, Ladera Ranch, CA   http://www.ezref.com/   All rights reserved.  This 
publication, including the student manual, instructor's guide and exercise files, or any part thereof, may not be 
reproduced or transmitted in any form or by any means, electronic or mechanical, without prior written permission of 
EZ-REF Courseware. 
 
 
TRADEMARKS 
 
EZ-REF is a trademark of EZ-REF Courseware.  All other products or brand names mentioned are trademarks or 
registered trademarks of their respective holders.  
 
 
DISCLAIMER 
 
While EZ-REF Courseware has taken care to ensure the accuracy and quality of these materials, all material is provided 
without any warranty whatsoever, including, but not limited to, the implied warranties of merchantability or fitness for a 
particular purpose.  Any persons or businesses mentioned in the text of this manual are strictly fictitious.  Any 
resemblances to existing or deceased persons, or existing or defunct businesses, is entirely coincidental. 
 
 
Product Code:  MS ACCESS 2010-2   10.10 



 Intermediate Access 2010 

©2010 EZ-REF Courseware Page iii 

 

 TABLE OF CONTENTS 
 

HOW TO USE THIS MANUAL ...................................................................................................................... VI 

IMPORTING EXTERNAL DATA .................................................................................................................... 2 

IMPORTING SPREADSHEET DATA ............................................................................................................ 4 

PUBLISHING A DATABASE OBJECT  ......................................................................................................... 9 

CREATING A PRIMARY KEY ...................................................................................................................... 12 

CONVERTING FIELD TYPES ..................................................................................................................... 16 
CONVERTING TO TEXT .................................................................................................................................... 16 
CONVERTING FROM TEXT .............................................................................................................................. 17 
CONVERTING FROM MEMO TO TEXT ............................................................................................................ 17 

CHANGING FIELD SIZE .............................................................................................................................. 18 

APPLYING CUSTOM DISPLAY FORMATS ............................................................................................... 20 
ADDING COLOR ................................................................................................................................................ 24 
ADDITIONAL SYMBOLS FOR CUSTOM FORMATS ....................................................................................... 25 

CREATING AN INPUT MASK ...................................................................................................................... 26 

USING THE LOOKUP WIZARD  ................................................................................................................. 32 

ASSIGNING A CAPTION ............................................................................................................................. 38 

SETTING DEFAULT VALUES ..................................................................................................................... 39 
CREATING AN EXPRESSION ........................................................................................................................... 41 

CREATING VALIDITY RULES  .................................................................................................................... 44 
CREATING AN EXPRESSION ........................................................................................................................... 47 

ADDING VALIDITY TEXT  ........................................................................................................................... 48 

MISCELLANEOUS PROPERTIES .............................................................................................................. 50 

QUERYING TABLES ................................................................................................................................... 53 
MODIFYING A QUERY ...................................................................................................................................... 58 
ADDING CRITERIA ............................................................................................................................................ 59 
REARRANGING FIELDS IN THE QUERY ......................................................................................................... 61 
ADDING FIELDS TO THE QUERY .................................................................................................................... 61 
REMOVING FIELDS FROM THE QUERY ......................................................................................................... 62 
CHANGING COLUMN WIDTHS ........................................................................................................................ 62 
SORTING THE QUERY ...................................................................................................................................... 63 
SORTING ON MULTIPLE FIELDS ..................................................................................................................... 63 

SAVING/OPENING A QUERY ..................................................................................................................... 65 
OPENING A QUERY .......................................................................................................................................... 66 

USING WILDCARDS IN QUERIES ............................................................................................................. 67 

COMPOUND QUERIES ............................................................................................................................... 68 
CREATING AN "AND" QUERY .......................................................................................................................... 68 
CREATING AN "OR" QUERY ............................................................................................................................. 69 



 Intermediate Access 2010 

©2010 EZ-REF Courseware Page iv 

MISCELLANEOUS OPERATORS ............................................................................................................... 71 
USING "BETWEEN" ........................................................................................................................................... 71 
FINDING EMPTY FIELDS .................................................................................................................................. 71 
SEARCHING FOR THE CURRENT DATE ........................................................................................................ 72 
USING A LIST ..................................................................................................................................................... 72 

CREATING CALCULATED FIELDS ............................................................................................................ 74 
CHANGING COLUMN NAMES .......................................................................................................................... 75 
USING SUBSTRINGS ........................................................................................................................................ 76 
USING DATE SUBSTRINGS ............................................................................................................................. 77 

USING SUMMARY OPERATORS ............................................................................................................... 78 
ADDING THE TOTAL CELL ............................................................................................................................... 78 
TOTALING ALL RECORDS ............................................................................................................................... 79 
TOTALS BY GROUPS ........................................................................................................................................ 79 

QUERYING MULTIPLE TABLES ................................................................................................................ 83 
ADDING MULTIPLE TABLES TO A QUERY ..................................................................................................... 84 
JOINING TABLES ............................................................................................................................................... 85 
DELETING A JOIN .............................................................................................................................................. 86 

USING ACTION QUERIES .......................................................................................................................... 88 
CREATING AN UPDATE QUERY ...................................................................................................................... 88 
MAKING A NEW TABLE ..................................................................................................................................... 89 
CREATING AN APPEND QUERY ..................................................................................................................... 92 
CREATING A DELETE QUERY ......................................................................................................................... 93 

CREATING PERMANENT RELATIONSHIPS ............................................................................................. 95 
VIEWING SUBDATASHEETS ........................................................................................................................... 98 
ENFORCING REFERENTIAL INTEGRITY ...................................................................................................... 100 
PRINTING DATABASE RELATIONSHIPS ...................................................................................................... 102 

CREATING REPORTS .............................................................................................................................. 104 
USING THE REPORT WIZARD ....................................................................................................................... 108 
PRINTING OPTIONS ....................................................................................................................................... 113 
CHANGING MARGINS ..................................................................................................................................... 113 
CHANGING PAPER SIZE ................................................................................................................................ 114 
CHANGING THE COLUMN LAYOUT .............................................................................................................. 115 
PRINTING THE REPORT ................................................................................................................................ 116 

CUSTOMIZING THE REPORT .................................................................................................................. 117 
DISPLAYING THE FIELD LIST ........................................................................................................................ 118 
SELECTING CONTROLS ................................................................................................................................ 119 
RE-SIZING CONTROLS ................................................................................................................................... 120 
COPYING A CONTROL ................................................................................................................................... 120 
DELETING CONTROLS ................................................................................................................................... 121 
UNDOING YOUR ACTIONS ............................................................................................................................ 121 
ALIGNING CONTROLS .................................................................................................................................... 122 
ADDING A CALCULATED CONTROL ............................................................................................................. 123 
CHANGING THE TYPE OF REPORT .............................................................................................................. 125 
MOVING CONTROLS ...................................................................................................................................... 125 
POSITIONING CONTROLS ............................................................................................................................. 125 
SPLITTING CONTROLS .................................................................................................................................. 126 
INSERTING COLUMNS AND ROWS .............................................................................................................. 126 
ADJUSTING SIZE AND SPACE ....................................................................................................................... 126 



 Intermediate Access 2010 

©2010 EZ-REF Courseware Page v 

SAVING/CLOSING A REPORT ................................................................................................................. 127 
SAVING THE REPORT .................................................................................................................................... 127 
OPENING A REPORT ...................................................................................................................................... 127 
CLOSING A REPORT ...................................................................................................................................... 127 
PRACTICE EXERCISE .................................................................................................................................... 128 

CREATING FORMS ................................................................................................................................... 130 
USING FORM WIZARDS ................................................................................................................................. 131 

CUSTOMIZING THE FORM ...................................................................................................................... 135 
DISPLAYING THE FIELD LIST ........................................................................................................................ 136 
SELECTING CONTROLS ................................................................................................................................ 137 
RE-SIZING CONTROLS ................................................................................................................................... 138 
COPYING A CONTROL ................................................................................................................................... 138 
DELETING CONTROLS ................................................................................................................................... 139 
UNDOING YOUR ACTIONS ............................................................................................................................ 139 

SAVING/OPENING A FORM ..................................................................................................................... 143 
SAVING THE FORM ......................................................................................................................................... 143 
CLOSING A FORM ........................................................................................................................................... 143 
OPENING A FORM ........................................................................................................................................... 144 

FILE MANAGEMENT ................................................................................................................................. 147 
USING THE ADDRESS BAR ........................................................................................................................... 148 
CHANGING VIEWS .......................................................................................................................................... 150 
SELECTING PREVIOUSLY VIEWED OBJECTS ............................................................................................ 150 
DELETING A FILE ............................................................................................................................................ 151 
SEARCHING FOR FILES ................................................................................................................................. 151 
WORKING WITH THE ORGANIZE MENU ...................................................................................................... 151 
MOVING WITH DRAG & DROP ....................................................................................................................... 154 
COPYING WITH DRAG & DROP ..................................................................................................................... 155 

FILE PROPERTIES .................................................................................................................................... 156 
 



 Intermediate Access 2010 

©2010 EZ-REF Courseware Page vi 

HOW TO USE THIS MANUAL 
 
This manual was designed to be used as a reference.  It covers each topic discussed in class 
in the order they will be introduced.  This is not a step-by-step tutorial.  Our feeling is that you 
did not pay to have someone stand in front of class and read you something that you could do 
on your own.  Through our own classroom experience we have discovered that students don't 
read detailed descriptions and that lengthy text is ignored.  They prefer to explore and try 
things out. 
 
 
In typical tutorials, students often get lost following rote procedures and get caught in error 
conditions from which they can't back out of.  Besides, once students leave class, they just 
want something where they can look up a subject quickly without having to read through an 
entire tutorial. 
 
 
Our design ensures that each course is stimulating and customized yet covers the outlined 
objectives.  The left page of your manual is designed for note-taking.  That way, you won't 
have to switch between your notebook and a manual whenever you need to look up how to 
perform an operation. 
 
 
Keys and commands that you need to press are displayed as icons such as E or Z. 
 
 
Each topic starts on a new page, making things easy to find and follow.  Any keyboard 
shortcuts will, however, be included within the TIP boxes while mouse shortcuts will always 
include the MOUSE icon beside it. 
 
 
The next page shows how a typical topic will be discussed and each part found in the book.  
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THE TOPIC TITLE WILL BE ON TOP 
 
USAGE:   This part of the manual explains what the command is used for, 

how it works and other miscellaneous information. 
 
 
 

Since Microsoft Access was written to be used interactively with a 
mouse, there will be many tools that will be mentioned which can 
be used in place of the menu or keyboard. 

 
 
 
 

This section lists the keystrokes or function keys the user may 
press as a shortcut for performing the current command. 

 
 
 
 
 
 

NOTE: This box will mention things to watch out for.  The 
post-it note in the left column always indicates an 
important note to remember. 

 
 
 
 
 
 

TIP:  This box will let you in on a little secret or shortcut 
when working with Access.  When you see this icon, 
you’ll know that a "TIP is available. 
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 Importing & Exporting 

 Creating Primary Keys 

 Converting Field types 

 Customizing Field Properties 

 Using the Expression Builder 
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IMPORTING EXTERNAL DATA 
 
USAGE:   If you have been using a different product for storing your data and 

now realize that Access would better suit your needs, you can 
import the information from other software packages without 
having to re-enter it.  For example, you may have an Excel 
worksheet that you realize would be more flexible in Access.  
Instead of retyping the data, you should import it into Access.   

 
The two types of programs that you would typically be importing 
from would include database applications and spreadsheet 
programs.  Some company databases also provide an ASCII text 
format for importing purposes. 

 
To import external data from another application, access the 
“Open” dialog box as shown below:  
 
 

Access the File Ribbon. 
 
Select Open from the list of items. 
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The following dialog box will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Click on this button (located towards the 
bottom right side of the dialog box) and 
then select the type of document you want 
to import from the list provided. 

 
Once you have located the file you want to open, double-click on it 

or highlight the name of the file and click . 
 

Once imported, the table will have the same name as the original 
file.  If there is an existing table with the same name, Access will 
add a number to the end of the new table name to differentiate it 
from the existing table. 
 

You can also use these tools 
(located within the Import & Link 
section on the External Data 
Ribbon) to import files from other 
sources. 
 
You’ll be asked for the name of 
the file you wish to import as well 
as how and where you want to 
store the imported data within the 
current database. 
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IMPORTING SPREADSHEET DATA 
 
USAGE:   Access can easily import data from common spreadsheet 

applications, such as Excel or Lotus.  The process is basically the 
same as importing a database table.  However, you will be taken 
through a series of interactive screens whereby you must specify 
what portion of the spreadsheet file to import and how the table 
should be constructed using the spreadsheet data. 

 
To import a spreadsheet, access the following menu: 

 
Access the File Ribbon. 
 
Select Open from the list of items. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
The following dialog box will be displayed: 
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From the “Open” dialog box, follow these steps: 
 

 Click on the  button located towards the 
bottom right of the dialog box.  Choose the type of 
spreadsheet file (Excel or Lotus) you want to import. 

 

 Highlight the file to import from the list provided.  You may 
need to switch drives/folders to locate the file. 

 

 Once the appropriate application and file have been 

selected, click on  to begin the process. 
 

 You are taken to the Import Spreadsheet Wizard where 
you will answer a series of questions to complete the import 
process, as shown below: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

While working with this (or any other) wizard, click on  to 

move to the next step.  Click on  to return to a previous 

step.  Only when everything is complete, click on . 
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If you chose to import a spreadsheet file containing multiple 
worksheets, the first step of the wizard asks which worksheet to 
import.  There will be two radio buttons where you can select 
whether to display the worksheet names or the named ranges 
within the file. 

 
A sample of the imported data (as it will appear in the table) is 
displayed at the bottom of the window. 

 

 Click on  to move to the next step.  This step 
allows you to specify whether the first row of the data being 
imported should be used as column headings (field names). 

 
If this box is left unchecked, Access will assume the first row 
of the imported spreadsheet is a data record and will create 
generic field names for the table. 
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 Click on  to move to the next step which is used to 
assign a name to the table and display help once you are 
finished, as shown in the diagram below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Once you have completed each of the steps, click on 

 to actually import the spreadsheet data. 
 
 

After importing the file, the following confirmation box is displayed: 
 

 
 
 
 
 
 
 

Click on  to close the confirmation box. 
 

The new table will be displayed in the database window. 
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PRACTICE EXERCISE 
 

Instructions:  Open the Sales database. 
 

    Import the dBASE III table named Items.dbf. 
 

    Import the Excel spreadsheet file named Products.xlsx.  The first 
row contains the field names and the data should be appended to 
the new Items table. 

 

    View the Items table and edit record #12.  Change the Description 
to "Cal. Raisins Figures". 
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PUBLISHING A DATABASE OBJECT  
 
USAGE:   If you want to publish a table, form, query, or report you can easily 

save the database object as a web page to be viewed via an 
Intranet or over the Internet.  This option is useful if you want to 
share information with other users who are only interested in 
viewing the data and not editing it. 

 
To save the current object as a web page, select the object from 
the database window and then click the following tool: 

 
Click on this tool (located within the Export section of 
the External Data Ribbon). 
 
 

 
Select HTML Document as the type of 
document to export from the list 
provided. 

 
 
 
 
 
 
 

You will be asked to enter a destination for the file being exported 
and specify what export options should be enabled: 
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Access will use the name of the selected object in the box labeled 
File name.  If you want to assign a different name, simply click in 
the box and begin typing. 
 
Check the box labeled Export data with formatting and layout to 
save the database object similar to its appearance within the 
datasheet view. 
 
Check the box labeled Open the destination file after the export 
operation is complete if you want to immediately view the web 
page within your browser. 
 
Check the box labeled Export only the selected records to 
include only currently selected records in the export operation. 
 

When done, click on . 
 
