Index

Symbols and Numerics 28 52

tables, 525
+ (addition) operator, 237 Access 2.0 databases, opening, 21
<> (angle brackets), 244 Access 95 databases, opening, 21
* (asterisk), 47 ’ Access 97, databases, opening, 21
- (colon) 951 Access 2000 databases
& (concatenation) operator, 237, 432 format, 531

opening, 21

/ (division) operator, 237

= (equal sign), 615

= (equals) operator, 257, 623
A (exponentiation) operator, 237 format, 531

>= (greater than or equal to) operator, Access 2003 .
257, 623 databases, opening, 21

format, 531
Access Options dialog box

Access 2002
databases, opening, 21

> (greater than) operator, 257, 623

O (grouping) operator, 237 -

\ (integer) operator, 238 accessing, 441, 4‘186 ‘

<= (less than or equal to) operator, Application Options section, 546
257, 623 Customize panel, 26

< (less than) operator, 257, 623 customizing, 548

* (multiplication) operator, 237 dlsplaylng, 132, 544

<> (not equal to) operator, 257, 623 E‘XCIUSI"e mode, 538

— (subtraction) operator, 237 Filter lookup options, 548

_ (underscore character), 608 illustrated, 545 ) )
3-D bar charts, 451 Name AutoCorrect Options section, 547

Navigation section, 547
A Ribbon and Toolbar Options
section, 547
Shared mode, 538
Trust Center option, 486
Trust Center Settings button, 486
Access Web, 37

abbreviations, tables, 67
Abs () function, 245
.accdb files

defined, 21 Access window
t i , t h i ) 41 i i
AEXCBII}:Sfli(l):s not changing PivotTable View button, 301

ACCDB files versus, 524 Zoom control, 436 ,
creating, 524 action queries. See also queries

defined, 524 append, 269, 280-282
as front-end files, 525 backups before, 270

importing tables from, 525 Srefatilng,zg?Q—ZB
locking databases as, 523-526 efault,
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action queries (continued)
defined, 12, 205, 269
delete, 269, 282-285
make-table, 270, 277-280
recognizing, 271
results, checking, 272
Run button in, 270-272
running, 271-272
running from VBA, 674-676
select queries versus, 269
types of, 269-270
update, 270, 273-277
View button in, 270
warning, 675
actions, macro. See also macros
arguments, 476-479
commonly used, 476-477
conditional, 495
defined, 474
entering, 475
list, 475
on multiple conditions, 495
activation, Access, 690-691
ActiveX Data Objects. See ADO
Add Procedure dialog box, 598-599
Add-in Manager, 522
add-ins
builder, 523
creating, 522-523
defined, 521
loading, 522
menu, 523
Office versus Access, 523
removing, 522
types, 523
wizard, 523
addition (+) operator, 237
ADO (ActiveX Data Objects)
defined, 665
evolution, 666
methods, 667
properties, 667

Advanced Filter/Sort feature. See also
filtering; filters
defined, 148
displaying, 148
queries, 204
uses, 148
window, 148-149
After Update event, 651-652
aggregate columns, 300
aggregate functions. See also functions
defined, 392
domain, 394
list of, 392-393
using, 392-393
aggregating data, 292-301
Allow Deletions property, 330
Allow Zero Length property, 176
And operator, 257, 624
angle brackets (<>), 244
antivirus software, 19
Append dialog box, 281
append queries. See also action queries;
queries
Append To row, 282
creating, 281-282
defined, 269, 280
moving data with, 280-282
rules, 280
Run button, 282
saving, 282
uses, 280
Apply Filter action, 476
apps (applications), 577
APR (annual percentage rate), 246
area charts, 455-456
arguments. See also actions, macro
blank, 478
common, 478-479
data types, 602
default values, 478
information, 477
passing, to procedures, 600-603



selecting, 476
specifying, 477-479
sub procedure, 610
arrays
declaration syntax, 620
defined, 20
dimensions, 620
looping through, 634-635
multidimensional, 621-622
one-dimensional, 620
subscripts, 620
variables, 620-621
Assets template, 88
assumptions, this book, 3
asterisk (%), 47
Attachment fields
contents, 100
creating, 120
defined, 120
template, 120
uses, 100
attachments
number of, 120
storage, 100, 120
viewing, 121
Attachments dialog box, 120-121
AutoCorrect
entries, deleting, 125
list, adding abbreviations to, 125
options, 124-125
uses, 124
AutoCorrect Exceptions dialog box, 126
AutoForms
Columnar, 318
Datasheet, 319
PivotChart, 319
PivotTable, 319
Tabular, 318
AutoLookup queries
for automatically filling data, 230-231
creating, 231
defined, 205
illustrated example, 231

