Index

o Symbols and
Numerics

& (ampersand), for concatenation, 108
* (asterisk)

as field name in query, 99

in queries, 93-94

as wildcard character, 67

[ ] (brackets), for query prompts, 95
(infinity symbol), 99, 100
# (pound sign), for Date/Time field, 92, 118
“ (quotation marks)

for concatenating fields, 109

for text field criteria, 92
3-D look for datasheet, 69-70

o/ o

.accdb extension, converting to .mdb, 23-24
Access
basic database parts, 10-11
launching, 11-12
shortcut keys for, 295-296
user interface (UD), 17-20
Access 2007 Workbook Videos folder, 300
Access objects, opening using Tabbed
Documents interface, 26
Access Options window
basics, 25, 27-28
choices in, 292
for setting startup form, 278
Trust Center, 30
Action Arguments pane in macro design
window, 264-265, 270, 271
action queries
append queries
creating, 126-129
defined, 125
design, 128
for single record, 129-130
source table creation, 125-126

basics, 115
delete queries
creating, 131-133
criteria for, 133-135
defined, 131
macro to run, 269-270
make table query
creating, 137-139
defined, 137
Actions pane in macro design window,
264-265
Add-ins
basics, 26
options for, 292
Advanced options, 26
aligning
controls, 200-202
text in columns, 71
Alignment commands, in Layout view, 160
All tab, on Property Sheet, 165
Allow Design View property, 177
Allow Layout View property, 177
Allow Value List Edits property, for combo
boxes and list boxes, 212
Alternate Fill Color, in Layout view, 160
ampersand (&), for concatenation, 108
AND operator, 67
antivirus software, and software setup, 301
Append dialog box, 127, 129
append queries
creating, 126-129
defined, 125
design, 128
for single record, 129-130
source table creation, 125-126
ArtistID Footer for report, 244
asterisk (*)
as field name in query, 99
in queries, 93-94
as wildcard character, 67
Attachment data type, 40
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AutoFormat gallery
for forms, 191-192, 216
for reports, 242
automating database, 291-292
AutoNumber data type
basics, 40
filtering choices, 63
as primary key, 288
sort choices, 61

ol e

background color, of rows, 69
Background Painter, in Layout view, 160
backup of database

before action query, 126

basics, 21-22, 115-116

importance of, 287-288
beep for message box, 271
blank database, creating, 13-14
Block layout, 234
bold font, 68, 159, 160
Border Color property, 210
Bottom command, for control alignment, 201
Bound Column property, for combo boxes

and list boxes, 212

brackets ([ ]), for query prompts, 95
buttons

for closing form, 253-255

to open form, 258-261

reusing, 261-262
Bytes setting for number fields, 44

oo

calculated fields
creating, 105-109
updating, 120-124
calculations
text box for display, 181-183
totals
adding to report, 243-247
calculating, 109-112
forms for multiple items with, 186-188
Can Grow property, 250
Can Shrink property, 250

capitalization, in object names, 289
Caption field property
of column, 46
of form, 173-174
of label, 166-167
captions, 289-290
cascades, 80
CD-ROM
basics, 4
contents, 300-301
copying database backup to, 22
system requirements, 299
using, 299-300
child table, 78
classic interface, 27
clearing sort, 60-61
Clipboard
basics, 290
shortcut keys for, 296, 297-298
close button, adding to form, 253-255
Close Button property, 174
closing windows, 29
collapsed view of Navigation pane, 19
color
of controls, 159-160
of font, 68, 160
of rows, 69
Column Count property, for combo boxes
and list boxes, 212
Column Heads property, for combo boxes
and list boxes, 213
Column Widths property, for combo boxes
and list boxes, 212
columns
aligning text in, 71
filtering data on multiple, 65-66
selecting in Design view, 89
sorting data by multiple, 61-62
sorting data by single, 59-60
combining multiple tables, 140-141
combo box
adding to form, 205-208
basics, 182
defined, 205
Property Sheet, 211-213
Combo Box Wizard, 206



comma format, in Layout view, 160
command button, running macro from,
268-269

Command Button Wizard

basics, 253-261

and macros, 263
Compact Database Into dialog box, 23
compacting databases, 22-23
compressing file, 23

concatenated text fields, 108-109, 183-185
Conditional Formatting dialog box, 194-195
confirmation dialog box, for updates, 118

