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ampersand (&) operator, 236, 369
AND clause, 577
And operator, 99, 216, 526
Anonymous access to SharePoint, 470
Append a copy of the records to table
radio button, 175

Append action query, 244
Append dialog box, 246-247
Append query, 246-248
Applicable Filter dialog box, 146
applications

packaging and signing, 461-464

running from within Access,

430-431

ApplyFilter action, 418
arguments

declaring, 536-537

in Macro Builder, 395

for macros, 394

optional, 497

working with multiple, 537-538
arithmetic operators, 515-516
Arrange tab, 21
array elements

initializing, 513

referencing, 510

using, 512
Array() function, 513
arrays

assigning to other arrays, 512-513

declaring, 510-511

initializing elements of, 534-535
ASC modifier in SQL, 584
ascending sort in SQL, 584
ascending/descending sort button, 153
Assets template, 11-13
Attachment data type, 66
Attributes property, 447
Auto start argument, 415
AutoFormat tool, 285
AUTO-GEN data type, 70
auto-generated primary key, 70
automation, planning for, 502-503
AutoNumber data type, 65-66
AutoNumber field, 95
Avery labels, 341
Avg built-in function, 233
AVG SQL calculation function, 581
Axis tab, 390

backed-up database, restoring, 442
backing up databases, 48, 440-442
backup slides, 384
backups, not overwriting existing, 452
Bcc: argument, 430
Beep action, 425
Beep argument, 396
Begins With text filter, 137
Between filter, 139
Between operator, 218
BETWEEN operator in SQL, 578
binary objects, 66
blank database, 14-15, 79-80
blank fields, 151, 579
Blank Report, 352-354
blank values, finding, 129
Block layout option, 350
BOF (beginning of file) property, 573
Boolean data type, 37
Boolean values, 66
bound controls, 275, 282-283
bound images, 372
Bound Object Frame control, 296, 297
Bound OLE controls, 315, 316
bound text box, 309
brackets ([]), 128, 232, 525, 562
breakpoints, 410
Brush icon, 120
bugs, 407
built-in formats, 285
built-in forms, 273-274, 279, 280-285
built-in functions
calling, 526
categories of, 543
finding out about, 233
identifying for procedures, 542-543
setting criteria for, 234-235
using, 233-234, 541-543
using for programming, 565-567
built-in reports, 340-341
built-in templates for labels, 363
Bullets tool, 121, 122
Button control, 493
Byte predefined size, 65
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C

calculated data, 45, 62
calculated fields, 259
calculated information on reports, 341
calculated query field, 231-232
calculating controls, 276
calculation queries, 231-241
calculations
building into reports, 349, 350
changing in PivotCharts, 267
on a form versus a report, 340
performing with text, 236
updating using, 587
using, 309-310
calendar, picking a date from, 112
Can Grow property, 360
Can Grow Textbox property, 369
Can Shrink property, 360
Can Shrink Textbox property, 369
CancelEvent action, 426
caption for each data element, 67
Caption property, 354
Cartesian join, 228
Cascade Update Related Fields check
box, 125, 126
cascading updates, 124-126
Case <expression> statements, 529, 530
Case <test expression>, 529
CBF (code behind form), 488
CBR (code behind report), 488
Cc: argument, 430
CDate() function, 560
cells, copying from Excel, 163
CGI program, 46
characters
adjusting using properties, 276
copying from a string, 545-547
CharPoint Administration tool, 471
Chart wizard, 386-388
charts
building, 386-388
choosing, 381-385
converting to images, 389
creating, 385-390
editing, 388
labeling, 382-383
modifying, 389-390

Check Box control
creating, 330
described, 296, 297, 298, 320, 321,
328
events for, 323
Choose Builder dialog box, 494
cleaning databases, 451
cleanup, 450
Clip setting, 373
Clipboard, 118
Clipboard tool, 118-120
Close action, 426
Close method, 574
code behind form (CBF), 488
code behind report (CBR), 488
Code Builder. See Visual Basic Code
Builder
Code page argument, 424
Code window, testing procedures, 491
Collate copies argument, 429
color tool for lines, 283
colors, 116-117
column headings, 260
columnar form, 272
columnar report, 341
columns
in datasheets, 113-114
defining a primary key, 38
in tables, 34
combo box, 333-334
Combo Box control
described, 296, 297, 298, 320, 321
using, 332-334
comma delimited file, 176
Command Button control, 296, 297,
320, 321
Command Button wizard, 334-335
CommandO_Click procedure, 494
Command0_Click sub procedure, 495
commands
adding to the Quick Access toolbar,
7,8
choosing on the Ribbon, 5
comments in Macro Builder, 395
commercial certificate authority (CA),
462
Common Button control, 334-335
Common Expressions folders, 238
common sense, 439-440
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Compact and Repair Database, 445, 452
compacting