 
You’ll be taken to a second dialog box:  
 
 
 
 
 
 
 
 
 
 
 
 
This box is used to define where an HTML template file can be 
found.  The HTML template file is used to include company logos, 
background images, custom navigation buttons, and other 
formatting options that can enhance the output. 
 

If you have an HTML template, click on  to search your 
system for the file.  If you do not have an HTML template available, 
leave the box empty and Access will use its default format and 
navigation buttons. 
 

When done, click on . 
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Once the export operation is complete, the following box will be 
displayed: 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Check the box labeled Save export steps to save the steps to be 
quickly repeated without having to access the wizard.  This can be 
helpful if this table will be updated often.  Checking this box can 
save you a few steps in the future. 
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CREATING A PRIMARY KEY 
 
USAGE:   At some point, you may decide that a field within your table cannot 

contain duplicates.  Because several people may be entering 
information into your database, it becomes difficult to protect 
against duplicates.  For example, no two employees should have 
the same social security number.  If a mistake occurs and two of 
the same social security numbers are entered into a payroll file, the 
company could issue two paychecks each month to one individual. 

 
For this reason, Access allows you to create Primary Key Fields. 
Primary Key Fields do not allow for duplicate entries.   If a key field 
exists within a table and the user attempts to enter duplicate data, 
Access will not accept it. 
 
Key fields serve another purpose as well. As you enter new 
records, Access automatically sorts the records based on the key.   
 
For example, if you created a key field for social security numbers, 
Access will automatically sort the entire table based on those 
numbers.  As you add new records, they will automatically be 
sorted in correct order as they are entered. 
 

 
Select the table you wish to modify (from within the 
database window) and switch to Design View. 
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To create a primary key field, select the field to be used and 
then click on this button (located within the Tools section of 
the Design Ribbon). 

 
 

A key icon ( ) is used to identify the key field, as shown below: 
 
 
 
 
 
 
 
 
 

The example shown above would result in Access automatically 
sorting the table based on the customer ID field.  From this point 
on, Access will not allow duplicate entries with the same customer 
ID code. 
 

 
If you change your mind and want to remove the key, select 
the field and then click on this button a second time. 

 
 
 

WARNING: When creating key fields, be careful not to make a 
single field such as "Last Name" a key as there could 
be many people with the same last name.  If the field 
contains duplicates, Access displays an error 
message when you try to save the design. 

 
 

If you wanted to automatically sort your table based on a field you 
know contains duplicates (e.g., Last Name), you must make more 
than one field part of the primary key.  For example, you could use 
the lastname, firstname and middle initial fields together as one 
primary key. 
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To make multiple fields part of the primary key, highlight all 
the required fields and click on this button. 

 
 

The example shown below illustrates the use of multiple primary 
key fields: 

 
 
 
 
 
 
 
 

 
This example would result in Access sorting all records within the 
table based on the "Lastname" field.  If duplicates existed in this 
field, Access would then sort by the "Firstname", followed by the 
"MI" field. 

 
The three fields together form a unique key which is now used to 
identify each record.  Access will not allow a new record to be 
added to the table containing the same Lastname, Firstname and 
middle initial (MI) as an existing record. 

 
It is unlikely you would have two employees with the exact same 
first name, middle initial and last name. 

 
 
 

NOTE: Since Access sorts the records based on the order of 
the key fields, you may want to move the fields around 
to get them in the order you want to have the file 
sorted.  For example, making sure that lastname is first 
in the list followed by firstname and then MI. 
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PRACTICE EXERCISE 
 

Instructions:  Open the Clients table and view the data to see that it is currently 
sorted by zip code. 

 

    Redesign the table to make the "CustID" field a key field.  When 
done, save the new design. 

 

    View the table a second time to ensure that it is being sorted now 
by CustID. 

 

    Edit the table to add a new record.  Try adding a second record 
using the same CustID you just entered.  Access should not allow 
you to do this. 

 

    When you are done, save the new record.  It should automatically 
be sorted according to its CustID. 
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CONVERTING FIELD TYPES 
 
USAGE:   There may be times after you create or import a table that you 

realize the types of fields assigned may not be correct.  For 
example, perhaps you created a table with all alphanumeric field 
types  and then decide you would rather have defined one of the 
fields (e.g., cost)  as containing numeric values so that you could 
instruct Access to calculate the total of all records contained within 
this field.  Or, perhaps you originally defined a telephone number 
field as being numeric (because it contains numbers) and then 
realize as you begin entering the records that Access will not allow 
you to add the necessary dashes. 

 
Instead of creating a new table to alleviate these problems, Access 
allows you to redesign the existing table to convert the field types, 
as outlined in the steps shown below: 

 

  Switch to Design View. 
 
 

 Click in the column labeled Data Type beside the name of 

the field you want to modify.  A down arrow  is displayed 
for you to select the new data type. 

 

 Select the new data type from the pull-down list. 
 
 
 

CONVERTING TO TEXT 
 

For the most part, converting fields from a numeric, date or other 
type of field to a text field causes no problems.  Problems occur 
when you discover that certain types of data (phone numbers, zip 
codes, ssn) are not really "numbers".  When defined as a numeric 
field, Access doesn't let you store the dashes or parentheses along 
with the number. 

 
You might also use this type if you find that a code, such as an item 
code, may contain letters and not just numbers.  When you convert 
numbers or dates, Access uses the "General" format for the 
conversion and does not store the dollar sign or other special 
formatting you may have set for the fields. 
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CONVERTING FROM TEXT 
 

If you are converting from a text field to another type such as 
numeric, currency, date or yes/no, you will need to be aware that 
not all data may come across correctly.  When you convert an 
existing text field to numeric and Access finds a record containing a 
non-numeric character, it will replace the field with a "null" value - 
basically deleting the field data. 

 
You will see an error message before the data is actually lost, as 
shown below: 

 
 
 
 
 
 

If you choose , Access will delete the data from the 
affected fields and you will have to re-enter the correct data.  The 
same holds true when converting to date or dollar types.  The 
information within the field must be appropriate for the field type. 

 
Before converting field types, be sure to examine the table and 
know what type of information has been entered. 

 
 
 
 
 
 

CONVERTING FROM MEMO TO TEXT 
 

The main consideration to take into account when converting from 
a memo field to a text type, is that the data will be truncated (cut-
off) according to the value of the field size.  Be sure to increase the 
size of the new text field to match the longest piece of data you will 
need to keep.  By default, the field size is set to 50. 
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CHANGING FIELD SIZE 
 
USAGE:   After working with an existing table's design and adding records, 

you may find that you have assigned a field size that is either too 
small for the data you want to enter or too large (which can be 
wasteful). 

 
To modify a table's design, make sure you are viewing the 
database window and highlight the table to be modified. 

 
 

Switch to Design View. 
 
 

The current table’s design will be displayed, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the field name to modify and then access the property 
labeled Field Size at the bottom of the window. 
 
Enter the new length in the box provided. 
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You can make a field longer by simply increasing its defined size.  
However, when you shorten the size of a field, you take the chance 
that some of the data may be cut off (truncated). 

 
If this is the case, Access displays the following warning box when 
you exit the design mode explaining that data may be lost as a 
result of the changes made to the design of the table. 

 

If you choose , data extending beyond the size you 
specified for the field will be cut off at that size. 

 
Make sure you are certain that no important data will be lost by 
making a field shorter than its original size. 

 
 
 

NOTE: While text fields are truncated if a field is too long, 
numeric fields are deleted if the number is too big for 
the size you chose.  Make sure you won't be losing 
important data! 
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APPLYING CUSTOM DISPLAY FORMATS 
 
USAGE:   Along with changing the size of a field, you can also change how 

the field will be displayed by adding custom formats in the table 
design. 

 
These custom formats are used to display data in a more readable 
format.  For example, a phone number may be stored as 
9999999999 but can be formatted to look like a normal phone 
number such as (999) 999-9999. 

 
To add custom formats to an existing table, make sure you are 
viewing the database window and highlight the table to be altered. 

 
 

Switch to Design view. 
 
 
 

The current table design will be displayed as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the property box labeled Format (located in the lower half of 
the screen) to enter custom formats. 
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NUMERIC FIELDS 
 

When creating formats for numeric fields, there are four sections: 
one for positive values; negative values; zero values; and null 
(empty) values.  

 
Each entry is separated by a semi-colon (;). 

 
 

Example: #,###;(#,###);"Zero";"No Data" 
 
 

The first format "#,###" determines what positive values should look 
like. In this case, no decimals, but with a thousand’s separator. 
Each pound sign (#) represents one number position. 

 
 

The second format "(#,###)" is for negative values.  In this case, 
negative values will be enclosed within parentheses. 

 
 

The third format Zero is used for values that are equal to zero.  In 
this case, the word "Zero" will replace any field whose value equals 
0.  This section can be used to have Access show anything you 
want in place of a "0".   

 
 

Notice the quotes - they are required if you want to display any text. 
 
 

The last format is used for null or empty numeric fields.  You can 
use this section to display something other than an empty field, 
such as the words "No Data". 
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The following table shows the type of symbols that can be used 
when creating numeric formats. 

  
Numeric Formatting Symbols 

 
Symbol Format Value Result 

 
Description 

 
0 000 

 
 
 
 
 

.00 

9 
 
 
 
 
 
9 

009 
 
 
 
 
 

9.00 

 
Used to reserve places 
for numbers.  If 
numbers are shorter 
than the format, leading 
zeros are displayed.   
Can also be used to 
make sure that zeros 
are placed after a 
decimal position. 

 
# ### 9 9 

 
Used to reserve places 
for numbers.  If 
numbers are shorter 
than the format, no 
leading zeros are 
displayed. 

 
. ##0.00 9 0.90 

 
Used to show the 
placement of the 
decimal point. 

 
, ##,### 

 
9999 

 
9,999 

 

 
Used to indicate the 
thousands separator. 

 
$ $###.00 99 $99.00 

 
Used to place a 
currency symbol in front 
of values. 

 
/ #/# 

 
 

###/###

.335 
 
 

.335 

1/3 
 
 

67/200 

 
Used to show decimals 
as a fraction.  The 
number of placeholders 
around the / determines 
the accuracy. 

 
% ##% .09 9% 

 
Adds percent signs.  
Values are multiplied by 
100. 

 
( ) (#,###) -999 (999) 

 
Used to show 
parentheses around 
negative numbers. 

 
E-/E+ ##.#E+# 999 99.9E+1 

 
Uses scientific format. 
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DATE/TIME FORMATS 
 

Date and time formats can also be customized.  To create a custom 
format for date/time fields, use the following codes: 

  
Date/Time Formatting Symbols 

 
Symbol Description 

 
Effect 

 
: Colon is used as a time separator. 

 
13:03:23  

/ Slash used as a date separator. 
 

01/18/10  
D Day of month in one or two digits (1-

31). 

 
8 

 
DD Day of month in two digits (01-31). 

 
18  

DDD First three letters of weekday. 
 

Mon  
DDDD Full name of the weekday. 

 
Monday  

W Day of the week (1-7). 
 

1  
WW Week of the year (1-54). 

 
3  

M Month of year in one or two digits (1-
12). 

 
1 

 
MM Month of year in two digits (01-12). 

 
01  

MMM First three letters of the month. 
 

Jan  
MMMM Full name of the month. 

 
January  

Q Quarter of the Year (1-4). 
 

1  
Y Number of the day of year (1-366). 

 
18  

YY Last two digits of the year (01-10). 
 

10  
YYYY Full year (0100-9999). 

 
2010  

H Hour in one or two digits (0-23). 
 

3  
HH Hour in two digits (00-23). 

 
03  

N Minutes in one or two digits (0-59). 
 

5  
NN Minutes in two digits (00-59). 

 
05  

S Seconds in one or two digits (0-59). 
 

5 

 
 
 

Example:  dddd", "mmmm dd yyyy 
 

This example would display a date as the following format: 
 

Monday, January 18 2010 
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TEXT/MEMO FORMATS 
 

When creating a format for text/memo fields, there are two sections 
that can be defined.  The first section is used to define how the text 
will be displayed while the second section defines what to display 
for empty fields.  Each section is separated by a semi-colon (;). 

 
 

Example:  @;"No Data" 
 

The first section displays the text from fields containing data while 
the second section displays the words "No Data" for empty fields. 

 
There are a few codes that can be used when formatting text fields: 

  
Text/Memo Format Codes 

 
Code Description 

 
@ Used in a single character position to indicate a 

character or space is required.  
& Used in a single character position to indicate a 

character or space. Does not require a character in 
this position.  

< Forces all characters to lowercase.  
> Forces all characters to uppercase. 

 
 

Example:  &&&  @@@-@@@@ 
 

Entering 3456789 would result in 345-6789 being displayed.  
Entering 0123456789 would display 012 345-6789. 

 
 

ADDING COLOR 
 

Adding color allows you to use different color formats for different 
fields of your table.  To format cells with color, enclose the color 
within [square brackets] and place it at the beginning or the end of 
your format.  You can use the following colors: red, blue, green, 
yellow, cyan, magenta, black and white. 

 
Example: [blue]#,### ;[red](#,###) 

 
This will make positive numbers blue and negative values red. 
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ADDITIONAL SYMBOLS FOR CUSTOM FORMATS 
 

The following symbols can be used for any data type: 
  

Format Codes 
 

Code Description 
 

(space) Displays spaces as literal characters.  
“ABC” Displays anything placed within the quotation marks.  

! Forces left justification  
 *  Fills available space with the next character following 

the asterisk.  
\ Displays the next character as a literal character. 
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CREATING AN INPUT MASK 
 
USAGE:   You can use the “Input Mask” property to make data entry easier 

and more precise. 
 

You can control how the data will be entered and where within the 
field it should be placed.  For example, if you want a phone number 
to look like (999)999-9999 but don’t want the user to always have to 
enter the parentheses and the dash, you can create a “mask” that 
will automatically display these characters and only allow the user 
to enter numeric digits in the positions specified. 
 
Input Masks only work on Text and Date fields. 

 
 

Switch to Design View. 
 
 
 

The current table design will be displayed, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the field to modify and then click in the property box labeled 
Input Mask. 
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If you have a common field, the easiest way of creating an input 
mask is to choose from the list of predefined formats.  Some 
common formats provided by Access include phone numbers, 
social security numbers, and zip codes. 

 
Click on this button (located to the far right of the Input Mask 
property box). 

 
 

The Input Mask Wizard will be displayed, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The first step of the wizard allows you to choose which input mask 
most closely matches the way you want your data to look.  Choices 
include such formats as social security numbers, telephone 
numbers, zip codes, and date/time formats. 

 

Once you have chosen a basic mask, click on  to move 
to the next step of the wizard. 
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The second step of the Input Mask wizard will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This second step allows you to customize the selected mask and 
select a placeholder character to be displayed until data is actually 
placed in the field. 

 
Once you have chosen a basic mask and added a placeholder for 

each digit, click on  to move to the next step of the 
wizard. 
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The third step of the Input Mask wizard asks how you want to store 
the data (with or without symbols).  Although you can display data 
such as social security numbers with dashes and other symbols, 
you do not need to store these symbols within the actual table since 
they are repetitive and simply take up extra space. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Click on  to move to the final step of the wizard: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

When done, click on  to complete the process. 
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If you want to create the mask yourself in the property box 
provided, you can do so using the following characters: 

 
0  Digit (0 to 9, entry required, plus [+] and minus [û] 

signs not allowed). 
 

9  Digit or space (entry not required, plus and minus 
signs not allowed). 

 
#  Digit or space (entry not required; spaces displayed 

as blanks while in Edit mode, but blanks are removed 
when data is saved; plus and minus signs allowed). 

 
L  Letter (A to Z, entry required). 

 
?  Letter (A to Z, entry optional). 