context-sensitve menus, 291
contextual tabs, 18
Contract Address Book report, 28
Control Box property, 174
Control Margins gallery, 194
Control Padding gallery, 193
Control Wizard, 254
controls
adding and removing, 157-159
changing properties of, 166-167
changing properties of multiple, 168
conditional formatting, 194-195
Control Source property of, 181-185
defined, 154
deleting, 159
formatting, 159-162
grouping and ungrouping, 197-198
moving and aligning, 200-202
padding and margins, 192-194
right-clicking, 291
selecting, 165-166
sizing, 199-200
sizing and moving, 155-157
tab order of, 202-204
controls on reports
moving between sections, 247-248
properties, 239-241
sizing, 237-238
copy and paste, 290
copying
buttons between forms, 261-262, 290
from CD-ROM to hard drive, 4-5
corruption, 22
Count() function, 187, 188
counting records, 109-111

Create New dialog box, 276
Create tab on Ribbon
basics, 18
Forms group
Form, 145-146, 191
More Forms, 150
Multiple Items, 186
Split Form, 215
Other group Macro, 266
Other group, Query Design
appending from source table, 126
for counting records, 109
for delete query, 131
for make table query, 137
for multi-table select query, 99
for numeric calculated fields, 105
for query to add data, 97
for select query, 86
for select query for update, 116
update to calculated value, 121
update with criteria, 119
for values from multiple rows, 111
Reports group
Labels, 235
Report, 227-228
Report Wizard, 232
Tables group, Table Design, 41, 78
criteria, adding to select query, 91-92
Currency data type
basics, 39
filtering choices, 63
sort choices, 61
currency format, in Layout view, 160
Current Record button
in Datasheet view, 54
in Form view, 146, 148
cut and paste, 290

o] e

data entry
basics, 49-50
lookup column for, 42-43
properties, 175-176
with select queries, 97-99
shortcut keys for, 297-298
Data tab, on Property Sheet, 164

Index 3 75
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data types
basics, 39
filtering choices, 63
and sort choices, 61
database file, double-clicking to open, 11
database management system (DBMS), 9
database objects
options to customize creation, 25
prefix for names, 87
right-clicking, 291
Database to Compact From dialog box, 23
Database Tools tab on Ribbon
basics, 18
Database Tools group, Switchboard
Manager, 273, 276
Decrypt Database, 31
Encrypt with Password command, 31
Show/Hide group, Relationships,
74,75, 76, 78
databases
automating, 291-292
backup, 21-22
basics, 9-11
compacting and repairing, 22-23
creating
blank, 13-14
from local template, 14-15
from online template, 15-16
decrypting, 31
design planning, 288
encrypting, 30-31
opening existing, 16-17
options for, 292
saving, in different format, 23-24
Datasheet Formatting dialog box, 70
Datasheet section in split form
basics, 216
edits versus read-only, 217
Datasheet tab, 36
Datasheet view
for queries, 88
switching to, 38-40
table creation in, 35-37
datasheets
checking spelling, 57
font changes, 68
options for, 25, 292

Date and Time dialog box, 185
Date/Time data type

basics, 39

filtering choices, 63

sort choices, 61
dates

displaying on forms, 185

formatting

on forms, 167
in Layout view, 161-162

shortcut key for inserting, 298
dBase, importing data from, 283
DBMS (database management system), 9
decimal display, in Layout view, 160
Decimal Places field property, 46
Decimal setting for number fields, 44
Decrease Decimals, in Layout view, 160
decrypting databases, 31
Default Value field property, 46
default values, for new fields, 45
default view, changing, 177-178
delete query

changing select query to, 132-133

creating, 131-133

criteria for, 133-135

defined, 131
deleting

cascades for related fields, 80

controls in Layout view, 159

fields in Design view, 40

and file size, 22

records, 52-53

relationships, 78

shortcut keys for, 297
delimited text file

exporting data to, 281

importing data from, 283
design of database, planning, 288
Design View, 38-43

adding fields to table from, 40

form properties in, 171-174

inserting lookup column in, 42-43

for queries, 85-87

subform in, 220

switching to, 38-40, 154
Design View command, 36

desktop, adding Access program icon to, 12



docked Property Sheet, 165
document window, 26
Double setting for number fields, 44