data, 49

databases, 442-445, 450
comparison operators, 98-99, 516

compiling
procedures, 491-492
VBA code, 451

complex queries, 197
complex reports, testing, 343-344
compound logical expression, 528
compound primary key, 69-70
computer bugs. See bugs
computer program, 32
concatenation clause in SQL, 577
concatenation of text fields, 236
concatenation operator (&), 236
concatenation operators, 517
Conditional controls, 280
Conditional Formatting dialog box,
280-282
conditional processing, 526
conditions
creating for actions, 405-406
multiple, 528-529
setting for an action, 404—407
setting for macros, 394
specifying multiple, 577-578
testing, 529
constants, 99, 505
Constants folder in Expression Builder,
238
Contacts template, 108
Contains option, 137
Contents tab, 447
contextual tabs, b
Continuous labels, 364
control bar, 18
Control Source property, 276, 328
Control wizards, 327-328
controls
aligning, 302
available for forms, 296-297
calculating, 276
changing characteristics of, 300
choosing for forms, 295-299
copying and deleting, 303
creating and linking procedures to,
493-495

creating from fields, 275-276
data sources for, 276
deleting from a form, 285
described, 295
enabling, 324-327
for forms, 275
on forms, 295-317
growing and shrinking, 360
instances of, 304
macros interacting with, 419-421
making visible, 327
on a modal dialog, 287-288
naming, 303-305
placing onto forms, 299-300
positioning on forms, 523
prefixes for naming, 305
repositioning in a form, 285
selecting, 300-301, 420
setting the tab order for, 306-307
setting the value of, 427428
sizing, 300-301
Controls group, 275, 320
conversion functions, 558-560
converted macros, 499-500
Copies argument, 429
copy and paste, 162-166
corner size handles, 373, 374
corrupt data, 49
corrupt database, repairing, 452
Count, 123
Count built-in function, 233, 234
COUNT SQL function, 582
counter variable, naming, 535
counting records, 564-565
Create Digital Certificate dialog box,
462
Create Microsoft Access Signed Package
dialog box, 462
Create New dialog box, 103-104
Create tab on the Ribbon, 28
criteria, writing complex, 214
criteria for builtdin functions, 234-235
Crosstab query, 257-259, 260-261
Crosstab query type, 197
Crosstab wizard
limitations of, 259-260
using, 256-259
Crosstabs, 255-256
CStr() function, 559, 560
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Currency data type, 65

custom labels, 366367

Customize Quick Action Toolbar
option, 7

customized property, 448-449

D

data
calculated, 62
calculating, 45, 581-582
compacting, 49
comparing valid, 41
converting, 167
corrupt, 49
decomposing information into,
61-62
defined, 18, 33, 61
describing, 63-69
differentiating from information,
33-34
display of, 44-45
finding, 416-417
grouping and ordering in SQL,
582-584
importing and exporting, 157-191
locating the source of, 437
old, 436
organizing, 34-35
outputting, 414-415
retrieving from a database, 570-573
selecting from a table, 574-580
sharing, 45
supplying missing, 487-488
using to create information, 34
data backup, 48-49
Data Definition query, 225
data entry
avoiding, 158
combo box values for, 123
described, 38-39
forms used for, 339
shortcuts for, 130-132
streamlining, 427-428
data entry form, 40, 76-77
data integrity, 92
Data Labels tab, 390
Data mode argument, 414, 419
data security, 47
data series, 388, 390

data size, 37
data sources for a control, 276
data substitution, 436
data type(s)
available for variables, 506-507
changing in Design view, 95, 96
converting, 188, 558
for custom properties, 448
described, 37, 63-66
matching field with variable,
507-508
of a parameter, 487
setting, 82—-83
size for, 37
specifying for variables, 506
storing different in the same array,
511-512
Data Type column, 95
Data Type combo box, 82, 83
data validation, 40—41
data views, 22—-25
database(s)
backing up, 440-442
for a business operation, 10
cleaning, 451
compacting, 442-445, 450
creating, 79-80
dealing with growing, 449-451
defined, 32
defragging, 443-444
designing, 55-77
encrypting, 48, 464-467
entering data into, 38-39
importing from, 168
macros interacting with, 413-418
managing and maintaining,
435-452
moving to SharePoint, 477-478
multiple backups of, 440
naming, 12, 15, 80
importing/exporting, 160
preventing garbage information
from entering, 436
querying, 41-43
repairing corrupt, 452
retrieving data from, 570-573
from scratch, 14-15
securing, 4565-456
from templates, 11-14
in trusted mode, 458-459
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database actions, 414-418