 
A  Letter or digit (entry required). 

 
a  Letter or digit (entry optional). 

 
&  Any character or a space (entry required). 

 
C  Any character or a space (entry optional). 

 
.  ,  :  ;  -  / Decimal placeholder and thousand, date, and time 

separators. (The actual character used depends on 
the settings in the Regional Settings Properties dialog 
box within the Windows Control Panel). 

 
<  Causes all characters to be converted to lowercase. 

 
>  Causes all characters to be converted to uppercase. 

 
!  Causes the input mask to display from right to left, 

rather than from left to right. Characters typed into the 
mask always fill in from left to right. You can include 
the exclamation point anywhere in the input mask. 

 
\  Causes the character that follows to be displayed as 

the literal character (for example, \A is as just A). 
 

password Used to prevent displaying typed characters. 
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There are three parts to the input mask that may be specified.  A 
semicolon (;) separates each of the three sections. 

 
 The first section is used to specify the mask itself.  For 

example, to specify a mask for telephone numbers, you 
would enter the following: 

 
Example: (999)999-9999 

 
Or if you would like to enter a mask for a social security 
number, you would enter the following: 

 
Example: 000-00-0000 

 
The zeros indicate that the entry is required. 

 
 
 

 The second section is used to tell Access whether to store 
the literal characters with the data.  In other words, do you 
want to store the parentheses and dashes within the table or 
simply use them for display purposes. 

 
Separate this section from the first with a semi-colon (;) and 
use 0 to store the characters or 1 to only store the data. 

 
Example: (999)999-9999;1 

 
 
 

 The third section is used to tell Access what character to 
display in the positions where the user is to type. For 
example, if you want the display to be blank (other than the 
literal characters), enter “ ”.  If you want a pound sign to 
display in each position, enter “#”. 

 
Separate this section from the second with a semi-colon (;) 
followed by the character to use enclosed in quotes. 

 
Example: (999)999-9999;1;”#” 

 
This would display as (###)###-####. 
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USING THE LOOKUP WIZARD  
 
USAGE:   To save typing and possible input errors, you can use a “Lookup” 

field to choose a field’s value based on a predefined list.  For 
example, if the field you are defining will consist of company 
departments, the list would contain only those available 
departments within your company. 

 
 

Switch to Design View. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Select the field you want to modify and then click on the down 

arrow  beside the current Data Type.  From the list of available 
data types, select Lookup Wizard... 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
The first step of the Lookup Wizard asks if you want to create the 
lookup column from information stored within an existing table or 
query or if you want to type the list yourself. 
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Once you have made your selection, click on  to move to 
the next step. 
 
Assuming you chose to create the lookup list from an existing table 
or query, the following screen will be displayed: 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
This step is used to select the table or query to be used for creating 
the lookup list. 
 
Begin by selecting the radio button (along the bottom of the dialog 
box) representing the category item you want to use for your lookup 
list of values.  You can choose to get the lookup values from an 
existing table, query or both. 
 
After selecting the item category, highlight the name of the table or 
query you want to use. 

 
Once you have chosen the table or query to use for your lookup list, 

click on  to move to the next step of the wizard. 
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The next step is used to select the fields that contain the values you 
want to make available within the lookup list: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To add all of the fields from the selected table, click on .  If you 
only want some of the fields, highlight each field and then click on 

 to add one field at a time.  You can also double-click a field to 
add it to your list.  As you add each field, you will see the list of 
fields displayed in the box labeled Selected Fields. 

 
 

If you accidentally added a wrong field, or decide to remove fields 
from the lookup list, use  to remove all of the fields, or use  
to remove one field at a time. 

 
 

Once you have selected the fields to be included in the lookup list, 

click on  to move to the next step of the wizard. 
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The next step is used to define the sort order for your list: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
You can choose to sort the records by up to four fields. 

 

Click on the down arrow  to select the field you want to sort. 
 

You can also choose to sort the columns in either ascending 
(smallest to largest) or descending (largest to smallest) order. 
 
 

Once you have selected the sort order, click on  to move 
to the next step of the wizard. 
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The next step is used to define the width of the lookup columns: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
Place the mouse pointer on the right border of the column you want 
to adjust.  Make sure the mouse pointer is on the column margin 

line.  The pointer changes to a cross-hair  indicating you are on 
the margin. 

 
 

Click and drag the column margin line either to the right (expanding 
it) or to the left (shrinking it). 

 
 

If you double-click on the margin line, Access will adjust the column 
to fit the largest entry. 

 
 

Once you have selected the lookup column width, click on 

 to move to the next step of the wizard. 
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The final step is used to enter a label for the lookup column. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the box provided, enter a descriptive name for the lookup 
column(s). 

 

When done, click on  to close the wizard. 
 
 
You will be prompted to save the table so that the relationships can 

be created.  When asked, click  to save the table. 
 
From now on, when you view the table in Datasheet view, instead 
of entering the data yourself you will be able to select the field 
contents by clicking on the down arrow  and choosing from the 
lookup list you created. 
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ASSIGNING A CAPTION 
 
USAGE:   By default, Access uses the field name as the title for column 

headings or for field labels on a form.  Sometimes the field names 
do not clearly represent the data they contain.  If you would like 
Access to use a different name to identify the current field, you can 
assign your own field name (caption). 

 
Although you could also change the field name, this becomes more 
difficult if other reports/objects have already been created using the 
current field name.  The caption entered while in Design view will 
be used for all datasheet views and future forms/reports created. 

 
 

Switch to Design View. 
 
 
 

The current table design will be displayed, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the field to modify and then click in the property box labeled 
Caption.  Enter the new name. 
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SETTING DEFAULT VALUES 
 
USAGE:   There may be times when a particular field will usually have a set 

entry.  Rather than having to type that entry in each time you add a 
new record to the table, you can have Access automatically place a 
default entry in the field and then, should it ever need to be 
changed, you could manually modify it. 

 
This can be useful for adding such things as employee addresses - 
where the state, and possibly the city, will basically be the same for 
each employee.  Instead of having to type the same state/city for 
each employee, you can have Access enter it for you. 
 
To change the default values of an existing table, make sure you 
are viewing the database window and highlight the table to be 
altered. 

 
 

Switch to Design View. 
 
 
 

The current table design will be displayed, as shown below: 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Select the field to modify and then enter the default value in the 
property box labeled Default Value. 
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If you want the default value to simply be a number or block of text, 
enter it in the property box provided.  For example, enter 10 in a 
numeric field to always have that field default to the value 10.  Enter 
CA in a state field to have the state default to CA. 

 
 

NOTE: Default values are only used when adding new records 
to a table.  Existing records are not affected. 

 
 

If the default value should be based on a formula or equation, you 
will want to access the Expression Builder. 

 
Click on this button (located to the far right of the Default 
Value property box) to access the Expression Builder. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The resulting dialog box is divided into three sections.  The top 
portion of the box is where you actually build the expression.  The 
middle portion contains the operators used to build the expression 
and the bottom section contains elements and categories of 
elements that will be used in the expression. 

 
You can either paste elements and operators from the middle and 
bottom sections or type them directly in the expression box. 
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The bottom portion of the dialog box contains three sections: 
 

 The left column contains folders that list available tables, 
queries, forms, reports and other database objects.  It also 
contains the built-in and user-defined functions, constants, 
operators, and common expressions. 

 
 The middle column contains elements or categories of 

elements for the currently selected folder (from the left side). 
 

 The right column lists values for the elements selected in the 
left and middle sections.  For example, if you had selected 
Built-In Functions from the far left and Date/Time from the 
middle section, the right side would display the available 
date/time functions.  You could then paste the function in the 
expression portion at the top of the dialog box. 

 
 

CREATING AN EXPRESSION 
 

 From the bottom left section of the dialog box, select the 
folder containing the expression element to use. 

 

 From the bottom middle section, select the category of 
expression element you wish to use. 

 

 From the bottom right section, select the expression value by 
double-clicking on it. 

 

 From the middle portion, select the operator by double-
clicking on it. 

 

 Replace the <<Expr>> with the actual value to be used in 
the expression. 

 
If you see a mistake and want to remove an element, operator or 
value, select it from the expression box and press =. 

 

 When the expression is complete, click on . 
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PRACTICE EXERCISE 
 

Instructions:  Enter design mode for the Items table and change the field type for 
SellPrice to currency. 

 

    Add a custom format to the SellPrice so that negative numbers 
show in red, zero values display the word "Zero", and blank fields 
show the words "N/A". 

 

    Change the color of the description field to blue. 
 

    Test the new formats out by adding the following records: 
 
   Item #  Description   Cost  Sell Price 
   13  Frisbees (promotion) 1.25  0 
   14  Hula Hoops (new)  2.30  N/A   
 

    Enter the design mode for the Clients table. 
 

    Set the default value for the state to CA and the zipcode to 90210. 
 

    Test out the defaults by adding a new record to the table. 
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PRACTICE EXERCISE 
 

Instructions:  Open the Orders table in design mode. 
 

    Add a default value for the Datesold field that will automatically add 
the current date to new records. 

 

    Save the changes and add a new record testing the new default. 
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CREATING VALIDITY RULES  
 
USAGE:   To better control the table data, you may at some point want to 

establish validity rules.   These "rules" allow you to define what 
conditions must be met in order for Access to accept the data.  
Access automatically checks the data entered in a field to make 
sure it matches the field type.  For example, it won't let you enter 
text in a numeric field or a date in a numeric field.  While this is fine 
for basic checking (validation) of data, you may need to be more 
specific as to what data is allowed to be entered in the field. 

 
A salary field is an example.  You may know the lowest monthly 
salary being paid is $2,300 and the highest salary is $6,700.  To 
ensure that no one is paid $23.00 or $67,000, you can add a 
validity rule that checks the entered value against the range 
allowed.  To add validity rules to a table, make sure you are viewing 
the database window and highlight the table to be altered. 

 
 

Switch to Design View. 
 
 
 

The current table design will be displayed, as shown below: 
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Select the Validation Rule section (in the bottom half of the 
screen).  Use standard expressions such as =, <,>,<=,>=,<>. 

 
Some sample validation expressions are shown below: 

 
>0      Must be more than 0. 

 
<>0      Value cannot be zero. 

 
0 Or >200     Value must be either zero 

or larger than 200. 
 

Between 50 And 100   Between 50 and 100. 
 

Between #1/1/10# And #6/30/10# Must fall on/after Jan 1 
and on/before June 30,‘10. 

 
>=#1/1/10#     Must be on or after 1/1/10. 

 
>=#1/1/10# And <=#12/31/10#  Date must be in 2010. 

 
<=Date()     Date can't be after today's. 

 
Like "N????"    Must be five characters 

long and begin with an N. 
 

In ("AZ","NM","CA","TX")   Must be one of the 
four inside the 
parentheses. 
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If you want to create a more advanced validity rule, you can access 
the Expression Builder to help guide you through the process. 

 
Click on this button (located to the far right of the Validation 
Rule property box) to access the Expression Builder. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The resulting dialog box is divided into three sections.  The top 
portion of the box is where you actually build the expression.  The 
middle portion contains the operators used to build the expression 
and the bottom section contains elements and categories of 
elements that will be used in the expression. 

 
You can either paste elements and operators from the middle and 
bottom sections or type them directly in the expression box. 
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The bottom portion of the dialog box contains three sections: 
 

 The far left contains folders that list available tables, queries, 
forms, reports and other database objects.  It also contains 
the built-in and user-defined functions, constants, operators, 
and common expressions. 

 
 The middle contains elements or categories of elements for 

the currently selected folder (from the left side). 
 

 The far right lists values for the elements selected in the left 
and middle sections.  For example, if you had selected Built-
In Functions from the far left and Date/Time from the 
middle section, the right side would display the available 
date/time functions.  You could then paste the function in the 
expression portion at the top of the dialog box. 

 
 

CREATING AN EXPRESSION 
 

 From the bottom left section of the dialog box, select the 
folder containing the expression element to use. 

 

 From the bottom middle section, select the category of 
expression element to use. 

 

 From the bottom right section, select the expression element 
by double-clicking it. 

 

 From the middle portion, select the operator by double-
clicking on it. 

 

 Replace the <<Expr>> with the actual value to be used in 
the expression. 

 
If you see a mistake and want to remove an element, operator or 
value, select it from the expression box and press =. 

 

 When the expression is complete, click on . 
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ADDING VALIDITY TEXT  
 
USAGE:   When defining a validation rule, you will need to enter text 

explaining the rule.  This text appears in a box when the user 
"violates" the rule.  Use it to explain why the entry is unacceptable. 

 
 

Switch to Design View. 
 
 
 

The current table design will be displayed, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the field to be modified and then click in the property box 
labeled Validation Text.  Enter the desired text. 
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PRACTICE EXERCISE 
 

Instructions:  Open the Orders table. 
 

    Add a validity rule to the date field so that the date entered cannot 
be past today's date.   This should be dynamic so that it will work 
without modification no matter what day it is. 

 

    Add another rule that makes sure the quantity is greater than 0. 
 

    Finally, add a rule that only allows a customer number between 100 
and 200. 

 

    Save the changes and test the rules by adding a new record. 
 

    If you enter invalid values, you should get your error messages 
explaining why the entry is invalid. 
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MISCELLANEOUS PROPERTIES 
 
USAGE:   Additional properties (located at the very bottom of the Design 

window) can be set which allow you to specify such options as 
whether a field is required, if zero length strings are allowed, and 
whether the field should be indexed. 

 
Required  A field that must be entered.  For example, if 

you had an employee file, you might want to 
ensure that a social security number is entered 
for each employee. 

 
 

Allow zero length This property is used to specify whether users 
are allowed to enter a zero length string.  A 
zero length string is created when the user 
enters two quotation marks together - without 
any characters in between them.  If a user 
simply leaves a field blank it is referred to as a 
“null value”.  These two types of blank fields 
differ and can be searched independently.  Use 
zero length strings for fields you do not have 
information for at the moment but would like to 
return to and fill in at a later time.  You can 
then use the Format property field to display 
text depending on whether a field contains a 
null value (e.g., No Data Available) or a zero 
length string (e.g., Fill in Later). 

 
 

Indexed  This is used to pre-sort a field so that Access 
can find and sort records faster.  You should 
only index fields which you expect to 
search/sort on a regular basis.  For example, a 
first name field would not be a good candidate 
for an index since there aren’t too many times 
you would be searching for  someone by only 
their first name.  On the other hand, indexing a 
last name field would be more useful. 
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Unicode Compression Access 2000 and later uses the unicode 
character encoding scheme for storing 
text, memo, or hyperlink fields. 

 
This universal code was developed so 
that almost all written languages in the 
world can be represented using a single 
character set.  However, this code uses 
2 bytes of storage instead of 1 as was in 
previous version.  Therefore, you can 
use unicode compression to help reduce 
the amount of space required to store 
the data. 

 
 
 

IME Mode   An IME (Input Method Editor) is an 
application that allows you to enter 
Asian text by converting your keystrokes 
into Asian characters. 

 
This property is used to set the Kanji 
Conversion Mode for this field. 

 
 
 

IME Sentence Mode This property can be used to specify the 
sentence mode for this field.  Click on 
the down arrow  to select the type of 
sentence mode you want to use. 

 
 
 
 

Smart Tags   This property can be used to initiate an 
action, depending on the type of tag 
selected.  For example, if you choose a 
date smart tag, it can be used to 
schedule a meeting through your 
Outlook.  If it’s a stock symbol tag, it can 
be used to provide a stock quote from 
MSN Money Central.  
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 Querying Multiple Tables 
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QUERYING TABLES 
 
USAGE:   Database programs in general are used to enter huge amounts of 

information.  Once the information has been entered, however, the 
program must have the capacity to narrow listings down based on 
criteria that you, the user, provide.  Access refers to the process of 
questioning, selecting and manipulating data as Querying.  For 
example, if you have a table consisting of thousands of company 
employees you may at some point want to view only those 
employees working in a given department.  The Query would then 
consist of Access pulling out all records where the department is 
equal to the one you specify. 