oF o

Edit Relationships dialog box, 76, 77
Edit Switchboard Item dialog box,
274, 276-277
Edit Switchboard Page dialog box,
274, 276-277
editing
in Datasheet view, 50-52
in Form view, 146-148
macros
after creation with wizard, 263-266
from navigation pane, 269-271
preventing by users, 175
Switchboard, 275-278
Editing record indicator (pencil), 51
embedded macro, 263
Enabled property, of calculated control, 185
encrypting databases, 30-31
error messages
during CD software setup, 301
and corrupt database, 22
Event tab, on Property Sheet, 164
Excel, 9
Excel spreadsheet
copying records to, 290
exporting data to, 279-281
importing data from, 282-283
Explorer (Windows)
compressing file, 23
creating blank database from, 14
for database backup, 22
Export — Excel Spreadsheet dialog box, 279
exporting data
basics, 279
to Excel spreadsheet, 279-281
to other formats, 281
External Data tab on Ribbon
basics, 18
Export group
Excel command, 279
options for, 281

Import group
Excel command, 282
options for, 283

ofF e

Field List pane, 157-158
Field Properties section, in Design view, 39
Field Size property, 44-45
fields
adding
in Layout view, 157-158
to table from Design view, 40
basics, 10
creating calculated, 105-109
customizing in select queries, 88-90
Design View for changing properties,
38-43
properties, 43-47
in query, rearranging, 90
references to duplicate names in different
tables, 123
removing from query, 89
renaming in Datasheet view, 37
right-clicking, 291
shortcut keys for moving between, 298
updating to blank, 120
Fields section, in Design view, 39
File New Database dialog box, 13
Fill color, in Layout view, 160
Filter On Empty Master property, for
subforms, 223
filtering data
by form, 66-67
on multiple columns, 65-66
by multiple values, 64-65
preventing by users, 175
removing filter, 64
by selection, 62
turning filter on and off, 64
Find dialog box, 230
finding and replacing data
with Find and Replace dialog box
basics, 55-57
shortcut key for, 298
with Search box, 55

Index 3 ’ 7
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First Record button
in Datasheet view, 54
in Form view, 148
fixed-width text file
exporting data to, 281
importing data from, 283
folder
for database, 13
as trusted location, 30
font name, 160
fonts
changing, 68
for controls, 159-160
footers for report, 244, 246
Force New Page property, 249, 250
form, filtering data by, 66-67
form formatting, with AutoFormat, 191-192
Form section in split form, 216
Form selector, 172
Form view
adding records, 149
editing data in, 146-148
navigation buttons, 148-149
switching to, 154, 175
Form Wizard, 150-152
Format field property, 46
Format Painter, in Layout view, 160-161
Format tab, on Property Sheet, 164
formatting
conditional based on control values,
194-195
controls in Layout view, 159-162
gridlines, 69
numbers and dates
on forms, 167
in Layout view, 161-162
page numbers, 240-241
reports, 242
forms, 11
adding close button, 253-255
adding combo box to, 205-208
adding list box, 208-210
adding picture, 195-196
adding subform, 218-221
allowing different views, 176-177
creating, 145-146
date display on, 185

defined, 145

formatting dates and numbers, 167

modal pop-up, 178-179

multiple items with totals, 186-188

names for, 152

navigation buttons on, 255-258

opening, 258-261

properties, 171-174

versus reports, 237

reusing buttons, 261-262

running macro when opening, 269

showing and hiding elements, 174

split forms

changing look, 217
creating, 215-217

for Switchboard, 275

switching between views on, 153-154

using existing as subform, 221-222
frm prefix, 37, 87, 152, 228
function keys, uses of, 295
functions, 185-188

o(Goe

Get External Data dialog box, 283
Get External Data — Excel Spreadsheet
dialog box, 283
Getting Started with Microsoft Office
Access page
basics, 12, 13
From Microsoft Office Online section, 15
Template Categories section, 14
graphics, adding to form, 195-196
Grid command, for control alignment, 201
gridlines, formatting, 69
Group, Sort, and Total pane, 245
grouping
adding to report, 243-247
controls, 197-198
groups in user interface, 17, 18