Inder 095

AutoNumber fields. See also data types;
fields
adding, 68
contents, 99
defined, 57
on forms/reports, 101
as primary key, 71
uses, 99-101
Avg () function, 392
Avg operation, 265

5

Back Color property, 348
Back Style property, 397
back-end databases. See also splitting
databases
multiuser, 537
permissions, 568
security, 568
tables list, 534
background color, 129
background pictures, 355
backup programs, 513
backups
ACCDE files as, 525
before action queries, 270
before delete queries, 283
before encrypting, 549-550
on CD-R disc, 513
creating, 512-516
exporting tables to, 515
frequency, 15
specific objects, 514-515
steps, 513
on Zip disk, 513
bar charts. See also charts
3-D, 451
column, 451
cone, 451
creating, 450-455
cylinder, 451
pyramid, 451
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bar charts (continued)
Series setting, 454-455
types, 451
X-Axis setting, 451-452
Y-Axis setting, 452-454
Beep action, 476
Between operator, 257
blank pages, avoiding, 441-442
boldface, this book, 2
Boolean values, 72
Border Color property, 349
Border Width property, 349
borders
chart, 462
control, 346
Bound Column property, 363
bound controls
creating, 339-340
defined, 337
bound subreports. See also subreports
defined, 426
illustrated, 425
printing, 425
boxes
colors, 354
defined, 339
drawing, 354
thickness, 354
breakpoints. See also debugging
clearing, 686
defined, 685
setting, 685
stepping through code with, 686
bubble charts, 457
builder add-ins, 523
Business templates, 40-41
buttons. See also specific buttons
command, 52
contextual tab display, 24
create, 24
database tool, 24
external data, 24
finding, 23

groups, 24
templates, 51-53
with three dots (...), 52
tooltips, 24
ByVal keyword, 659

C

calculated columns, 300
calculated controls. See also controls
creating, 386-387
defined, 386
in form footer, 395
formatting, 397
illustrated, 397
to total subform, 394-397
calculated fields. See also fields
creation steps, 235
with Date functions, 251
defined, 233-234, 309
illustrated example, 234
literal text, 254
PivotTables, 309-311
printing, 422
query example with, 259
record filtering based on, 267
sequence, 234
sorting by, 262
calculated values
defined, 385
formatting, 389
on reports and forms, 386
calculations
conditional, 423
date, 390
expressions, checking, 388
expressions, troubleshooting, 388
fields, 75
in forms and reports, 385-397
group subtotal, 421-422
if-then component, 391
number, 389
printing, 422



in queries, 388
running sum, 423
text, 390-391
totaling, 393
Can Grow property, 428-429
Can Shrink property, 429
Caption property, 312, 329, 371
captions, field, 96
cascading deletes, 71
cascading updates, 71
ccur () function, 247-248
Chate () function, 252
cells, selecting, 155
Character Map, 122
chart controls. See also controls
adding to reports, 447
defined, 446
double-clicking, 459
moving, 450
multiple, 450
selecting, 458
storing charts as, 446
Chart Wizard
Available Fields list, 447-448
creating charts with, 446-450
Preview Chart button, 449
questions, answering, 447-450
starting, 446-447

X-Axis setting, 448-449, 451-452
Y-Axis setting, 448-449, 452-454

charts
3-D, 451
3-D effect, 462
area, 455-456
axes, 462
background color, 461
bar, 450-455
borders, 462
bubble, 457
changing, 457-460
column, 451
cone, 451