 
It is also possible to have Access select only specific fields to view. 
 Using the example above, perhaps your table consists of fifteen 
fields but you are only interested in seeing the employee names 
and phone number.  You can instruct Access to list only those two 
fields for all records meeting the department criteria. 

 
You must create New queries and then select any/all tables and 
field(s) you want included in your query listing.  You will then use 
the Query Form to set your criteria. 

 
There are several methods to create a new query depending on 
your experience level.  If you already know how to create a query 
and are familiar with the various parts of a query, you can go 
directly to a new design view and begin formulating it.  If you need 
a little help putting together the query, you can access one of the 
built-in wizards.  The database window provides a wizard for a 
simple query. 

 
To perform a simple query, follow the steps outlined below: 

 

  Click on the Query Wizard tool (located within the 
Queries section on the Create Ribbon). 
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The following dialog box will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select the query type and click .  For most of your 
standard queries, you will select Simple Query Wizard. 

 
 
Access will display a list of tables and available fields, as shown in 
the diagram below: 
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 Select the table name to work with from the pull-down list 
located in the upper left corner (which is the section labeled 
Tables/Queries). 

 
 

 Your next step is to select the fields to be included in the 
query.  Choose fields that should be used for searching 
purposes (e.g., looking for last names) as well as any fields 
whose data should be displayed once records have been 
located. 

 
 

Highlight each field you want to include in the query (from 
the Available Fields section) and click on .  The fields 
will be placed on the right side of the dialog box (within the 
section labeled Selected Fields). 

 
Click on  to add all fields from the selected table. 

 
If you decide to remove a field, select the field (from the 
Selected Fields section) and then click on .  The field 
will be removed. 

 
Click on  to remove all fields. 

 
 

NOTE: If you want to display fields from more than one table, 
you will need to choose the fields from one table at a 
time. 

 
 

 Once the table(s)/fields are selected, choose . 
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If fields contain numeric data, Access displays this screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Use this screen to decide whether the records of the table should 
be totaled.  Use Detail to show each record in a standard tabular 
list.  Use Summary to total, average or count the records. 

 

Click on  to select calculation options.  Keep in mind 
not all fields (e.g., Cust ID) are appropriate for calculations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Check the option(s) to be calculated.  Use Min to display the 
smallest value and Max to display the largest value within a field. 

 

When done, choose .  When you return to the previous 

screen, click on  to continue. 
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Access will now display the final wizard screen, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Enter a name for the query in the space provided. 
 
 

 Select whether you want to Open the query or Modify the 
query design by selecting the appropriate radio button. 

 
If you would like to have Access display help on working 
with queries, check the box at the bottom of this screen. 

 
 

 When done, click on .  Access creates the query 
(based on your selections) and displays the results. 

 
 
Notice that the query has been added to the list of database objects 
along the left side of the window. 
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MODIFYING A QUERY 
 

Although the wizard can be useful for creating the basic design of a 
simple query, the query contains no selection criteria and simply 
displays a list of the entire table.  You will need to modify the query 
design to include the criteria for selecting specific records. 

 
Click on this tool (located within the Queries section on 
the Create Ribbon). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the floating box, highlight the name of the table and click 

. Once you select the table, click on . 
 
 
Access will display all of the fields for the selected table in the top 
portion of the screen but none of the actual data will be seen. 
 
The top half of the query window contains a list of available tables 
and their associated fields.  The bottom half lists each field that has 
been included in the query in a columnar format.  If you need to add 
a field to the query, drag the field name (from the top half of the 
window) to a blank column (in the bottom half of the window). 

 
The asterisk (*) can be used to indicate that all fields of a table 
should be included in the query. 
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The following sections are shown in the bottom half of the screen: 
 

Field  Used to enter the field name you want to query.  To 
add a field, click in this section and choose from the 
pull-down list.  You can also drag the field name using 
the mouse from the table list. 

 
To create a query that contains all of the fields, 
double-click on the title bar of the table.  This 
highlights all fields, which you can then drag to this 
section.  Access will place each field in a separate 
column.  The asterisk (*) includes all current and 
future fields in the query.  Use this to ensure you 
always have all the latest fields when the query is run. 

 
Table  If there is more than one table, Use this section to 

specify the table from which the field will be derived. 
 

Sort  Use this to sort in ascending or descending order. 
 

Show  Check this box to actually show the data of the field in 
the final list.  Fields can be used for criteria but do not 
have to be shown in the resulting dynaset. 

 
Criteria This is where you actually type in what you are 

searching for.  Be sure to place your criteria in the 
column of the field that would contain the data. 

 
Or  If you are looking for more than one item within the 

same column, place your criteria on multiple lines. 
 
 
 

ADDING CRITERIA 
 

Once you have added the fields to view/search, your next step is to 
specify what condition(s) must be met for records to be displayed. 

 
Move to the field where the condition is to be set and enter the 
criteria.  The following operators may be used during a query: 

 
= Must be exactly equal to < Must be less than 
> Must be greater than >= Greater than or equal to 
<= Must be less than or equal to 
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Example: If you were searching for those employees making 
more than $40,000.00 you would move to the salary 
field and enter the following condition: 

 
>40000 

 
 

Once you have entered all your criteria: 
 

Click on this tool (located within the Results section on the 
Design Ribbon) to actually process the query. 

 
 
 

The results of the query are stored in a recordset.  A recordset 
looks similar to a table, but is not a real database table.  However, 
any changes you make to the data in a recordset affect the actual 
tables from which the records were selected. 

 
 

Record sets can be saved and/or printed the same way as tables. 
 
 

If you need to make a change to the query, click on this 
tool to return to the query design and change your criteria. 
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REARRANGING FIELDS IN THE QUERY 
 

Once you begin working with your queries, you may find that you 
want to rearrange the order in which the fields are displayed. 

 
You can move fields by dragging the field column, as illustrated in 
the diagram below: 

 
 

 
 
 
 
 
 
 
 
 
To move a field, click once on the column selector (the small gray 
bar at the top of the field column) to select the column. 

 
Next, click on the column selector again and drag the column to the 
new location.  As you drag the column left/right, a black vertical line 
will show up between the columns, indicating where the field will be 
placed once you let go of the mouse button. 

 
 
 
 

ADDING FIELDS TO THE QUERY 
 

If you want to quickly add a field to the query, simply double-click 
on the field name from the list.  Access will add the field as the last 
column in the query.   You could also move to the next blank 
column and click in the Field row.  Next, click on the down arrow  
to select your field from the pull-down list. 

 
If you want to place a new field in a specific column location other 
than at the end, you will need to insert the field.  To insert a field 
into your query, click on the field name you want and drag the field 
name to the column where you want the field to be displayed.  
Access will place the new field in that location and shift the existing 
field to the right to make room. 
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REMOVING FIELDS FROM THE QUERY 
 

Deleting a field column is easy - click on the column selector of the 
field that you want to remove from the query and press =.  You 
will not be asked to confirm the deletion. 

 
 
 

CHANGING COLUMN WIDTHS 
 

If you need more room in a column to show all of your criteria or 
other information, you will need to adjust the width of the column. 

 
 

NOTE: Changing the width of a field column while in the 
design mode does not adjust the width of the field 
when you view the data table. 

 
 

To change the width of a field column, move the mouse pointer to 
the right border of the column you want to adjust.  The mouse 
pointer must be on the right side of the gray column selector. 

 
The mouse pointer will change to a two-way arrow, as shown in the 
diagram below: 

 
 
 
 
 
 
 
 
 

Once the pointer has changed to a two-sided arrow, click and drag 
the column border left or right as needed. 

 
 

TIP:  If you double-click when the pointer changes to the 
two-way arrow, Access will automatically adjust the 
width to fit the widest entry in the column. 
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SORTING THE QUERY 
 

Viewing the data in the resulting recordset will usually be easier if 
you have it sorted by at least one of the fields. 

 
You can sort in ascending (alphabetically A-Z or numerical order 
0-9) or descending (Z-A or 9-0) order. 

 
Sorted queries are also useful when used with forms or reports.  To 
sort the query, click in the Sort row under the column containing 
the field you want to sort.  A small down arrow  will appear to the 
right of the field. 

 
Click on the down arrow  to access a pull-down menu, as shown 
in the diagram below: 

 
 
 
 
 
 
 

Select Ascending or Descending as needed.  If you no longer 
want to sort on that field, choose (not sorted). 

 
 

SORTING ON MULTIPLE FIELDS 
 

Although you can sort on more than one field, you do need to take 
a couple of things into consideration.  First, Access sorts from left to 
right.  In other words, if you select more than one field for sorting, 
Access will sort on the leftmost field you selected first, followed by 
the next selected sort field to the right. 

 
If you have the fields City and State in your query (in that order) 
and decide to sort on both the city and the state, Access will sort by 
the city first and duplicate cities will then be sorted by state. 

 
If you want to sort by state first, then by city, you will have to move 
the state field to the left of the city field in the query.  Make sure 
your fields are arranged from left to right in the order in which they 
should be sorted. 
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PRACTICE EXERCISE 
 

Instructions:  Create a query for the Clients table.  Add the following fields: 
Lastname, City, State, Zipcode - in that order. 

 

    Find all clients with a last name of Butler. 
 

    Find all clients living in California. 
 

    Add the first name field as the second column.  Move the state field 
to the first column.  Remove the zip code field. 

 

    Display a list of clients that do not live in California and sort the 
records by state first, followed by city and then by lastname. 
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SAVING/OPENING A QUERY 
 
USAGE:   As you know by now, querying a table or multiple tables may be 

complex and requires careful attention to detail as Access is 
sensitive to any and all errors. 

 
If you must perform the same type of query periodically, it becomes 
tedious to set up those same queries over and over again.  Instead, 
you may want to save the query for future use.  Once a query has 
been saved, you can "open" the query and use it whenever you 
need to list those same records again. 

 
 

Click on this button to close the query. 
 
 
 

If you haven't saved the query, the following warning will appear: 
 
 
 
 
 
 
 
 

Click on  to save the query. 
 
 
 
 
 
 
 
 

In the box provided, enter a name for the query. 
 

When done, click . 
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OPENING A QUERY 
 

Once you have saved your queries, you can use them repeatedly 
as needed without having to recreate the conditions of the queries. 

 
To use a previously saved query, you must Open the query - which 
is done the same way you open tables - from within the database 
window. 
 

 
Click on the Queries section along the 
left side of the database window and 
then select the query you wish to open 
from the list provided. 

 
 
 
 
 
 
 
 
 
 
 

If you want to make changes to an existing query, open it 
and then click on this tool (located within the Queries 
section on the Create Ribbon) to enter the design mode. 
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USING WILDCARDS IN QUERIES 
 
USAGE:   There are many times when you cannot look for something based 

on exact spelling (because you are not sure) or you would like to 
look for a group of records that match a particular pattern.  Access 
provides a method by which you can search for a "pattern" of 
characters using the asterisk (*) as a "wildcard" symbol. This is 
especially useful when you are unsure of how to spell a name. 

 
 

Examples: 
 

This pattern...  ...would find: 
S*    Smith, sugar 
g*t    Giant, gross weight 
*D    Grand, Elm Road 
*e*s    Phillip Edward Wilson, roses 
7*5    7485, 70,005 
6/*/2010   All dates in June of 2010 

 
 
 

In addition to the asterisk, there are a few other wildcard characters 
that can be used for a query, as listed below: 

 
Symbol Example    Description 
?  b?ll finds ball, bell, and bill Matches any single 

character. 
 

#  1#3 finds 103, 113, 123  Matches a single 
numeric digit. 

 
[ ]  b[ui]ll finds bill, bull not ball Any character 

inside the brackets. 
 

!  b[!ui]ll finds bell, ball not bull Any character not 
in the brackets. 

 
-  b[a-c]d finds bad, bbd, and bcd Any one of a range 

of characters within 
the brackets. 
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COMPOUND QUERIES 
 
USAGE:   Access allows you to combine your criteria to form more complex 

queries.  These combinations can be used to narrow the search to 
the exact information you need.  They can also be used to make 
your searches more flexible and include more options than a simple 
query. 

 
 

CREATING AN "AND" QUERY 
 

If you want more than one condition in different fields to be true, 
you may enter conditions in more than one field on the same row.   

 
This specifies that all the conditions on that row must be true at the 
same time for a record to be selected and placed in the recordset. 

 
To create an "AND" condition, you enter the criteria on one line but 
within different fields.   For example, perhaps you want to find all 
hotels costing more than $500.00 in the city of San Francisco, as 
illustrated in the diagram shown below: 

 
 

 
 
 
 
 
 
 
This would result in Access listing all records where the cost is 
greater than 500 and the city matches San Francisco. 

 
Because the two conditions are located on the same criteria line, 
Access assumes both conditions must be met.  When both must be 
met, it is considered to be an AND query! 
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If you want to look for a range of values within the same field, use 
the And operator command.  Since you need to specify two criteria 
for the same field, this is entered a bit differently.  For example, to 
display records for only those employees who make between 
$30,000 and $40,000 per year, move to the salary field and enter: 

 
 
 
 
 
 
 
In the scenario above, only records consisting of employees 
making more than $30,000 but less than $40,000 would be 
extracted.  This would not include anybody making exactly 30,000 
or exactly 40,000.  To include those values, use >= and <=. 

 
 

CREATING AN "OR" QUERY 
 

This type of query is performed when you want to locate records 
meeting either one condition or another.  It allows you to specify 
several different options at once.  If a record satisfies any one of 
these conditions, the record will be selected.   

 
To create multiple conditions, place each condition on a separate 
line.  Each line specifies a different condition.  You can mix 
AND/OR conditions as much as you need. 

 
If you want multiple choices from within the same field, the 
command OR is used.  The OR tells Access that only one of the 
specified criteria needs to be met in order for a record to be 
extracted.  For example, to find employees who work in the Admin 
or Accounting departments move to the "Dept" field and enter: 

 
 
 
 
 
 
 
This would result in Access listing employees working in either the 
Admin or Accounting departments. 
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If you want to extract records based on an OR existing between 
different fields, you must use two lines for the query.  

  
For example, if you are searching for employees working in the 
Admin department or those employees making more than $30,000 
regardless of their department you would enter the criteria as 
shown below: 
 

 
 
 

 
 
 
 
 
If both conditions are on the same row, Access assumes you want 
both conditions to be true.  In other words, this is considered an 
AND statement whereas two separate lines are considered an OR 
statement. 

 
 

You can be as selective as you want by using several lines to 
include several OR conditions. 
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MISCELLANEOUS OPERATORS 
 
USAGE:   Access has many different operators that can be used in queries.  

Here are some of the more useful ones: 
 

USING "BETWEEN" 
 

If you want another way to search for a range of records, Access 
has a separate operator called Between which is used to search 
for records between two values. 

 
For example, to search for records between two dates, you would 
enter Between 10/1/2010 And 10/15/2010.   

 
The example above would select all records between (and 
including) October 1, 2003 and October 15, 2003. 

 
You could have also entered >=10/1/2010 And <=10/15/2010 

 
 

NOTE: When working with dates, pound signs (#) are used 
around date fields (e.g., #9/9/99#) when setting 
criteria.  However, you can enter dates normally (e.g., 
9/9/99) and Access will usually add the pound signs to 
the criteria statement.  If Access does not add the 
pound signs automatically, you should add them 
yourself to avoid any errors. 

 
 
 

FINDING EMPTY FIELDS 
 

There may be times when you will want to look for records that do 
not have data in a certain field.  This can be useful for finding 
missing information such a social security numbers, phone 
numbers or other important data that should be available. 