o/ o

hackers, 29

handles of controls, 199

header for reports, 244, 246
height, of selected controls, 200



help
basics, 20, 293
on properties, 169-170
shortcut key for, 295
Help button, 17, 18
hiding form elements, 174
Home tab on Ribbon
basics, 18
Clipboard group
Copy, 261
Paste, 262, 290
Datasheet View, 39
Design View, 38, 154
Find group
Find, 55
Replace, 56
Select All, 53
Font group
Align Text Left, 71
basics, 68
Center, 71
Fill/Back Color, 69
Gridlines, 69
Records group
Delete, 52, 175
Save, 50, 149
Spelling, 57
Sort & Filter group
Advanced, 64, 66, 67
appearance of, 60
Clear All Sorts, 61
Descending, 59
Selection, 62
Toggle Filter, 64, 65, 230
Switch Windows command, 29
Views group
Design View, 88
Layout view, 154
View, 230
Horizontal ruler, in Design view, 172
HTML document
exporting data to, 281
importing data from, 283
Hyperlink data type
basics, 40
filtering choices, 63
sort choices, 61

o]e
icons for Access startup, creating, 12
ID Field Add New Field heading, 36
images, adding to form, 195-196
importing data
basics, 281
from Excel spreadsheet, 282-283
from other formats, 283

Index 3 79

Increase Decimals, in Layout view, 160, 162

Indexed field property, 46
infinity symbol (&), 99, 100

Inherit Value List property, for combo boxes

and list boxes, 212
inner join, 101
Input Mask field property, 46
Insert Picture dialog box, 196
inserting

dates and times, shortcut keys for, 298

lookup column, 42-43

page breaks in reports, 248-249
installing items from CD, 299-300
Integer setting for number fields, 44
Is Not Null, 93
Is Null, 92
italic font, 68, 160

o]o

join, changing type, 101-103

join line, in query Design view, 99, 100
Join Properties dialog box, 101, 110-111

oo

Keep Together property, 250

o/ o

Label Wizard, 234-236
labels (mailing), creating, 234-236
labels on forms

basics, 182

changing text in Layout view, 162
landscape orientation, 234
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Last Record button
in Datasheet view, 54
in Form view, 148
launching Access, 11-12
layout for form, selecting in Form Wizard, 151
Layout view. See also controls
adding existing field to, 157-158
changing control sizes in, 155-156
changing label text, 162
deleting control, 159
Format Painter in, 160-161
formatting numbers and dates in, 161-162
for reports, 237
switching to, 154
Left command, for control alignment, 201
left outer join, 102, 103
Like operator, 93
Limit To List property, for combo boxes and
list boxes, 212
Link Child Fields property, for subforms, 223
Link Master Fields property,
for subforms, 223
list box
adding to form, 208-210
defined, 205
Property Sheet, 211-213
List Items Edit Form property, for combo
boxes and list boxes, 212
List Rows property, for combo boxes and list
boxes, 213
List Width property, for combo boxes and list
boxes, 213
local template, creating database from, 14-15
location of database, 13
logo, adding to form, 195-196
Long Integer setting for number fields, 44
lookup column, inserting, 42—43
Lookup Wizard, 40, 42-43
Lotus 1-2-3, importing data from, 283

ol o

macro design window, 264-265
macros
for automating database, 291-292
creating, 266-267

defined, 11, 263
editing
after creation with wizard, 263-266
from navigation pane, 269-271
running, 267-269
main form, 219
Make Table dialog box, 138-139, 141
make table query
creating, 137-139
defined, 137
many-to-many relationships, 74
margins, for controls, 192-194
mathematical calculation display. See also
calculations
text box for, 181-183
mcr prefix, 37, 87, 228
.mdb extension, converting .accdb to,
23-24
Memo data type
basics, 39
filtering choices, 63
sort choices, 61
memory (RAM), 301
Message bar, 17, 18
message box, beep for, 271
messages
Not enough memory, 301
Setup cannot continue, 301
"You cannot save this database in
an earlier version format", 24
Microsoft Office, validating version, 16
Microsoft Office Button
location on screen, 12
Manage
Back Up Database, 21
Compact and Repair Database, 23
Save As, Access 2002-2003 Database, 24
Microsoft Office Online
for help, 20
for templates, 15
Microsoft Office Security Options
dialog box, 29
Microsoft Office Trusted Location
dialog box, 30
Min Max Buttons property, 174
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mistakes
in creating relationships, correcting, 76
in data entry, undoing changes while
editing, 51
modal pop-up forms, 178-179
Modal property, 179
modules, 11
Move handle, 199
moving between fields, shortcut keys for, 297
moving controls
basics, 200-202
in Layout view, 156-157
multiple controls, selecting, 166
Multiple Items command, 146, 186
multiple tables, combining, 140-141
multi-table queries
basics, 99-101
changing join type, 101-103
My Practice Databases folder, 4, 300