database applications, 32-33, 158
database design, normalizing, 74-75
database fragmentation, 443
database information on reports, 341

database management system. See DBMS

database objects, 160, 187
database properties, 445-449
database server, 223
database sharing, 442
database templates. See templates
Database Tools tab, 28—29
data-entry errors, minimizing, 438-439
datasheet(s)
advantages of using, 113-117
copying data to another, 166
described, 39-40, 272
differentiating from forms, 272
dressing up, 120-121
entering and editing data, 107-108
exporting Excel, 164
exporting records into Word, 166
modifying appearance of, 121
datasheet form, 273, 279
Datasheet Formatting dialog box, 121
Datasheet tab, 29, 83
Datasheet view
creating a table in, 81-94
described, 22, 23, 39-40, 80
date(s)
built-in functions for, 556558
changing the format of, 550
converting, 559-560
entering, 359-360
inserting in a form, 283
inserting in reports, 376-378
picking, 112-113
Date Filters, 140
Date() function, 360, 556
date literal, 505
Date Time dialog box, 283
DateAdd() function, 557
DateDiff() function, 557-558
Date/Time data type, 37, 65
Date/Time filters, 139-141
datum. See also data
assigned to each field, 34
DAvg() function, 565
Day() function, 557

dBase, 185, 189
DBMS (database management system),
31, 32
DCount() function, 564-565
debugging macros, 407-410
decimal places, 67-68
Decimal predefined size, 65
decimal value, formatting, 84
deciphering, 465
decisions
Access 2007 making, 526-531
making within macros, 406-407
Declaration Section of a module, 489
declaring
arrays, 510-511
parameters, 487
decomposing, 61-62
deconstructing entities, 58-61
Decrease indent tool, 121, 122
Decrypt Database, 467
Default Formatting controls, 280
default value(s)
for a data element, 67
entering manually, 97
Default Value property, 329
Definition Only option, 172
defragging databases, 443-444
Delete action query, 244
Delete Columns, 213
DELETE FROM statement, 587
Delete line, 251
Delete query, 250-252
Delete Rows tool, 96
Delete tool, 86, 122
delimited text file, 177-179, 186
delimiter, 176
dependent procedures, 488
DESC modifier in SQL, 584
Description column, 95
design, 55, 78
Design tab, 320
Design view
creating tables in, 94-97
described, 19-20, 23-24, 26, 80
entering, 94
exploring, 95
field properties in, 97
sections of, 26
designers, 44
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design-in-browse, 81
designing reports, 342
destination database, 159, 160, 168
destination datasheet, 166
destination table, 246, 248
Detail section
of a form, 19, 20, 274
of a report, 345
detail table, 73-74
digital certificates, 462, 463
digital signature, 456
Dim statement, 506
disable mode, 245
disabled content, enabling, 464
disabled controls, 322
disabled mode, 457
disabled objects, enabling, 458
discussions on SharePoint, 471
DISTINCT modifier, 579
DLookup() function, 560-561, 563
DMax () function, 565
DMin() function, 565
Do Until...Loop, 532, 533
Do While...Loop, 531, 532
Do...Loop, 531-534
Do...Loop Until, 532, 533
Do...Loop While, 532-533
DoCmd object, 497
Document Library
checking out a document, 475
creating, 473-474
deleting a document, 475-476
described, 471, 472-473
returning a document to, 475
uploading a document in, 474
Does Not Begin With text filter, 137
Does Not Contain option, 137
Does Not End With text filter, 137
Does Not Equal filter, 135
domain built-in functions, 560
dots in a modal dialog, 286-287
Double predefined size, 65
Down argument, 420, 422
DSum () function, 565
duplicate objects, importing, 160
duplicate values, allowing, 50
duplicates, 58-60, 579
dynamic arrays, 510-511
dynaset, 42—43, 198, 243