 
Empty fields are said to have a null or no value. 

 
To search for empty fields, enter Is Null as the criteria for the field. 

 
To select all records that are not empty in a field, enter Is Not Null. 
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SEARCHING FOR THE CURRENT DATE 
 

You can easily search for records that match today's date.  This 
can be useful for running daily reports, printing daily receipts or 
other such functions that require records from the current date. 

 
To find all records that match today's date, use the criteria Date().  
This function would automatically retrieve the current date from 
your computer and use that date as the criteria for the query. 

 
You can also use the > and < symbols to locate all records before 
or after the current date. 

 
 
 

USING A LIST 
 

If you plan on searching for records that will match one of many 
different items, you can use the OR operator as mentioned earlier.  
For example, to find all clients living in California, Texas, Arizona or 
Nevada, you could write the following in the state field column: 

 
CA OR TX OR AZ OR NV 

 
Using the OR operator is fine if you only have a few items to search 
for, but can become tedious if the list becomes longer. 

 
As an alternative, Access has a different function that can be used 
for searching for many different items within the same field. 

 
This function is called In() and tells Access to search for any items 
that are in the list within the parentheses. 

 
The above example could be written as follows: 

 
In(CA,TX,AZ,NV) 

 
Notice how each item is separated by a comma. 

 
You would enter that command in the criteria section under the 
State field column. 
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PRACTICE EXERCISE 
 

Instructions:  Create a query for the CLIENTS table.  Add the following fields: 
Lastname, City, ST, and Zip - in that order. 

 

    Find all clients with a last name beginning with the letter B. 
 

    Find all clients with a last name beginning with the letter B and 
living in California. 

 

    Find all clients that have a last name beginning with the letter B and 
live in California between the zip codes of 92000 and 92500. 
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CREATING CALCULATED FIELDS 
 
USAGE:   In addition to the normal querying, Access allows you to create 

mathematical calculations based on numeric fields.  For example, if 
you have an existing field containing car prices, you may want to 
see what a 5% increase would look like before actually editing each 
record and permanently changing its contents. 

 
The following mathematical operators can be used: 

 
+ Addition 
- Subtraction 
* Multiplication 
/ Division 

 
You can create calculations on numeric, $ and date fields. 

 
You place your mathematical expression in the "Field" cell.   

 
Also, if you are using other fields in the calculation, you must place 
square brackets [ ] around the field name of the other field so that 
Access knows where to get the data from, as shown below: 

 
 
 
 
 
 
 
 
This would result in Access taking what is currently in the Price 
field and multiplying it by 5%.  The result is placed in a newly 
created field, as illustrated in the diagram shown below: 
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CHANGING COLUMN NAMES 
 

As you can see in the previous example, Access doesn't assign a 
meaningful column header to the calculated field. 

 
By default, it supplies a generic column title (such as Expr1). 

 
However, you can replace the default title by overwriting it with your 
own column title.  Use a colon (:) to separate the field name from 
the actual calculation, as illustrated in the diagram below: 

 
 

 
 
 
 
 
 
In the above example, the new calculated field will be named 
"Increase Amount".  Notice how the name is followed by a colon to 
separate it from the actual calculation. 

 
 

TIP:  You can also use this option to rename existing fields. 
 Simply precede the existing field name with your own 
name followed by a colon. 

 
  Example: Birth Date: DOB 
 
  The example above renames the field currently 

labeled DOB to Birth Date. 
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USING SUBSTRINGS 
 

In some cases, you may want to display only part of a field.  For 
example, on a phone number, you may want to only show the area 
code for a particular report.  As long as the piece of text (substring) 
you are looking for is always in the same spot in the field, you can 
use one of the following functions to extract the piece of text that 
you want to display: 

 
Left([fieldname],#)  where [fieldname] is the name of the 

field containing the piece of text to be 
displayed and # is the number of 
characters to be displayed from the left 
edge (beginning) of the field. 

 
Right([fieldname],#) where [fieldname] is the name of the 

field containing the piece of text to be 
displayed and # is the number of 
characters that should be displayed 
from the right edge (end) of the field. 

 
Mid([fieldname],start,#) where [fieldname] is the name of the 

field containing the piece of text to be 
displayed, start is the position of the 
first character to display and # is the 
number of characters that should be 
displayed from the start. 

 
NOTE: These functions work only on text fields. 

 
 

Example: Assume you have a field called Phone that contains 
entries similar to (949)249-8081. 

 
Function    Result 
Left([Phone],5)   (949) 
Right([Phone],4)   8081 
Mid([Phone],6,3)   249 
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USING DATE SUBSTRINGS 
 

There is a function that can pull out parts of a date similar to the 
function that pulls out parts of a text field.  The following function 
will extract such items as the four-digit year, weekday, quarter and 
other such date parts: 

 
DatePart("partofdate",[fieldname]) where partofdate is the 

part of the date you want 
to pull out and fieldname 
is the name of the field 
containing the date(s). 

 
 

Assume you have a field containing the date 10/24/2010.  The 
following examples show the codes that can be used for the 
datepart section.   

 
Code  Represents  Result 
d   Day   24 
m  Month   10 
q  Quarter  4 
w  Weekday  1 where 1= Sunday 

2 = Monday 
3 = Tuesday 
4 = Wednesday 
5 = Thursday 
6 = Friday 
7 = Saturday 

ww  Week of the year 44 
y  Day of the year 297 
yyyy  Four-digit year 2010 

 
 

In addition, if you have a field that contains the time, you can use 
the following functions: 

 
Code  Represents 
h  Hour 
n  Minute 
s  Second 
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USING SUMMARY OPERATORS 
 
USAGE:   Access has some functions that help make certain types of 

calculations easier to perform without using formulas.  This also 
allows you to break the calculations down by groups. 

 
Since these are calculations, you can perform them only on 
numeric or currency type fields.  The count function is an exception 
since it is used to count the number of records. 

 
The following are some of the main functions that may be used 
when creating group calculations: 

 
SUM  Calculates the total of all values within a field. 

 
AVG  Calculates the average value within a field. 

 
MAX  Calculates the highest value within a field. 

 
MIN  Calculates the lowest value within a field. 

 
COUNT Calculates the number of occurrences of a field. 

 
 
 

ADDING THE TOTAL CELL 
 

To total a field, click on this button (located within the 
Show/Hide section on the Design Ribbon) while working in 
the query design mode. 

 
The bottom section of the query will expand to include another cell 
for specifying which fields should be used for groups and which 
fields will be used for creating total calculations. 

 
When creating totals in a query, you should only include the field(s) 
on which you want to group and the field(s) you are calculating on 
since Access will use each field for either grouping or totaling your 
records. 

 
When you click in the Total section of a field, you see a variety of 
functions that can be performed. 
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The first step is to drag the fields you want to total to the query and 
choose the type of calculation you want to perform on the numeric 
fields you included in the query.  

 
 
 

TOTALING ALL RECORDS 
 

To total all records in a table, limit your query to only those fields 
you want to total.  Delete all other fields from the query form.   
Choose the type of function (sum,avg) for the selected field. 

 
 
 
 
 
 
 
 
 
The example shown above would count the total number of 
records based on the Product ID and give the average unit price for 
all items. 

 
 
 
 

TOTALS BY GROUPS 
 

When you first clicked on the total button, each field was marked as 
a "Group By" field, meaning the query will break the results down 
into the different categories of this field. 

 
Since every single field was marked as a group, Access would have 
to extract the same data in every single field for several records 
before it could actually have a group on which to total. 

 
Therefore, it is up to you to rearrange the fields and to only include 
the fields that make the most sense for groups and totals. 
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For example, you might use a field called "Item #" to break down 
sales by each item number, as illustrated below: 

 
 

 
 
 
 
 
 
 
The example above will calculate the number of items sold and 
break the sums down by "Item #" as shown below: 

 
 
 
 
 
 
 
Access always groups your results starting with the leftmost field 
and works to the right.  That is why it is important that you arrange 
your fields from left to right in the order they should be grouped. 

 
 

For example, to break the previous example report down by "Date" 
of sale first and then by "Item #", you would add the "Date" field to 
the beginning of the query, as shown below: 
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Notice how the sales are grouped first by date.  If there were 
multiple sales for the same date, the sales would then be broken 
down by item # for each date, as shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
The final SumOfQuantity is only calculated once the items have 
been broken down by date.   

 
This report will show how many of each product sold for each day 
of sales. 
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PRACTICE EXERCISE 
 

Instructions:  Create a query for the ORDERS table. 
 

    Calculate the total quantity sold for each item. 
 

    Print/preview the resulting table and close the query.  Call the query 
Quantity Sold. 

 

    Next, create a query using the ITEMS table. 
 

    The query should display the following fields: 
 
    ItemCode 
    Description 
 

    Calculate the profit made on each item and call the new column 
Profit per Item. 

 

    Print/preview the resulting table and close the query.  Call the query 
Profit per Item Listing. 
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QUERYING MULTIPLE TABLES 
 
USAGE:   There may be times when you need to query more than one table 

in order to get the desired data.  Since data can be spread across 
multiple tables, you may need to "combine" several tables to gain 
access to all of the fields you need for a particular report. 

 
The tables need to have a connection/relationship between them so 
that you can "link" the data in all the tables together.  For each two 
tables linked, there must be a common field between them. 

 
If you query five tables at once, each table must be linked to 
another -- not all tables need to have the same field in common.  
For example, the first and the second table may have one field in 
common while the second and third have a different field in 
common which allows them to be linked.  A simple example would 
be the following:  To create an invoice for a client you would require 
the name and address for the client and the order information.  The 
client’s name and address might be stored in one table while the 
order is stored in another.  You would need to connect the two 
tables together so that the order could be matched to the client. 

 
To relate (connect) the two tables, you would need a field in the 
Orders table that matches one of the fields within the Clients table.  
This matching field (e.g., client ID#) would be the "common" field 
between the two tables. 

 
If you also needed the description and sell price, you would have to 
access the inventory table.  In this case, you might "relate" the 
"item#" from the orders table to the "item#" of the inventory table.  
The result is a multiple table query with the three tables related to 
each other in a "daisy-chain" format, as shown below: 

 
 
 
 
 
 
 
 
 
 
You could then create a query that contains the customer 
information, the order data, and the product details for each order. 
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ADDING MULTIPLE TABLES TO A QUERY 
 

If you create a new query, you can simply add all of the tables from 
the start.  However, if you are working with an existing query, you 
will need to add the additional tables, as shown below: 

 
Click on this button located within the Queries section on the 
Create Ribbon. 

 
 

The following box will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Highlight the name of the table you need and click on . 
 

As you add a new table to the query, Access will attempt to 
establish a relationship between the new table and the existing 
tables in the query.  If an identical field name is found in both 
tables, Access assumes the tables are related and creates a link 
between the two common fields. 

 

Continue adding all the tables and then click on . 
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JOINING TABLES 
 

Once you have added all of the tables you require, you will need to 
connect the tables based on their common fields. 

 
As mentioned, Access will have attempted to relate the tables; 
however, you should always verify the links between tables in case 
Access has created an incorrect link. 

 
 

NOTE: The common fields do not have to have the same 
name, but they do need to be of the same type.  For 
example, you cannot link a text field with a numeric 
field.  Also, the field from the table that you are linking 
from needs to be a primary key. 

 
 

Simply click on the field of the table you are linking from and drag 
the field on top of the matching field in the table you are linking to, 
as illustrated in the diagram below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
Once you let go of the mouse, Access will display the link with a 
line between the two common fields.  Continue linking all tables 
required for your query. 
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Once the tables have been linked, add the fields (from any table) 
you would like to see in the query result table. 

 
By combining fields from different tables, you are essentially 
creating a new table using information from multiple tables.  This 
allows you to create more detailed reports. 

 
You do not have to include the common fields in your query and 
you do not have to include all of the fields from all of your tables.  
The rest of the query preparation works the same as when creating 
a query from a single table. 

 
 
 
 

DELETING A JOIN 
 

To delete a link between tables, click on the join line - press =. 
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PRACTICE EXERCISE 
 

Instructions:  Create a query for the Clients table. 
 

    Next, add the Orders table. 
 

    Thirdly, add the Items table. 
 

    Link the 3 tables based on their common fields. 
 

    The following fields should be displayed in the query: 
 
    Lastname 
    City 
    Description 
    DateSold 
    Quantity 
 

    Create a listing of all clients from California sorted by lastname. 
 

    Save the query as California Clients. 
 

    Clear the screen and run the query to ensure it works. 
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USING ACTION QUERIES 
 
USAGE:   Up to this point, you have been creating Select Queries, which are 

simply used to locate and display data based on your criteria.  
Access also has additional types of queries (referred to as Action 
Queries) that can be used to make new tables, update information, 
append records, or delete unwanted records from a table. 

 
You can use these action queries to quickly make mass changes to 
your tables.  For example, you may need to increase all of your 
prices by 10% and not want to do this manually.  Instead, you could 
create an action query (using the “Update” query) to perform this 
change automatically. 

 
 
 

CREATING AN UPDATE QUERY 
 

To create a query that will automatically update your table, follow 
the steps outlined below: 

 

 Access the query form design window. 
 

 Click on this tool (located within the Query Type 
section on the Design Ribbon). 

 

 A new row labeled Update To will be added to the query 
form.  Add all fields required for your search criteria as well 
as the fields to be updated. 

 

 Enter the criteria for the records that are to be updated. 
 

 Enter the new data or an expression (formula) in the Update 
To section of the field(s) to be updated. 
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  Click on this tool (located within the Results section 
on the Design Ribbon) to actually perform the query. 

 
 
 

The example shown below could be used to update existing 
records by increasing the field labeled Price by 10%: 

 
 
 
 
 
 
 
 
 
 
 

MAKING A NEW TABLE 
 

The “Make Table” query allows you to create a new table from all or 
part of the data in one or more existing tables. 

 
You can use this type of query for such things as making backup 
copies, archiving data in separate tables, and creating specific 
tables for exporting data to other databases or applications. 

 
To create a new table based on a sub-set of records contained 
within an existing table, follow these steps: 

 

 Access the query form design window. 
 

  Click on this tool (located within the Query Type 
section on the Design Ribbon). 
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A dialog box is presented asking for the name of the new table, as 
shown below: 

 
 
 
 
 
 
 
 
 
 
 

 Enter a name for the new table. 
 

You will also be able to choose whether the new table should 
be added to the current database file or another database.  

When done, select . 
 
 

 Add all fields to the query that should be included in the new 
table and enter any criteria required for selecting records to 
be added. 
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  Click on this button to actually perform the query. 
 
 
 
 

A warning box will be displayed listing the number of records (rows) 

that will be added to the new table.  Click on  to confirm 
the creation of the table. 

 
 
 

TIP:  Since the action cannot be undone, you may want to 
review the number of records and data to be added to 
the new table before you actually create it. 

 
  Even if the table is created and you are not satisfied 

with the results, you can always delete it. 
 
 

NOTE: If you re-run the query, Access will delete the 
previous version of the table and recreate the table 
from your current query. 

 
  A box will appear warning you that the file will be 

deleted if you re-run the query. 
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CREATING AN APPEND QUERY 
 

The “Append Query” adds a group of records from one or more 
tables to the end of another table.  This is useful for combining like-
tables or adding records from another user’s table. 

 
To append records from one table to another, follow these steps: 

 

 Access the query form design window. 
 

 Click on this tool (located within the Query Type 
section on the Design Ribbon).  A dialog box is 
presented asking you to enter the name of the 
table to append to: 

 
 
 
 
 
 
 
 
 
 
 


 Select the name of the table.  You will also be able to 

choose whether the table is stored with the current database 

file or another database.  When done, select . 
 

 Add all fields to the query that are to be included with the 
appended records and any fields needed for setting criteria. 