o\ o

names
for forms, 146, 152
for queries, 87
for reports, 228
for tables, 37
naming convention, 289
navigation buttons
in Datasheet view, 54
on form, 255-258
in Form view, 147, 148-149
main form and subform, 220
in Print Preview, 231
removing from form, 174
reusing, 261-262
Navigation pane
basics, 17, 18, 19
database object display, 116
editing macro from, 269-271
hiding, 278
running macro from, 267-268
New Record button
in Datasheet view, 54
in Form view, 148
New Row or Col property, 250

Next Record button
in Datasheet view, 54
in Form view, 148
Not enough memory message, 301
Null keyword, for update query, 120
null values in queries, 92-93
Number data type
basics, 39
filtering choices, 63
sort choices, 61
numbers
in calculated fields, 105-107
formatting
on forms, 167
in Layout view, 161-162

o () o

object designers, options for, 292
objects
naming convention, 289
Property Sheets for, 163166
right-clicking, 291
ODBC database, importing data from, 283
Office. See Microsoft Office
OLE Object data type, 40
On Load property of form, 269
On Open property of form, 269
one-to-many relationships, 73
one-to-one relationships, 73
creating, 76
online template, creating database from,
15-16
open database
compacting and repairing, 23
options related to current, 25
Open dialog box, 16
open view of Navigation pane, 19
opening
database exclusively, 31
existing database, 16-17
forms, 258-261
options for Access, 24-29
OR operator, 67
orphan records, 78
Other tab, on Property Sheet, 165
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outer joins Print command, 231
basics, 102, 103 Print dialog box, shortcut key for, 298
for Find Unmatched query, 103-104 print orientation, portrait versus
Outlook landscape, 234
basics, 9 print preview, for reports, 230-232
importing data from folder, 283 printing. See also reports
Overlapping Windows interface, 27-29 labels, 236
prompt, for query criteria, 94-95
o ’9 ) proofing, options for, 292
properties
padding for controls, 192-194 of controls
page breaks in reports changing multiple, 168
groups and, 246 changing single, 166-167
inserting, 248-249 for data entry, 175-176
page header for report, 244 defined, 163
page numbers, formatting, 240-241 of fields, 43-47
Paradox, importing data from, 283 of forms, 171-174
parent table, 78 help on, 169-170
password of report sections, 249-250
for encrypted database, 30 Property Sheet
prompt for, and corrupt database, 22 for combo boxes and list boxes, 211-213
Password Required dialog box, 31 for command button, 268-269
Paste Append, 290 for controls, 168
Paste Table As dialog box, 116, 125-126, 290 for controls on reports, 239-241
pasting buttons between forms, 262 displaying and navigating, 163-165
pencil icon (Editing record indicator), 51 docked or undocked, 165
percent format, in Layout view, 160 for form, 174
pictures, adding to form, 195-196 for reports, 241
planning database design, 288 for split form, 217
pop-up forms, modal, 178-179 for subforms, 222-223
Pop Up property, 179 publishers, setting up trusted, 29
portrait orientation, 234
pound sign (#), for Date/Time field, 92, 118 PY 0 PY
prefix -
for form name, 152 qry prefix, 37, 87, 228
naming convention and, 289 queries
for query name, 87 changing existing to create new, 104
for report name, 228 Datasheet view for, 88
for table name, 37 defining, 10, 85
Previous Record button multi-table, 99-101
in Datasheet view, 54 null values in, 92-93
in Form view, 148 prompt for criteria, 94-95
primary key rearranging fields, 90
basics, 41, 79 removing fields from, 89
importance of, 288 syntax for creating calculated field, 106

for imported data, 282 wildcard characters in, 93-94
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Query By Example (QBE) grid
adding Delete row to, 134
basics, 86, 87, 91