Inder 097

creating, manually, 458
creating, with Chart Wizard, 446-450
cylinder, 451
data, changing, 463
data table, 461
doughnut, 456
existing, modification steps, 458-460
field layout, 449
formatting, 461-462
gridlines, 461
labels, 448
legends, 450, 461
line, 455-456
moving, 458
pie, 456-457
previewing, 450
properties, 459
pyramid, 451
resizing, 450, 458
Series setting, 448
storing as controls, 446
titles, 450, 461
trendline, 462
types, 449
types, selecting, 448
X-Axis setting, 448
XY scatter plot, 457
Y-Axis setting, 448
check boxes. See also controls
creating, 351
defined, 339
information display, 351
list boxes versus, 357-358
for Yes/No fields, 351-352
class modules
defined, 571
opening, 572-573
classes, 582
Close action, 476
Close button. See also command buttons
creating, 367-368
need for, 367
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Close method, 647-648
code. See VBA code
Code window. See also Visual Basic
Editor
allowed words drop-down menu,
604-605
comments, 606-607
converted macro in, 589
defined, 579
illustrated, 579-580
shortcut keys, 605-606
tools, 579-580
typing in, 604-607
code-behind form, 571
codes
fields, 75
meaning lookup, 67
storing, 75
tables for, 67
validation, 67
Collecting Data Using E-Mail Options
dialog box, 172
collections
AllForms, 662
controls, 656
defined, 655
forms, 656
Forms, 662
looping through, 661-663
properties, 656
referring to, 585-586, 657-658
colon (©), 251
colors
background, 129, 348-349
background, charts, 461
controls, 348-349
datasheet data, 127
foreground, 348-349
lines/boxes, 354
column charts, 451
Column Count property, 363
Column Headings property, 300-301

Column Heads property, 363
column selector, design grid, 217
Column Width dialog box, 130
Column Widths property, 363
Columnar AutoForms, 318
columnar reports, 411
columns (datasheet)
aggregate, 300
deleting, 131
freezing, 132
hiding, 131
inserting, 131
rearranging, 130
width, changing, 130
columns. See fields
Combo Box Wizard
combo box creation steps, 359-361
defined, 359
Find box creation, 371-372
list of values, 359-360
opening, 359
record order, 361
combo boxes. See also controls
column widths, 361
creating, 359
creating with Combo Box Wizard,
359-362
defined, 339, 343, 357
edges, adjusting, 361
illustrated, 362
list boxes versus, 357-358
planning, 358-359
properties, changing, 362-363
record order, 361
resizing, 361
selected information, 358-359
values, 358
Command Button Wizard
Application buttons, 367
button creation, 505-506
button options, 370
defined, 366-367



Form Operations button, 367

Form Operations category, 369

Miscellaneous buttons, 367

opening, 369

Record Navigation buttons, 367

Record Operations buttons, 367

Report Operations buttons, 367

VBA procedures, 490, 504
command buttons

Close, 367-368

creating, 366-367

customizing, 370-371

defined, 339

to display related form, 368-369

macro, 490

main menu form, 504-507

moving, 505, 507

naming, 505

printing current record, 370

program forms, 366

properties, editing, 370-371

resizing, 505, 507

running macros, 506-507

uses, 370
comments

defined, 606

first character, 607

macro, 479

purpose, 607

typing, in Code window, 606-607
common filters, 142, 145
compacting databases, 511-512
comparison operators

built-in, 257

VBA code, 623
compile errors. See also errors;

VBA code

box buttons, 609

debugging, 678-679

defined, 609, 677

immediate occurrence, 678

location, 678

Index 6099

occurrence, 608
sample, 609
sample message, 678
concatenation (&) operator, 237, 432
conditional actions, 495
conditional calculations, 423
conditional execution, 493
conditional expressions
comparison operators, 623
defined, 624
If...End If,624-626
logical operators, 624
multiple, combining, 624
Select Case block, 627-629
syntax, 623
conditional formatting
defined, 350
options, 351
setting up, 350-351
Conditional Formatting dialog box,
350-351
cone charts, 451
Cconst keyword, 619
constants
defined, 619
defining, 619
for MsgBox buttons argument, 642
contacts, Outlook, 164-165
Contacts template, 88
contextual tabs, 23-24
continuation characters, 607
Control Source property, 342, 363,
386, 388, 396, 614
controls. See also forms; reports;
specific controls
borders, 349
bound, 337
calculated, 386-387, 394-397
changing, 341
changing with VBA, 648-655
chart, 446
collections, 656
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controls (continued)
color, 348-349
copying, 347
creating, 339-342
data, viewing with VBA, 654
defined, 337
deleting, 347
enabling/disabling in VBA, 648-649
events, 488-489
form, properties, 497-500
formatting, copying, 350
groups, moving, 353
groups, sizing, 353
lining up, 353-354
moving, 347
multiple, selecting, 352
naming, 342
properties, 342
properties, changing in VBA, 648
properties, setting, 354
referencing in macros, 490-491
referencing on subforms, 393-394
renaming, 347
resizing, 347
spacing, 354
special effects, 349
for subform total, 394-397
subreport, 424, 427
text, formatting, 348-351
text alignment, 350
text display, 343-346
type, changing, 348
types of, 337, 339
unbound, 337
values, changing in VBA, 649-650
conventions, this book, 2-3
conversion functions, 247
converting databases, 516
copying data, 151-155
Count () function, 392
Count operation, 265