E
Echo action, 427
Echo On argument, 427
Edit in Datasheet tool, 472
Edit Message argument, 430
edit mode for a chart, 389
Edit Relationships, 103
Edit Relationships dialog, 125, 126
electronic forms, 439
Else statement, 527
e-mailing

objects, 429-430

reports, 376
embedded OLE objects, 450
embedding

macros, 395

SQL statements, 570
empty cells, 261
empty modal dialog, 286
enabled controls, 322
Enabled property, 322, 525
enabling controls, 324-327
Encoding argument, 415
encrypting a database, 464-467
encryption

of databases, 438

described, 464—465
End Select statement, 529
end-of-line character, 176
Ends With text filter, 137
entities, 56-57, 58-61
EOF property, 572, 573
equal operator (=), 405

equals expression in Query Design,

Equals filter, 135
Equi-join, 227
error message box, 491, 492
errors
potential sources for, 437-438
reducing, 438-440
event procedure, modifying, 495
Event tab, 401
events
assigning macros to, 402-404
cancelling, 426
choosing, 402
described, 394, 485
examples of, 321-322

instructions for common, 324

214
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events (cont.)
linking subprocedures to, 485
names of, 402
reacting to, 321-322
running macros in, 401-404
selecting, 323
Excel
action queries with, 244
creating a delimited text file, 177
exporting to, 164-165, 186
importing from, 162-164, 173-176
exchanging information, 47
Execute method, 574
Exit Do statement, 534

Export - SharePoint site dialog box, 479

Export wizard, 166-167, 185-190
exporting
essentials of, 159-162
examining, 157-158
information from and to Access,
422-424
Expression Builder
exploring, 98-99
modifying a filter, 149-151
sections of, 238
using, 97-100, 237-240
Expression property, 428
expressions
common, 99-100
composing statements, 515
creating, 519-520
described, 98, 149
looking inside, 515
rules when evaluating, 99
in the Zoom dialog box, 232
External Data tab, 28, 185

F

False, 238

field(s)
about, 36
adding from another table, 87-88
creating controls from, 275-276
in databases, 18
deleting and inserting, 86
displaying, 114, 212-213
entering new, 95
finding blank in SQL, 579
freezing and unfreezing, 115-116

hiding, 113

identifying in a text file, 176

making unique and required, 85

moving, 116

naming, 35, 36, 92

one as the primary key, 69

renaming, 83-84

required, 68

selecting all, 577

selecting for labels, 365, 366

selecting for reports, 348

selecting in Query Design, 212

selecting in the Simple Query wiz-
ard, 199

selecting multiple, 116

setting the data type for, 82

setting the format for, 84-85

setting the value of, 427-428

sorting multiple, 153-154

specifying in an expression, 231-232

in tables, 34, 35
updating multiple, 587
field alignment, 180
field data types, 507-508
field description, 95-96
Field List
containing all fields, 352
dragging an image field from, 372
of existing fields, 88
for forms, 282283, 284
field name, changing, 83-84
Field Name column, 95
field properties, 97
field templates, 87
field values of a table, 519
File name argument, 423, 424
file types, blocked by SharePoint, 471
filter(s)
common, 135-141
examining, 133-153
removing, 418
using, 418
Filter By Form, 141-147
filter criteria
described, 133
in Filter By Form, 142-143
modifying, 143, 144
Filter name argument, 418, 419, 421
Filter tool, 151-153, 472
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“Filtered” indicator, 137
filtering values, 143
Find and Replace dialog box, 126-130
Find Duplicates query, 207-208
Find First argument, 417
Find tool, 127
Find Unmatched Query wizard,
208-209, 227
Find what argument, 416
FindNext action, 417
FindRecord action, 416
First built-in function, 233
first normal form, 74-75
fixed width field, 177
fixed width text file, 179-181, 186
fixed-size array, 510
focus
control having, 322
control losing, 322
described, 111
giving to an object, 415-416
folders in Expression Builder, 238
Font group of tools, 120-121
Font tab, 389
footers, 291, 344
For...Next statement, 534-536
foreign keys, 71, 124
form(s)
advantages of using, 108-113
building from scratch, 288
changing lines on, 283
choosing controls for, 295-299
controls for, 275
converting to reports, 293-294
creating, 273-274, 290, 522-523
creating simple, 493
creating single record, 279
described, 44, 271
designing, 19-20, 76-77
differentiating from datasheets, 272
entering and editing data in, 107
importing/exporting, 161
inside look at, 271-272
macros interacting with, 419-421
opening, 419
organizing with tabs, 311
placing ActiveX controls on, 336
placing controls onto, 299-300
printing, 293