 

 In the Query Design grid, use the Append To section to 
specify which fields in the new table the data should be 
added to.  Access will attempt to match fields that have the 
same name in both tables.  Otherwise, you will need to 
manually enter the field names in the table you are 
appending to. 

 

  Click on this button to perform the query.  You will be 
asked to verify that you want to append the records. 



 Intermediate Access 2010 

©2010 EZ-REF Courseware Page 93 

CREATING A DELETE QUERY 
 

The “Delete” query is used to delete a group of records from an 
existing table.  For example, you can use this type of query to 
delete discontinued items from an inventory table.  Be aware, 
however, that this process deletes entire records - not just the 
selected fields. 

 
To use the “Delete” query, follow the steps outlined below: 

 

 Access the query form design window. 
 

  Click on this tool (located within the Query Type 
section on the Design Ribbon).   A new row labeled 
Delete will appear in the design grid. 

 

 Drag the asterisk (*) from the field list of the table you want 
to delete from to the design grid.  Access will automatically 
place the word From in the “Delete” cell of that column. 

 

 If you want to delete a specific group of records based on a 
set of criteria , add the fields needed for specifying the 
criteria to the design grid.  Access adds the word Where in 
the “Delete” cell of each field you add to the grid. 

 

 Enter the Criteria for selecting the records to be deleted in 
the field column(s) containing the word “Where” in the 
“Delete” cell.  Do not make any changes in the column 
containing the word “From” in the “Delete” cell. 

 

  Click on this button to actually perform the query.  
You will be asked to confirm the deletion. 

 
 

TIP:  Since the action cannot be undone, you may want to 
review the number of records and data to be deleted 
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PRACTICE EXERCISE 
 

Instructions:  Create an update query based on the Items table that will increase 
the sell price for the Pet Rock and the Mood Ring by 50%. 

 

    Create a query based on the Clients table that will make a new 
table containing all clients living in South Dakota. 

 

    Create a delete query based on the Clients table that will remove 
all clients living in South Dakota.  Be sure to test the query first! 
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CREATING PERMANENT RELATIONSHIPS 
 
USAGE:   Within queries, related tables can come in quite handy when 

working with large amounts of data that have been divided into 
multiple tables.  However, relating two tables in a query only 
creates a relationship for that one query.  If you need to have the 
related tables available for other database objects (such as forms 
and reports), you will not want to create the relationship each time a 
new object is added.  Instead, you will want to create a permanent 
relationship between the tables. 
 
There are three types of relationships, as discussed below: 
 
One to One  This is the simplest form of a relationship in 

that each record within one table relates to one 
record within the other.  For example, for each 
patient in a hospital there is only one medical 
record. 

 
 
One to Many  In this type of relationship, each record 

within one table is related to one or more 
records within the other.  This is the most 
commonly used relationship.  For example, for 
each student in one table, there may be one or 
more related classes in the other table. 

 
 
Many to Many In this type of relationship, one or more records 

within one table is/are related to one or more 
records within the other.  However, to relate 
these two tables you must create a third table 
containing the primary key fields from the other 
two tables.  This third table is referred to as a 
Junction Table and is used to relate the other 
two tables together. 

 
For example, to create a detailed order form 
you might need the order information from one 
table and the product information from a 
second table.  Each order may contain 
references to multiple products whereas each 
product may be part of multiple orders. 
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To create a relationship, follow the steps outlined below: 
 

   Click on this tool (located within the 
Show/Hide section on the Database Tools 
Ribbon) to open the Relationships window. 

 
A large blank window will be displayed in the background 
with the following dialog box displayed on top: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 From within this dialog box, highlight each table you want to 

include in the relationship and click on . 
 

As you add each table, Access will attempt to establish a 
relationship between the table and the others you have 
selected. If an identical field name is found in both tables, 
Access assumes the tables are related and creates a link 
between the two common fields. 

 
 

 When you are done adding each table, click on . 
 
 

 If Access has not automatically established a relationship 
between the tables, you will need to manually connect the 
tables based on their common fields.  
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NOTE: The common fields do not have to have the same 

name, but they do need to be of the same type.  For 
example, you cannot link a text field with a numeric 
field.  Also, the field from the table that you are linking 
from needs to be a primary key. 

 
 

 As you relate two tables together, the following dialog box 
will be displayed: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Make sure that the correct fields are linked and then click on 

the  button. 
 
Repeat this process for each relationship. 
 
 
 

 Click on  to close the Relationships window. 
 
 
 
From now on, whenever you add multiple tables to a query, form, or 
report, any relationships established between the tables will 
automatically be recognized. 
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VIEWING SUBDATASHEETS 
 
When relating multiple tables, you typically have a master/primary  
record that has several sub/detail records related to it.  For 
example, if you have an employee database with one table 
containing the departments and another table containing the 
employees, you might relate the two tables with the department as 
the primary and the employee table as the details.  In this example, 
for each department record there would be several employees 
related.  If you were going to create a departmental report that 
shows which employees work in each department, you would 
display each department followed by its list of employees. 
 
The list of employees is a subdatasheet of the department since the 
department name determines which employees will be listed. 
 
Subdatasheets can be used to view and edit joined data within 
related tables, forms, queries, or subforms. 
 
 
The simplest way of viewing a subdatasheet is to follow the steps 
outlined below: 

 

 Open the primary table in datasheet view. 
 
 It should look similar to the following diagram in that there 

are plus signs  placed to the left of each record: 
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 The plus sign indicates that the primary record has subdata 
that can also be displayed. 

 

 Click on the  to open the subdatasheet and display the 
underlying data, as illustrated in the example shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
To close the subdatasheet, simply click on the minus sign . 
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ENFORCING REFERENTIAL INTEGRITY 
 
When you link two tables, for every record within one table there is 
at least one related record within the other table.  For example, if 
you have one table with a list of customer names and have linked 
that table to another table containing an order history, you should 
expect that for each order listed, there will be a matching customer. 
 
However, if you were to delete a customer record, the matching 
orders would no longer have a customer to refer to.  In essence, 
you would still have orders but not be able to tell which customer 
placed the orders.  These incomplete orders are referred to as 
“orphan data”.  Unless deleted, these orders continue to be stored 
in the Orders table taking up space yet never being referenced. 
 
Referential integrity ensures that if you delete a primary record 
(customer) that its detail records (orders) are automatically deleted. 
This keeps the integrity of the linked tables intact. 
 
Referential integrity also works when changing data in a field on 
which tables have been linked.  For example, changing a 
customer’s ID in the Customer table without changing the 
customer’s ID within the Orders table would cause the same 
problem as mentioned above.  Referential integrity would once 
again fix the problem by changing all of the orders automatically to 
match the new customer ID. 
 
 
To enforce referential integrity, follow these steps: 

 

   Click on the Relationships tool (located within 
the Show/Hide section on the Database Tools 
Ribbon). 

 

 Double-click on the relationship line that connects the 
primary table to the related table. 
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The following dialog box will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Check the box labeled Enforce Referential Integrity. 
 

If you want Access to automatically update the primary key 
in related records whenever you change the primary key in 
the primary table, check the box labeled Cascade Update 
Related Fields. 
 
If you want Access to automatically remove related records 
whenever you delete a primary record, check the box 
labeled Cascade Delete Related Records. 
 

 When done, click on . 
 
 
 
You can test the referential integrity by changing a primary field or 
deleting a primary field. 
 
Once the primary field has been updated or deleted, the related 
records should automatically be updated or deleted. 
 
You will, however be warned about the change or deletion before 
the action is taken. 
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PRINTING DATABASE RELATIONSHIPS 
 
If you want to have a hard copy reference of the database 
relationships, follow these steps: 

 

   Click on the Relationships tool (located within 
the Show/Hide section on the Database Tools 
Ribbon. 

 

   Click on this tool (located within the Tools 
section on the Design Ribbon). 

 
A print preview window will open for you to review the relationships. 
 

 

  To actually print the relationship information within the 
preview window, click on this tool. 
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 Creating Reports 

 Customizing Reports 

 Saving & Opening Reports 
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CREATING REPORTS 
 
USAGE:   Access reports provide a flexible means of displaying and 

presenting your data.  They allow you to design and customize your 
data to fit your specifications.  As you already know, Access 
provides Report Wizards that can quickly create reports based on a 
variety of formats. 

 
If you want to customize your reports, the best way is to start with 
one of the built-in reports and then customize it to fit your needs.  
Some added benefits of customizing your reports are the ability to 
create customized company reports with graphics and logos and 
the ability to add calculations based on certain criteria. 

 
A report is made up of "controls", which are text boxes, rectangles, 
graphics, lines and anything else you place on a report.  These 
controls can be bound to a table or query.  A bound control 
basically means that it represents a specific field that is connected 
or bound to a table/query.  The data for the field is usually 
represented by a text box.  Other unbound controls are simply 
lines, labels, rectangles and other objects that are basically just 
there for the design of the form. A report title is an example of an 
unbound control since it is not connected to a table/query field. 

 
There are also calculated controls that are based on formulas or 
expressions.  These expressions can be a combination of math 
operators (i.e., + and -), field names, other controls, constants or 
built-in functions.  For example, you might have a calculated control 
that calculates the commission of a sale based on the sale amount 
and the commission rate.  Controls also have various "properties" 
that can be customized or set.  These "properties" include such 
items as color, font, style, thickness, format and other features that 
directly affect that control. 
 

Click this tool (located within the Reports section of the 
Create Ribbon) to create Labels.  A wizard will walk 
you through the steps. 
 
Click on this tool to create a Blank Report.  You will 
then need to customize it manually. 
 
Click the Report Design tool to create a blank report 
and immediately begin editing it from design view. 
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Click on this tool (located within the Reports section 
on the Create Ribbon) to have Access create a basic 
report based on the data within the currently selected 
table or query. 

 
You will not be prompted to enter any information.  Instead, Access 
will simply create a new tab containing a generic report consisting 
of the information within the currently selected table or query. 
 
 
You can access the Format Ribbon to customize the look of the 
form if needed. 
 

Click on the down arrow  beside this tool to choose 
a different font for the selected item. 
 
Click on the down arrow  beside this tool to select a 
new font size. 

 
Click on this tool to turn bold on and off. 

 
Click on this tool to turn italics on and off. 

 
Click on this tool to turn underline on and off. 
 
Click on this tool to change the font color. 

 
Use this tool to left-align text within the report. 
 
Use this tool to center text. 
 
Click on this tool to right-align text. 
 
Click on this tool to display/hide gridlines. 
 
This tool is used to copy a format from one area within the 
report to another.  Begin by selecting the text you want to 
copy the format from and then choose this tool.  Your mouse 

pointer will change shape .  You can now “paint” that 
format onto other report text 
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Click on this tool to apply a background color. 

 
Alternates the fill/background colors for rows (records). 
 

 
Click on this tool to specify formatting options based on a 
condition that you set.  For example, you might set the 
condition of values between 100 and 200 to be displayed in 
red. 

 
 
 
 
 
 
 
 
 

From within the Conditional Formatting dialog box (shown above) 
select the format to be applied and then the condition (rule) that 

must be met.  When done, click . 
 
 
 

You can also format numeric fields within your 
report by using this set of tools on the Format 
Ribbon. 

 
 

 
Click on the down arrow  beside this tool to choose 
from a list of formats. 
 
This tool formats the current selection for currency. 

 
Formats the current selection for percentage. 

 
Formats the selection for comma by adding a comma 
as a thousand separator and two decimal places. 

 
Increases the number of decimal places displayed. 

 
Decreases the number of decimal places displayed. 
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 Use this set of tools to set the font, 
font size, text and background 
color and alignment. 
 
 

 
 

Use these tools to add a 
background image to the report.  
You can also specify alternate row 
color to break the report up so that 
it is easier to read. 
 

 
 

From the Design Ribbon, choose 
this tool to quickly apply a theme to 
your report. 
 
Themes are used to enhance 
reports, making them appear more 
professional with the application of 
uniform color designs. 
 
Notice as you scroll the list. Your 
report reflects the currently 
selected theme. 
 
From the pull-down list, select the 
theme you would like applied to 
your report. 
 
 

 
 
You can also adjust the width of the columns by moving the mouse 
pointer just to the right of the column margin you wish to adjust.  

The pointer changes to a cross-hair  indicating you are on the 
margin line.  Once you see the double-arrow, double-click and the 
column will be widened to accommodate the largest entry. 
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USING THE REPORT WIZARD 
 
If you don’t want to manually create a report, you can use the 
Report Wizard which guides you through the entire process. 
 

To access the Report Wizard, select this tool (located 
within the Reports section on the Create Ribbon). 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the table or query name that you want to create the report from is 
not already displayed in the text box, click on the down arrow  
located to the right of this box and select the table/query to use. 

 
Access displays the available fields in the left column and the fields 
currently selected for your report in the right column. 

 
To add all the fields to your new report, click on . 

 
If you only want some of the fields, highlight each field and click on 

 to add one field at a time. 
 

If you accidentally added a wrong field, or decide to remove fields 
from your new report, use  to remove all the fields, or use  to 
remove one field at a time. 

 

When you are ready to continue, click on . 
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The next screen is used to break your report down into groups or 
categories of records.  This is useful for large groups of data and 
can make your report easier to read.  For example, a list of 
customers could be broken down by state and then by city.  The 
state would be the first group and then cities would be sub-groups 
under each state. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Use the left column of fields to choose what groups of records 
should be created.  As you add a field for grouping, you will see the 
sample on the right adjust to show how the records will be 
displayed. 

 
If you add more than one field for grouping, you can use the 
Priority arrows to rearrange the order in which the records will be 
grouped. 

 
Most users will not need to make additional changes, but if you only 
want the groups to be determined by the first few characters of a 

field, access  and select the number of initial 
characters to scan before determining its group. 

 

Once you are ready to continue, click on . 
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Next you will be prompted to specify how the report will be sorted, 
as shown in the diagram below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can select up to four fields on which to sort your data. Use the 
pull-down arrows  to define which fields to sort the records on 
and in what order to sort them. 

 
Click on this button next to each field to define 
whether that field should be sorted in ascending or 
descending sequence. 

 
If you selected a field to group in the previous step, Access will 
automatically sort by that field first. 

 

When you are ready to continue, click on . 
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Now you can choose the layout of the report, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As you make a selection from the Layout column, you will see an 
example of the layout in the left window.  This will help you decide 
which layout best fits your report. 

 
You can also change the page Orientation to match the type of 
report you want.  Landscape is good if you are trying to fit a lot of 
columns across one page.  Portrait is useful if you don't have many 
columns, but want to fit as many records as you can on a page. 

 
Use the checkbox at the bottom to automatically adjust the field 
lengths so that all your fields fit on the page.  However, if you select 
this option, some of the fields may be truncated in order to make 
room for the others. 

 

When you have made a choice, click on . 
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The final step is to name the report, as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the text box at the top to enter a title for your report. 
 

Once the report is done, choose whether you want to Preview the 
final report or to switch to the design mode and Modify it. 

 

When you are done, click on . 
 

Access will now create the report and display the results. 
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PRINTING OPTIONS 
 

Before printing the report, you may need to change the paper size, 
page orientation, margins, or other features that affect the page 
layout. 

 
 

Click on this tool (located within the Page Layout section 
of the Print Preview Ribbon). 

 
 

The following dialog box will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHANGING MARGINS 
 

Be sure that the first tab labeled Print Options has been selected 
at the top of the screen.  As mentioned, you can adjust the top, 
bottom, left or right margins. 
 
A preview box is provided on the right side of this dialog box to see 
how your new margin settings will change the document.  This box 
also allows you to display/hide headings as well as specify whether 
only the form or only the datasheet should be printed. 
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CHANGING PAPER SIZE 
 

To change the paper size and/or page orientation, select the 
second tab at the top of the screen, labeled Page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Orientation The page orientation (portrait or landscape) can be 
changed by clicking on the appropriate radio button. 