Quick Access toolbar
basics, 17, 18
options for, 292

Quick Launch toolbar
adding Access program icon to, 12
starting Access from, 11

quotation marks (*)
for concatenating fields, 109
for text field criteria, 92

o R o

RAM (memory), 301
RDBMS (relational database management
system), 10
Record selector
in Datasheet view, 52-53
in Form view, 147
removing from form, 174
records
adding in Form view, 149
adding to table, 49-50
appending single, 129-130
basics, 10
counting, 109-111
deleting, 52-53
editing, 50-52
primary key
basics, 41, 79
importance of, 288
for imported data, 282
saving in Form view, 150
shortcut keys for manipulating, 297
sorting in query, 90-91
referential integrity, 78-81, 99
related table, subform for display
on form, 218
relational database management system
(RDBMS), 10
relationships
creating, 76-77
defining, 73-74

deleting, 78
editing, 77
primary keys and, 288
with referential integrity, 79-80
Relationships window, 74-75
removable media, database backup to, 22
removing data. See deleting
repairing databases, 22-23
Repeat Section property, 250
replacing data. See finding and replacing data
ReplicationID setting for number fields, 44
Report Footer, 244
Report view, 229-230
Report Wizard, 232-234
reports
adding grouping and totals, 243-247
basics, 11
Contract Address Book, 28
creating, 227-228
defined, 227
formatting, 242
formatting page numbers, 240-241
versus forms, 237
moving controls between sections, 247-248
page breaks in, 248-249
print preview for, 230-232
properties, 241
right-clicking, 291
saving, 228
sizing controls, 237-238
Required field property, 46
Resizing cursor, 187, 199
Ribbon. See also Create tab on Ribbon;
Database Tools tab on Ribbon; External
Data tab on Ribbon; Home tab on Ribbon
basics, 17, 18
versus right-clicking objects, 291
shortcut keys for, 295
Right command, for control alignment, 201
right outer join, 102, 103
right-clicking, 291
Row Source property, for combo boxes and
list boxes, 212
Row Source Type property, for combo boxes
and list boxes, 212
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rows
adding values from multiple, 111-112
limiting number of updates, 119
rpt prefix, 37, 87, 228
RTF files, exporting data to, 281
rulers, in Design view, 172
running macros
from command button, 268-269
from navigation pane, 267-268

oS e

Save As dialog box, 21, 37, 295
saving
database, in different format, 23-24
macros, 266
records in Form view, 150
reports, 228
sorted table, 60
tables, 37
screen tips, options for, 292
Scroll Bars property, 174
scrolling, shortcut keys for, 298
Search box
in Datasheet view, 54, 55
in Form view, 147, 148
searches, for help, 293
sections of reports
moving controls between, 247-248
properties, 249-250
security
basics, 29-31
and macros, 270
select queries
to add data, 97-99
adding criteria, 91-92
changing to delete query, 132-133
changing to make table query, 138-139
creating
in Datasheet view, 88
in Design view, 85-87
customizing fields in, 88-90
defining, 85
for delete query, 131-132
for make table query, 137-138

sorting data in, 90-91

for updates, 116-117
selected row, appearance of, 53
selecting

all records, 53

controls on form, 165-166

form for property changes, 172
selection, filtering data by, 62-63
Set Database Password dialog box, 31
Setup cannot continue message, 301
SharePoint List

exporting data to, 281

importing data from, 283
Shift key, for selecting multiple controls, 166
shortcut keys

for data entry, 297-298

for using Access, 295-296
Show Date Picker field property, 46
Show Only Row Source Values property, for

combo boxes and list boxes, 212

Show Table dialog box, 74-75, 86
Single setting for number fields, 44
Size handles, 199
size of font, 68, 160
sizing controls

basics, 199-200

in Layout view, 155-156

on reports, 237-238
Sort indicator, 60
sorting report groups by field, 246
sorting table data