versus reports, 339-340
resizing, 288-289
sections of, 19, 274
as a subform, 335, 336
tabbing through, 110-112
taking up space in a database, 449
types of, 272-273
using, 292-293
using controls on, 295-317
working with values on, 522-523
Form Designer, 288-291
Form Designer tool, 274
Form Footer, 19, 274, 291
Form Header, 19, 274, 291
Form name argument, 419
form objects, 110
form properties, 290-291
form report. See columnar report
Form View button, 286-287
Form views, 16, 18-21
Form wizard, 274, 276-279
Form wizard dialog box, 277
format, 66, 84—85
Format Axis dialog box, 389
Format Data Series dialog box, 390
Format() function, 549-550
Format Gridlines dialog box, 389
Format property of a control, 328
Format tab, 21
Format tool, 84, 85
formatting
numbers on a form, 282
strings, 549-550
used for data, 66
Formatting tab, 280
form/report modules, 488, 489
Forms folder in Expression Builder, 238
Forms group, 273-274
formulas, 62
fragmentation, 443
free-form data, importing, 165
free-form form. See tabular form
Freeze Columns option, 115
From Microsoft Office Online section,
10, 11
FROM statement, 574-577
full-screen form. See columnar form
function procedures, 485-486, 538-539



626

INDEX

functions
calling a sequence of, 488
calling built-in, 542
list of, 99
in VBA, 431
Functions folder in Expression Builder,
238

G

galleries, 6
game form, building, 553-554
garbage information, 435-442
“garbage in, garbage out”, 39
Get External Data - SharePoint Site
wizard, 478-479
Getting Started with Microsoft Office
Access screen, 9-10

GoToControl action, 420
GoToPage action, 420
GoToRecord action, 417
graphs

choosing, 381-385

creating, 385-390
graphs form, 273
grayed controls, as disabled, 322
Greater Than filter, 139
Greater Than or Equal To option, 138
greater-than (>) operator, 98-99
grid, formatting on a form, 282
grid lines, 116-117, 389
gridlines, 286—287
Gridlines group, 282
GROUP BY clause, 582-583, 584
Group Footer, 345, 356-358
Group Header, 344, 356-358
Group section, 357-358
Group, Sort, and Total pane, 357
GroupBy built-in function, 235
grouping intervals, 349
groups of related information, 60-61
groups/totals report. See tabular report
growing databases, 449-451

H

hard drives, crashing, 48

Has field names argument, 423, 424
HAVING clause, 583

headers, 291, 344

heavyweight objects, 450

Height argument, 422

hidden fields, 114

hiding controls, 322-323

Home tab, 27, 28, 118-124
horizontal bar chart, 383
hourglass, displaying, 425

HTML document, 183, 189
HTML table name argument, 424
Hyperlink data type, 66

I

ID field, renaming, 96
If statement, 236-237
If...Then...Else...End If statement, 527,
566
If... Then...End If statements, 526, 528,
554
IFF() function, 566
Image controls
assigning an image to a report, 372
described, 296, 297
modifying settings, 373-374
using, 314-317
images, 372-375, 389
IME properties, 97
Import Objects dialog box, 168-169,
172
import shortcuts, 170-171
Import Spreadsheet wizard, 173-174
Import Text wizard, 178-179
Import wizard, 166-167, 168-185
Import wizard for Excel, 173
importing
from and to Access, 422-424
essentials of, 159-162
examining, 157-158
turning options on and off, 171-172
importing/exporting, pitfalls of, 159
IN clause, 586
IN modifier, 580
In Navigation Pane argument, 416
In operator, 100, 217-218
inconsistent spelling, 436
Increase indent tool, 121, 122
independent procedures, 488
index, array element’s number as, 512
indexes, 49-51
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indirect access to a local network, 46
infected database, 440
infinity symbol, 210, 211
information
breaking down into data, 33-34
decomposing into data, 61-62
defined, 33
differentiating from data, 33-34
encouraging review of, 440
exchanging, 47
finding duplicate, 58-60
groups of related, 60-61
reviewing already entered, 439
transforming into a table, 62-63
information gap, 438
inline If statement, 236-237, 566
inner join. See Equi-join
input control, 299-300
input mask, 310-311. See also mask
Input Mask wizard, 100-101, 310-311
Input Method Editor tool, 97
Insert ActiveX Control dialog box, 336
Insert Image dialog box, 314
INSERT INTO statement, 585
Insert Page Number control, 376
Insert Picture dialog, 373
Insert tool, 86
instance of a control, 304
instances, 72
InStr() function, 543-544, 545, 546
Int() function, 554
Integer predefined size, 65
intelligent controls, 296, 319-321
intelligent forms, 319
Internet
local network versus, 46—47
SharePoint site available from, 470
Intranet, 470
IS NULL clause, 586
IS NULL operator in SQL, 579
Is Required check box, 85
IsNull() function, 566-567
IsNumeric() function, 526
Item property, 428