 
Paper  Click on the down arrow  to the right of the "Paper 

Size" section to select from one of many predefined 
sizes.  You may also select the source (tray) for the 
paper. 

 
Printer Allows you to specify the printer to be used.  Click on 

 to choose a printer other than the default. 
 
 

Once settings have been changed, select . 
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CHANGING THE COLUMN LAYOUT 
 

The last tab of the page setup box is used to modify the layout of 
the columns on the report, as shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Grid Settings Use the top section of this tab to specify the 
number of columns to print on one page and 
the spacing between rows and/or columns. 

 
Column Size Use the middle section to specify the 

width/height of each column. 
 

Column Layout Use this section to specify if the columns will 
be printed across then down, or down then 
across the page. 

 
 

Once all settings have been changed, select . 
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PRINTING THE REPORT 
 

Once you have made all your changes and are ready to print the 
report, follow these steps: 

 
 

Click on this tool (located within the Print section of the Print 
Preview Ribbon). 

 
 

The following dialog box will be displayed: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the printer, enter the number of copies desired, and select 
which pages of the report you want printed. 

 

When done, select . 
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CUSTOMIZING THE REPORT 
 
USAGE:   Once you have created a basic report, you will more than likely 

want to change the layout by moving the fields around, changing 
fonts or adding graphics.  All of this is accomplished in report 
design mode. 

 
Switch to Design View. 

 
 
 

The report will change, as illustrated in the diagram below: 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: The number of controls will vary depending on the 
report. 

 
 
You can use the Rulers to help line up the Controls within the 
different Sections of the report. 

 
Whatever controls you place in the Report Header or Report 
Footer are displayed only once per report. 

 
Objects placed in the Details section are displayed for each record 
and may be repeated several times per page.  In other words, there 
may be room to display more than one record on a page depending 
on how you design the page layout. 
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DISPLAYING THE FIELD LIST 
 

If you want to quickly add a field to the report, you can select the 
field from the list along the right side of the window and drag it to 
the required location. 

  
 

If for some reason, the field list has been removed 
from view, click on this tool (located within the Tools 
section on the Design Ribbon) to display the field list. 

 
 
 

A box similar to the following diagram will be displayed along the far 
right side of the screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To place a field from the list onto the report, click on the field name 
in the list and drag the field to the location on the report. 

 
Access will add a bound text box at that location for that field. 
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SELECTING CONTROLS 
 

As you work with a report, you will need to select one or more of 
the controls to move them around the report or to change their 
properties. 

 
To select a control, you must use the pointer tool (located 
within the Controls section on the Design Ribbon). 

 
 
 

Once you select the pointer, click on the control.  Small rectangular 
handles appear around the control, as illustrated below: 

 
Some controls, such as the text box shown above, have an 
attached label that will also be selected. 

 
The larger handles (black rectangles) are used to reposition the 
control.  If, for example, you wanted to move the label for the 
control, you would drag the move handle for the label. 

 
If you only wanted to move the text box, you would drag the move 
handle for the text box.  To move both the control and its attached 
label, place the mouse pointer over a border until it changes to a 
small hand, as illustrated in the diagram below: 

 
Once you have the hand pointer, click and drag both items to their 
new location on the report.  To select more than one control, hold 
the S key down while you select additional controls. 
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RE-SIZING CONTROLS 
 

If you need to make a control larger or smaller, you must first select 
the control to view the sizing handles, as shown below: 

 
 

To resize a control, follow these two steps: 
 

 Place the mouse over one of the smaller sizing handles.  
 

 When the mouse pointer changes to a double-sided arrow, 
drag the handle in the direction you need.  When you 
release the mouse button, the control will be resized. 

 
 
 
 
 

COPYING A CONTROL 
 

To copy a control, follow the three steps outlined below: 
 

 Select the control(s) to be copied. 
 

   Click on the COPY tool (located within the 
Clipboard section on the Home Ribbon).  The 
control is temporarily copied to the clipboard. 

 

   Click on the PASTE tool (located within the 
Clipboard section on the Home Ribbon).  
Each time you click on the Paste tool, another 
copy of the control is placed beneath the 
original one.  You will need to move these 
copies by dragging them to a new location. 
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DELETING CONTROLS 
 

If you no longer need a control, you can easily delete the item by 
following the two steps outlined below: 

 

 Select the object(s) to be removed from the report. 

 Press = 
 
 
 
 
 
 
 

UNDOING YOUR ACTIONS 
 

If you accidentally deleted the wrong item or moved an object to the 
wrong spot, you can easily reverse your last action using the Undo 
option. 

 
 

Click on the Undo tool once. 
 

If you click on the down arrow  (to the right of the tool), 
you can scroll through the last several actions. 
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ALIGNING CONTROLS 
 

As you move controls around on the report, you will realize that it is 
a tedious job to align the objects using only your eyes.  Fortunately, 
Access provides an option that allows you to quickly align several 
selected objects at once. 

 
The steps for aligning controls are outlined below: 

 

 Select the objects that should be aligned.  Remember to 

hold S down as you click on each control to be aligned. 
 

   Select the desired alignment from the pull-
down menu (located within the Sizing & 
Ordering section of the Arrange Ribbon). 

 
 
 
 
 
 
 
 

The following alignment options are available: 
 

To Grid Used to align the upper-left corners of the selected 
controls with the grid. 

 
Left  Used to align the left edges of the selected controls 

with the left edge of the leftmost control. 
 

Right  Used to align the right edges of the selected controls 
with the right edge of the rightmost control. 

 
Top  Used to align the top edges of the selected controls 

with the top edge of the highest control. 
 

Bottom Used to align the bottom edges of the selected 
controls with the bottom edge of the lowest control. 
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ADDING A CALCULATED CONTROL 
 

In addition to adding normal fields to your report, you can also 
create mathematical calculations based on numeric fields.  For 
example, if you have an existing field containing current salaries, 
you may want to create a report displaying how a 5% increase 
would affect those salaries. 

 
The following mathematical operators can be used: 

 
+ Addition 
- Subtraction 
* Multiplication 
/ Division 

 
You can also use functions, such as those listed below: 
 

SUM 
AVERAGE 
MAXIMUM 
MINIMUM  
COUNT 

 
When using the Report Wizard, you are given the option to 
summarize fields and define what type of calculation should be 
used.  This information will be used to automatically create the 
calculated control. 
 
To manually create a calculated control, you will need to assign a 
function or formula to an existing control that has been placed 
within your report. 
 
The placement of the control determines what records will be 
calculated, as outlined below: 
 
Detail Section Calculates the data for the current record only. 
Group Footer Calculates the data for the current group only. 
Page Footer  Calculates the data for all records on a page. 
Report Footer Calculates the data for all records in a report. 
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Follow these steps to place a calculated control in your report: 
 

  Click on this tool to insert a text box (located within 
the Controls section on the Design Ribbon). 

 

 Select the text box and then click inside the box to actually 
enter the formula.  If you don’t need the label placed to the 
left of the control, click on it and delete it. 

 

 Start the calculation by typing an equal (=) sign, followed by 
the function or formula you want to create. 

 
To include a field within your calculation, the field name must 
be enclosed within square brackets [ ] so that Access knows 
where to get the data from, as illustrated in the example 
below: 

 
  =[Salary]*1.05 
 

To combine text with your calculation, enclose the text within 
quotation marks, as illustrated in the example below: 
 
=“Projected Salary Increase for” & [Employee] & “: “& [Salary]*1.05 
 
The ampersand (&) is required to combine the various parts 
of the calculation.  Everything within quotes is printed 
verbatim and fields are placed within square brackets. 
 
Using this example, Access would print the following: 
 
Projected Salary Increase for John Jones:  87,000 
 
You can also use these predefined fields: 
 
[Page] Displays the current page number 
[Pages] Displays the total number of pages 
Date()  Displays the current date 
Time() Displays the current time 
Now()  Displays the current date and time 
 

You should see the formula displayed within the text box.  Switch to 
the Preview mode to actually view the result of the calculation. 
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CHANGING THE TYPE OF REPORT 
 
   You can also use these tools (located within 

the Table section on the Arrange Ribbon) to 
change the format of your report. 

 
Choose Stacked to create a layout similar to a 
paper form where labels are placed to the left 
of each field. 

 
Select Tabular to create a layout similar to a 
spreadsheet with labels across the top and 
data placed in columns below the labels. 
 
Select Remove Layout to remove the layout 
applied to the controls within your report. 

 
 

 
 
MOVING CONTROLS 
 
   You can use these tools (located within the 

Move section on the Design Ribbon) to move a 
control up or down a section on your report. 

 
 
 
 
 
POSITIONING CONTROLS 
 
   These two tools (located within the Position 

section on the Arrange Ribbon) are used to 
define specific margins for the selected control 
and any padding (extra space) between 
controls. 

 
 

Use these tools to send the selected control 
back or forward (if it overlaps with another 
control). 
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SPLITTING CONTROLS 
 

If space is an issue, you can instruct Access to split a control 
across rows or columns. 

 
Begin by selecting the control to be modified. 

 
Use these tools (located within the Merge/Split 
section on the Arrange Ribbon) to split the 
selected control vertically (across two rows) or 
horizontally (across two columns). 

 
 
INSERTING COLUMNS AND ROWS 
 
   These tools (located within the Rows & 

Columns section on the Arrange Ribbon) are 
used to quickly insert columns and rows within 
the report. 
 

 
ADJUSTING SIZE AND SPACE 
 
   This tool (located within the Sizing & Ordering 

section on the Arrange Ribbon) is used to 
specify the size and space of the selected 
control(s). 
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SAVING/CLOSING A REPORT 
 
USAGE:   As you should realize by now, creating a report can be an involved 

task.  Designing a decent report can take several hours or even 
several days depending on the complexity of the report.  Therefore, 
you should save the report often.  Once a report has been saved, 
you can open the report whenever you need it. 

 
 

SAVING THE REPORT 
 

Click on this tool (located on the Quick Access Toolbar 
across the top of your screen) to save the report. 

 
Access will automatically assign the name of the table to the new 
report.  If you create a second report using the same table and 
save it, Access will add the number 1 after the table name.  For 
example, if you created three reports using the “Clients” table, the 
reports would be named Clients, Clients1, and Clients2. 

 
NOTE: If you would rather assign a unique name to the report, 

you will need to access the File Ribbon and select 
Save As from the pull-down menu. 

 
 

OPENING A REPORT 
 

To open an existing report, simply 
select it from the left side of the 
screen (where the database objects 
are all listed). 

 
 
 
 
 
 
 
 
 

CLOSING A REPORT 
 

If you are finished with a report, you can close it by clicking 
on the close button. 
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PRACTICE EXERCISE 
 

Instructions:  Create a report based on the Clients table. 
 

    Add Customer Information as the report title. 
 

    Place each detail field on a separate line. 
 

    Add a thick blue line under each of the control labels. 
 

    Change the font size, color and add some bold text to your report. 
 

    Save the report and call it Customer Info. 
 

    Test the report by previewing/printing. 
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 Creating Forms 

 Customizing Forms 

 Saving/Opening Forms 
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CREATING FORMS 
 
USAGE:   Access forms are similar to the daily "paper" forms that you have to 

fill out.  You are constantly filling out insurance forms, job 
application forms, renewal forms and many other "data-gathering" 
forms.  These "paper" forms are used to collect specific type of data 
that are used in reports and other functions.  Access provides an 
easy-to-use form system that allows you to use the computer as the 
data gathering "form" instead of the paper form. 

 
A form is made up of controls, which are text boxes, buttons, 
graphics, lines and anything else you place on a form.  These 
controls can be bound to a table or query.  A bound control 
represents a specific field that is connected (bound) to a 
table/query.  The data for the field is usually represented by a text 
box, radio buttons, or drop-lists.  Other unbound controls include 
lines, labels, and other objects that are there for the design of the 
form.  A title is an example of an unbound control since it isn't 
connected to a table/query.  There are also calculated controls that 
are based on formulas or expressions.  These expressions can be 
a combination of math operators (i.e., + and -), field names, other 
controls, constants or built-in functions. 
 
To quickly create a form, use one of these tools: 
 

Click this tool to create a Form which allows you to enter 
information for one record at a time. 
 
 
 
Click this tool to create a Blank Form which you will then 
need to manually design. 
 
 
 

Click on this tool to choose from a list of More Forms.  
 
 
Click the Form Design tool to create a blank form and 
immediately begin editing it from design view. 
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USING FORM WIZARDS 
 

Although you can design forms on your own, to quickly get started 
with forms, Access includes a wizard which will walk you through 
the basics steps. 
 
The wizard provides a selection of form layouts and styles so you 
can easily create professional looking forms. 
 
The Form Wizard is also a quick way of getting started on your own 
custom forms, since you can use the wizard to create the basic 
layout and design. 

 
To create a new form using the wizard, follow these steps: 

 

 Click on this tool (located within the Forms 
section of the Create Ribbon). 

 

 The first step within the wizard is to select which fields are to 
be included on the form.  Not all fields have to be stored on 
one form. 
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Highlight each field you want to add to the form and then click on 
the  button.  This adds the highlighted field to the form.  
Continue this process for each field to be included on the form. 
 
If you click on , all the fields will be added to the form. 
 
If you want to remove a field from the list, highlight the field name in 
the right column and click on . 
 
To remove all the fields you have added, click on the . 
 

If you need to return to the previous step, click on . 
 

Once you have made all your selections, click on  to 
continue with the next step of the wizard. 
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 The next step of the Form Wizard allows you to select a 
layout for the form (e.g., columnar, tabular). 

 
When you select a layout from the four choices provided on 
the right side of the dialog box, Access will display a preview 
to the left so that you can see how the form will look. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have selected a layout, click on  to continue to 
the next step of the wizard. 
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 The final step allows you to add a title to the form and view 
the data or return to the design mode where you can move 
things around on the form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Once you have chosen whether you want to Open the form or to go 

to the design mode to Modify it, click on . 
 
 

Depending on which option you selected, Access will either open 
the form or allow you to now modify it. 
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CUSTOMIZING THE FORM 
 
USAGE:   Once you have created a basic form, you will more than likely want 

to change the layout by moving the fields around, changing colors, 
fonts or adding graphics. 

 
Switch to Design View. 

 
 

The form will change to a screen similar to the one shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: The number of controls will vary depending on the 
form. 

 
 

You can use the Rulers to help line up the Controls within the 
different Sections of the form. 

 
Whatever controls you place in the Form Header or Form Footer 
are displayed only once per screen. 

 
Objects placed in the Details section are displayed for each record 
and may be repeated several times per screen.  In other words, 
there may be room to display more than one record on a screen. 
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DISPLAYING THE FIELD LIST 
 

If you want to quickly add a field to the form, you can select the field 
from a list and drag it to the required location. 

 
First you must display the field list, as shown below: 

 
If for some reason, the field list has been removed 
from view, click on this tool (located within the Tools 
section on the Design Ribbon) to display the field list. 

 
 

A box similar to the following diagram will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
To place a field from the list onto the form, click on the field name in 
the list and drag the field to the location on the form. 

 
Access will add a bound text box at that location for that field. 
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SELECTING CONTROLS 
 

As you work with a form, you will need to select one or more of the 
controls to move them around the form or to change their 
properties. 

 
To select a control, you must use the pointer tool. 

 
 
 

Once you select the pointer, click on the control.  Small rectangular 
handles appear around the control, as illustrated below: 

 
Some controls, such as the text box shown above, have an 
attached label that will also be selected. 

 
The larger handles (black rectangles) are used to reposition the 
control.  If, for example, you wanted to move the label for the 
control, you would drag the move handle for the label. 