clearing sort, 60-61

by multiple columns, 61-62

in select query, 90-91

by single column, 59-60
Source Object property, for subforms, 223
source table

appending records from, 126-129

creating, 125-126
spaces, in object names, complications

from, 289

spelling check, 57
Spelling dialog box, shortcut key for, 298
Split Form Datasheet property, 217
Split Form Orientation property, 217
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split forms
changing look, 217
creating, 215-217
splitter bar, in split form, 217
spreadsheet in Excel
copying records to, 290
exporting data to, 279-281
importing data from, 282-283
SQL (Structured Query Language), 10
SQL View, 95-96
Stacked command, 198
Start menu, adding Access program
icon to, 12
starting Access, 11-12
startup form, setting, 278
Status bar, 17, 18
Structured Query Language (SQL), 10
style for form, selecting in Form Wizard, 151
Subform Wizard, 219
subforms, 218-221
properties, 222-223
using existing form as, 221-222
Sum() function, 188
Switchboard
benefits, 292
creating, 273-275
editing, 275-278
opening when opening database, 278
Switchboard Manager, 273-274
for editing Switchboard, 276-277

oJ o

Tab Index property of controls
basics, 204
manually changing, 208
Tab Order dialog box, 210
tab order of controls, 202-204
Tabbed Documents interface, 26-27
tables
adding fields from Design view, 40
adding records, 49-50
adding to Relationships window, 74-75
basics, 10
combining multiple, 140-141

creating
in Datasheet view, 35-37
in Design view, 41
editing records, 50-52
making backup copy, 116
multiple with same field names, 123
sorting data, 59-62
updating values from another, 122-124
tabs in Ribbon, 17, 18
tape backup, copying database to, 22
Tasks template, 14
tbl prefix, 37, 87, 228
templates for databases
basics, 13
creating database from local, 14-15
creating database from online, 15-16
text, aligning in columns, 71
Text box
basics, 182
for mathematical calculation display,
181-183
for totals, 188
Text data type
basics, 39
filtering choices, 63
sort choices, 61
text fields, concatenated
creating, 108-109
into single text box, 183-185
text files
exporting data to, 281
importing data from, 283
3-D look for datasheet, 69-70
time, shortcut key for inserting, 298
To Fit command, for control sizing, 200
To Grid command, for control
sizing, 200
To Narrowest command, for control
sizing, 200
To Shortest command, for control
sizing, 200
To Tallest command, for control sizing, 200
To Widest command, for control sizing, 200
Toggle Filter command, 230
Top command, for control alignment, 201

325
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totals

adding to report, 243-247

calculating, 109-112

forms for multiple items with, 186-188
troubleshooting, 301

errors when creating relationships, 76
Trust Center

basics, 26, 29-30

options for, 292

o lf o

UI (user interface), 17-20
underlined font, 68, 160
undocked Property Sheet, 165
undoing changes while editing
basics, 51
shortcut keys for, 297
ungrouping, controls, 197-198
update queries
for calculated fields, 120-124
cascading, 80
creating, 116-119
with criteria, 119-120
defining, 115
USB drive, copying database backup
to, 22
Use Control Wizards command,
206, 219, 254
user interface (UD), 17-20
users
controlling access to objects by, 273
preventing editing and filtering by, 175

o[/ e

validating version of Microsoft Office, 16
Validation Rule field property, 46
Validation Text field property, 46
values of field
basics, 10
conditional formatting based on, 194-195
updating from another table, 122-124
Vertical ruler, in Design view, 172
videos, 4

views

allowing different, 176-177

changing default, 177-178

switching between on form, 153-154
Visible property

of controls, 259

of section, 250
Visual Basic for Application (VBA), 11

o ([ o

width, of selected controls, 200
wildcard character
* (asterisk) as, 67
in queries, 93-94
windows, closing, 29
Windows Explorer
compressing file, 23
creating blank database from, 14
for database backup, 22
Windows SharePoint Services, 15
wizards
Combo Box Wizard, 206
Command Button Wizard
basics, 253-261
and macros, 263
Control Wizard, 254
editing macro created with, 263-266
Form Wizard, 150-152
Label Wizard, 234-236
Lookup Wizard, 40, 42-43
Report Wizard, 232-234
Subform Wizard, 219
Use Control Wizards command,
206, 219, 254
Word, exporting data to, 281

o X o

.x1s file extension, 279
.x1sb file extension, 279
.x1sx file extension, 279
XML file
exporting data to, 281
importing data from, 283
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Yes/No data type zipping file, 23
basics, 40 Zoom Slider, in Print Preview, 231
filtering choices, 63 Zoom window
sort choices, 61 shortcut key for, 296, 298

"You cannot save this database
in an earlier version format"
message, 24