J

Join Properties dialog box, 228
joining tables, 227-228, 580-581

K

key, picking, 50

key icon, 96

keyboard shortcuts. See shortcuts
keystrokes, transmitting, 429
Keystrokes argument, 429

label(s)

changing on tabs, 313

creating, 275, 363-367

fine-tuning, 365

printing, 366

sorting, 365

types of, 364
Label control

described, 296

placing, 356

using, 307-308

working with, 299-300
labeling charts, 382-383
Landscape orientation, 350
Last built-in function, 233
layout options for reports, 350
Layout view, 20-21, 26
LCase() function, 548
leading spaces, 547-548
Left() function, 547
Left Outer Join, 227
Left-to-Right tool, 122
legend, adding to a PivotChart, 266
Len() function, 545, 546, 547
Less Than filter, 139
Less Than or Equal To option, 138
less-than (<) operator, 99
lightweight objects, 450
Like operator, 99, 218
LIKE operator in SQL, 578-579
line breaks, 370-372
line charts, 383
Line controls, 287-288, 296, 297,

313-314

lines

changing on a form, 283

using in reports, 378-379
linked tables, importing, 161
linking

described, 315

tables, 71
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list box, 333-334
List Box control, 296, 297, 298, 320,
321, 332-334
lists
dividing, 60-61
making, 58, 59
on a SharePoint site, 471
literals, writing, 504-505
local expressions, 98
local network, 45-47
Local Templates, 11
logical bugs, 407, 408
logical errors, 521
logical expression, 394, 404, 526, 528
logical operators, 516-517
logo, 283, 372, 374
Long Integer predefined size, 65
Look for tab, 143, 144, 147
lookup column, 89-94
lookup fields, 91-92, 161
lookup list, 102-103
Lookup wizard, 68-69, 89, 93
loops, 531-536
Lotus 1-2-3, 185, 189
LTrim() function, 548

M

Macro Builder, 395-396

macro group, 394, 398-399

macros
assigning to an event, 402-404
comparing to procedures, 496-497
converting to VBA, 498-500
creating, 395-399
debugging, 407-410
decisions within, 406407
defined, 28, 393
embedding, 395
finding out about, 393-395
hiding the results of, 427
kinds of, 394
modifying, 410-411
replicating in procedures, 497
retesting, 411
reviewing converted, 499-500
running, 393, 399-404
stopping, 426

Mail Merge document, 190-191

mail merge report, 341, 367-370
mailing labels, 341
main/subforms form, 273
Make Table query, 252-253
Make Table action query, 244
Make Table dialog box, 252-253
Manage Data Tasks dialog box, 171
manual system, converting to a comput-
erized, 56
many-to-many relationship, 72, 73-74
margins, setting, 6
markup language, 181
mask, 66. See also input mask
Match argument, 416
Match case argument, 416
mathematical expression. See expres-
sions
Max built-in function, 233
MAX SQL calculation function, 582
Maximize action, 421
Me special keyword, 519, 525, 562
memo data type, 64
Memo fields, 310
menus, replaced by tabs, 5
Merge with Word, 190
message
for a chart or graph, 382
focusing on, 384
telling what it means, 385
Message argument, 396
message bar, hiding, 464
message box, 398, 399
Message Text argument, 430
meta data, 36
Microsoft Office Access 2007. See Access
2007
Microsoft Office Security Options dia-
log box, 464
Microsoft Office Trusted Location dia-
log box, 460
Microsoft Web site, 11
Mid () builtsin function, 543, 545
Min builtin function, 233
MIN SQL calculation function, 582
Minimize action, 421
missing data, supplying, 487-488
misspelling, 436
modal dialog, 285-288
Modal Dialog form, 274

