 
If you only wanted to move the text box, you would drag the move 
handle for the text box.  To move both the control and its attached 
label, place the mouse pointer over a border until it changes to a 
small hand, as illustrated in the diagram below: 

 
Once you have the hand pointer, click and drag both items to their 
new location on the form.  To select more than one control, hold the 
S key down while you select additional controls. 
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RE-SIZING CONTROLS 
 

If you need to make a control larger or smaller, you must first select 
the control to view the sizing handles, as shown below: 

 
 

To resize a control, follow these two steps: 
 

 Place the mouse over one of the smaller sizing handles.  
 

 When the mouse pointer changes to a double-sided arrow, 
drag the handle in the direction you need.  When you 
release the mouse button, the control will be resized. 

 
 
 
 
 

COPYING A CONTROL 
 

To copy a control, follow the three steps outlined below: 
 

 Select the control(s) to be copied. 
 

   Click on the COPY tool (located within the 
Clipboard section on the Home Ribbon).  The 
control is temporarily copied to the clipboard. 

 

  Click on the PASTE tool (located within the Clipboard 
section on the Home Ribbon).  Each time you click on 
the Paste tool, another copy of the control is placed 
beneath the original one.  You will need to move 
these copies by dragging them to a new location. 
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DELETING CONTROLS 
 

If you no longer need a control, you can easily delete the item by 
following the two steps outlined below: 

 

 Select the control(s) to be removed from the form. 
 

 Press =. 
 
 
 
 
 
 
 
 

UNDOING YOUR ACTIONS 
 

If you accidentally deleted the wrong item or moved an object to the 
wrong spot, you can easily reverse your last action using the Undo 
option. 

 
 

Click on the Undo tool (located on the Quick Access Toolbar 
across the top of the screen). 

 
 

If you click on the down arrow  (to the right of the tool), you can 
scroll through the last several actions. 
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You can access the Format Ribbon to customize the look of the 
form if needed. 
 

Click on the down arrow  beside this tool to choose 
a different font for the selected item. 
 
Click on the down arrow  beside this tool to select a 
new font size. 

 
 

Click on this tool to turn bold on and off. 
 
 

Click on this tool to turn italics on and off. 
 
 

Click on this tool to turn underline on and off. 
 
 
Click on this tool to change the font color. 

 
 

Use this tool to left-align text within the report. 
 
 
Use this tool to center text. 
 
 
Click on this tool to right-align text. 
 
 
Click on this tool to display/hide gridlines. 
 
 
This tool is used to copy a format from one area within the 
report to another.  Begin by selecting the text you want to 
copy the format from and then choose this tool.  Your mouse 

pointer will change shape .  You can now “paint” that 
format onto other report text 
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Click on this tool to apply a background color. 

 
Alternates the fill/background colors for rows (records). 
 

 
Click on this tool to specify formatting options based on a 
condition that you set.  For example, you might set the 
condition of values between 100 and 200 to be displayed in 
red. 

 
 
 
 
 
 
 
 
 

From within the Conditional Formatting dialog box (shown above) 
select the format to be applied and then the condition (rule) that 

must be met.  When done, click . 
 
 
 

You can also format numeric fields within your 
report by using this set of tools on the Format 
Ribbon. 

 
 

 
Click on the down arrow  beside this tool to choose 
from a list of formats. 
 
This tool formats the current selection for currency. 

 
Formats the current selection for percentage. 

 
Formats the selection for comma by adding a comma 
as a thousand separator and two decimal places. 

 
Increases the number of decimal places displayed. 

 
Decreases the number of decimal places displayed. 
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 Use this set of tools to set the font, 
font size, text and background 
color and alignment. 
 
 

 
 

Use these tools to add a 
background image to the form.  
You can also specify alternate row 
color to break the form up so that it 
is easier to read. 
 

 
 

From the Design Ribbon, choose 
this tool to quickly apply a theme to 
your form. 
 
Themes are used to enhance 
reports, making them appear more 
professional with the application of 
uniform color designs. 
 
Notice as you scroll the list. Your 
report reflects the currently 
selected theme. 
 
From the pull-down list, select the 
theme you would like applied to 
your form. 
 
 

 
 
You can also adjust the width of the columns by moving the mouse 
pointer just to the right of the column margin you wish to adjust.  

The pointer changes to a cross-hair  indicating you are on the 
margin line.  Once you see the double-arrow, double-click and the 
column will be widened to accommodate the largest entry. 
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SAVING/OPENING A FORM 
 
USAGE:   As you can see, creating a form can be an involved task.  

Designing a decent form can take several hours or even several 
days depending on the complexity of the form.  Therefore, you 
should save the form often. Once a form has been saved, you can 
"Open" the form whenever you need it. 

 
 
 
 

SAVING THE FORM 
 

Click on this tool (located on the Quick Access Toolbar 
across the top of the screen) to save the form. 

 
 

Access will automatically assign a generic name to the new form. 
 
 

NOTE: If you would rather assign a unique name to the form, 
you will need to access the File Ribbon and select 
Save As from the pull-down menu. 

 
 
 
 
 
 
 
 

CLOSING A FORM 
 

If you are finished with a form, you can close it by clicking on 
the close button (which is located in the upper right corner of 
the form). 

 
If the latest changes have not been saved, Access will warn 
you and give you a chance to save them. 
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OPENING A FORM 
 

Once you have saved a form, you can use it repeatedly without 
having to recreate the design of the form. 

 
To use a previously saved form, you must open it. 

 
You open forms the same way you open tables - from within the 
database window. 

 
 

The list of forms should be displayed 
along the left side of the database 
window.  From this list, simply double-
click on the form you wish to open. 

 
 
 
 
 
 
 
 
 
A new tab will have been added to the middle of the database 
window and will contain the form you selected. 
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PRACTICE EXERCISE 
 

Instructions:  Create a form based on the Clients table. 
 

    Place the heading Customer Information towards the top center 
of the form. 

 

    Place each field on a separate line. 
 

    Add a small set of instructions along the bottom of the form.  
 

    Change the font size, color and add some bold text to your form. 
 

    Save the form and call it Customer Info. 
 

    Test the form by adding a new record to the table. 
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 File Management 

 Setting File Properties 
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FILE MANAGEMENT 
 
USAGE:   You can maintain your files by deleting, sorting, moving and 

locating them based on information contained within the file. 
 

 
Select the File Ribbon. 
 
Choose Open from the pull-down menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The following dialog box will be displayed: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Access lists all files located on the current drive and within the 
current folder in this dialog box. 
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USING THE ADDRESS BAR 
 
Along the left side of the dialog box, Access displays the Address 
Bar which includes Recent Documents, the Desktop, Documents, 
Computer, and Folders.  These “addresses” can be used to quickly 
access specific types of files or storage locations. 

 
The address bar is displayed, as shown below: 
 

 
 
 

Notice that the path is displayed horizontally on the bar.  For 
example, in the diagram shown above the currently selected item is 
the “Data” drive (W) which is part of your computer. 
 
To get to that folder, you had to first choose your computer, then 
the Data drive (W).  You could then select the folder containing 
your Access files. 
 
This layout is commonly referred to as “bread crumbs” because it 
shows you the path that was taken to get to the current location. 

 
You can easily move to another folder on the “W” drive by clicking 

on the  arrow beside the drive name and then selecting a different 
folder to view. 
 
 
Across the top of the window are the following buttons: 
 
  Click on this button to access the Organize pull-down 

menu.  From the resulting pull-down list, select the 
operation (e.g., cut, copy, paste, delete, rename) you 
want to perform on existing files listed within this box. 

 
 
  Click on this button to create a new folder. 
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When ready, double-click on the name of the file you want to open 

or highlight the name and click on   to open the file. 
 
 

If you click on the down arrow  beside 

the   button, you can choose 
from a list of options (such as opening 
the file as read-only or in your Web 
browser). 

 
 
 
 
 

TIP:  To open more than one database at a time, select the 
first file by clicking on its name once to highlight it.  
Next, hold the C key down as you click on each 
additional file to be opened.  Once all files have been 

selected, click on  to actually open them.  
Each file will be placed in its own window. 

 
 
 

TIP:  The shortcut key for opening files is C+o. 
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CHANGING VIEWS 
 

There are several viewing options available within the Open dialog 
box.  For a simple list of object names, choose “List”.  If you need to 
see more detailed information (such as the file type, size, and the 
date each file was last modified), you can switch to the “Details” 
view.  You can also switch to a small, medium, large, and extra 
large icon view. 

 
To change views, click on this button (located 
towards the top right side of the window). 

 
From the pull-down list, choose the view you 
would like to switch to. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
SELECTING PREVIOUSLY VIEWED OBJECTS 

 
Click on this button to move back through your 
previously viewed items - one at a time. 
 
If you have been cycling back to previously viewed 
items, you can click on this button to move forward 
through your list - one at a time. 

 
  If you click on the down arrow just to the right of the 

forward arrow, a pull-down list of recently displayed 
objects will be shown.  From the list, choose the 
object you would like to view again. 
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DELETING A FILE 
 

To delete an unwanted file, click on it once to select it and then 
click your [RIGHT] mouse button once and choose Delete from the 
pop-up menu.  You will be asked to confirm the deletion of the 
selected file(s). 

 
 

 
SEARCHING FOR FILES 

 
    If you are looking for a file but don’t know what drive or folder it was 

stored under, you can have Access search your system for it.  
Before searching, be sure you are at the location where you want 
the search to begin. 

 
If you are in a folder, Access will only search that folder and its sub-
folders.  If you select a drive, Access will search that entire drive.  If 
you select Computer, Access will search every single drive and 
folder including emails on your system. 
 

Click in this box (located towards the top 
right side of the window) to enter your 
search criteria. 

 
As you begin typing, Access begins searching through your system 
for all files that match the letters you are entering.  The more 
information you provide, the narrower the search will become. Only 
those files matching the search criteria will be displayed. 
 

 
 
WORKING WITH THE ORGANIZE MENU 
 
The button towards the top of the window (labeled Organize) allows 
you to quickly select, rename, delete, move, or copy items.  You 
can also use this menu to undo/redo actions, create a new folder, 
display or remove the properties associated with the selected item, 
and change the layout of the window. 
 
 Click on this button to access the Organize pull-

down menu.  From the resulting pull-down list, 
select the operation (e.g., cut, copy, paste, delete, 
rename) you want to perform. 
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MOVING FILES 
 

To move a database file, follow the steps outlined below: 
 

 Select the item(s) to be moved. 
 

    Choose Cut from the Organize pull-
down list. 

 
 
 
 
 
 
 
 
 
 

 Choose the new location for the selected item(s) from the list 
of available drives and folders. 

 
 

    Select Paste from the Organize pull-
down list. 

 
 
 
 
 
 
 
 
 

 
 

TIP:  To cut and paste an item using the keyboard, press 
C+x to cut and then C+v to paste. 
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COPYING FILES 
 

To copy a database file, follow the steps outlined below: 
 

 Select the item(s) to be copied. 
 

    Select Copy from the Organize pull-
down list. 

 
 
 
 
 
 
 
 
 
 

 Choose the new location for the selected item(s) from the list 
of available drives and folders. 

 
 

    Select Paste from the Organize pull-
down list. 

  
 
 
 
 
 
 
 
 

 
 

TIP:  To copy and paste an item using the keyboard, press 
C+c to copy and C+v to paste. 
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MOVING WITH DRAG & DROP 
 

There is also a feature which allows you to quickly "drag" an item to 
a new location.  Once the location is reached, you simply "drop" the 
selected item off. 

 
To move an item or group of items using the drag & drop feature, 
follow the steps outlined below: 

 

 From the Folders List section within the Navigation Pane, 
select the drive/folder containing the item(s) to be moved. 

  

 From within the right section of the window, select the item 
or group of items to be moved. 

 

 Point to one of the selected items but do not click. 
 

 Begin dragging the selected item(s) with your [RIGHT] 
mouse button to the location in the Folders List within the 
Navigation Pane. 

 

     When you reach the correct 
location, release the mouse 
button.  A pop-up menu will 
appear.  Choose Move here from 
the menu. 

 
 

NOTE: If you are dragging an object to a location on the same 
drive, Windows will assume you want to move the item 
and will automatically bold that selection in the pop-up 
menu.  However, if you are dragging the object to 
another drive, Windows will assume you want to copy 
the item rather than move it. 

 
NOTE: You can also move an object by dragging it with the 

[LEFT] mouse button.  However, if you are moving to 
a different drive, you will need to hold the S key 
while dragging in order to ensure the object is moved 
rather than copied. Be sure to let go of the mouse 
button first once you reach the destination. 
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COPYING WITH DRAG & DROP 
 

To copy an item or group of items using the drag & drop feature, 
follow the steps outlined below: 

 

 From the Folders List section within the Navigation Pane, 
select the drive/folder containing the item to be copied. 

 

 Select the file(s) or folder(s) to be copied - from within the 
right pane of the window. 

 

 Point to one of the selected items but do not click. 
 

 Drag the selected item(s) with your [RIGHT] mouse button to 
the Folders List within the Navigation Pane. 

 

     When you reach the correct 
location, release the mouse 
button.  A pop-up menu will 
appear.  Choose Copy here from 
the pop-up list. 

 
 

NOTE: If you are dragging an object to a location on the same 
drive, Windows will assume you want to move the item 
and will automatically bold that selection in the pop-up 
menu.  However, if you are dragging the object to 
another drive, Windows will assume you want to copy 
the item rather than move it. 

 
 

NOTE: You can also copy an object by dragging it with the 
[LEFT] mouse button.  However, when copying to the 
same drive, you will need to hold down the C key 
while dragging in order to ensure the object is copied 
rather than moved. Be sure to let go of the mouse 
button first once you reach the destination 
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FILE PROPERTIES 
 
USAGE:   If you would like to view the details of the current file (e.g., name, 

location, file size, total editing time, summary info), you can access 
the Database Properties dialog box, as shown below: 

 
 

Open the File Ribbon. 
 
Be sure the Info option in the pull-down list is 
selected. 

 
 

 
 
 
 
 
 
 
 
 
 
 
To the right of the screen is a preview of the current database: 
 
  
 
 
 
 
 
 
 
 
 
 
 
Click on View and edit database properties. 
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The following dialog box will be displayed: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The first tab (labeled General), displays such information as the 
name of the current file, where it is being stored, its size, when it 
was created/last modified/last accessed, and any attributes (e.g., 
read only, hidden) that have been applied to it. 
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THE SUMMARY TAB 
 

The second tab allows you to enter, edit or view summary 
information concerning the current file.  Items include a title, the 
subject, author, manager and company.  You can also categorize 
the file, add keywords, and comments. 

 
This information can be useful when searching for a file within the 
Open dialog box.  Rather than simply searching for the name of the 
file, you can search for any of these items. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Click in the appropriate box and enter or edit the information. 
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THE STATISTICS TAB 
 

The third tab contains the statistical data for the current file.  This 
information includes the date the file was created, when it was last 
modified, when it was last accessed, and when it was last printed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
There is also editing data, such as who last saved it and the total 
number of editing minutes. 
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THE CONTENTS TAB 
 

The fourth tab lists such items as the tables, queries, forms, and 
reports associated with the current file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Access displays each category (e.g., tables) and then lists each 
item within that category. 
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THE CUSTOM TAB 
 

The last tab within this dialog box is used to create your own 
custom file properties that can be used to further help you search 
for files while in the Open dialog box. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To create a custom property, follow the steps shown below: 

 

 Click in the Name box and enter a name for the property. 
 

 Click on the down arrow  beside the Type box to assign 
the type of data (text, date, numbers, yes/no) that will be 
stored in the new property field. 

 

 Click in the Value box to assign the property’s value. 
 

 To add the new property to the list, click on . 
 

When done, click  to save changes and close the box. 
 