Create tab
AutoReport: Tabular button, 404
Chart Wizard button, 404
Design View button, 404
Field Templates button, 87
Forms button, 316
Label Wizard button, 404
Macro button, 503
More Forms button, 302, 319
New Object button, 474, 479
Query Design button, 205, 270
Query Wizard button, 270, 286
Report button, 404
Report Design button, 447
Report Wizard button, 404-405
SharePoint Lists button, 87
Table button, 86, 89
Table Design button, 87
Table Templates button, 86-88
criteria
Crosstab query, 299
on different rows, 224
joining, 223
lookup fields in, 224-225
multiple, 223-224
on same row, 224
criteria expressions
dates, 221
elements, 221
limiting records with, 220-226
logical, 220
multiple criteria, 223-224
operators, 222
QBE, 220
text, 221
times, 221
values, 221
Crosstab queries. See also queries
aggregate columns, 300
aggregating data in, 292-301
column headings field, 297



creating, 291
creating in Design view, 297-298
creating with Crosstab Query Wizard,
293-296
criteria, 299
date field, 293
defined, 12, 205, 292
fields, 292, 297
grouping methods, 296
illustrated, 292, 296, 298-299
modifying, 299-301
months in order, 300-301
multiple fields for row headings,
299-300
row headings field, 297
viewing, 298
Crosstab Query Wizard
date and time data grouping, 295
defined, 292
field aggregation, 295-296
field selection, 293-294
Functions list, 296
illustrated, 293
opening, 293
results, 296
use steps, 293-296
Currency fields. See also data
types; fields
contents, 99
defined, 57
display/sort, 73
formatting, 102-103
for money, 74
sorting, 138
in text boxes, 346
uses, 99
CurrentProject object, 658
cursor types, recordset, 668—-669
CursorType property, 668
custom functions. See also functions
creating, 636-638
defined, 636
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isOpen (), 658-661

NumWord (), 636-638

testing, 638
custom messages

displaying, 641-644

message box, 641-643

user click response, 643-644
cutting/pasting data, 152-155
cylinder charts, 451

D

DAO (Data Access Objects), 665
data
accessibility, 157
aggregating, 292-301
analyzing, 301-312
analyzing with PivotCharts, 463-469
collecting with Outlook, 169-173
color, changing, 127
copying, 151-155
cutting/pasting, 151-155
displaying in PivotTable, 303-305
editing, 115-117
editing with query datasheet, 230
exporting, 168-169
filtering, 312
finding, 139-141
grouping, 307-309
identifying, 63
imported, cleaning up, 166
importing, 155-157
maintenance, 157
moving between tables, 280-282
moving from Excel to Access, 155
navigating, 113-114
from other Access databases, 167-168
replacing, 141
separation from programs, 15
validating as entered, 186-190
variables, 615
Data Access Objects (DAO), 665
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data collection. See also Outlook
defined, 169-170
e-mail addresses, 172-173
field selection, 171
reply processing, 171-172
user verification, 170
data entry
AutoCorrect, 124-126
cells, moving to, 90
to create fields, 91-92
keystrokes, 115
tables, 54
data types
Attachment, 100, 120-122
AutoNumber, 57, 99
changing, 47
common, 56-57
correct, using, 175-176
Currency, 57, 73-74, 99
Date/Time, 57, 99
defined, 56
Hyperlink, 57, 100, 117-120
input masks, 177
Lookup, 100
Memo, 56, 72-73, 99
Number, 57, 73-74, 99
OLE Object, 57, 100
pasting and, 154
selecting, 98-101
Text, 56, 72-74, 99
VBA, 602
Yes/No, 57, 72, 99
Database Documenter Wizard, 79

databases

analyzing, 516-520

backup frequency, 15
blank, 76

blank, creating, 514
compacting, 511-512
concepts, 14-15
converting, 516

creating, 76-78

creating from templates, 39-54
defined, 9

designing, 55-80
documentation, 79, 520-521
housekeeping, 511-526
information storage, 14-15
locking up, 523-526
multiuser, 21

naming, 514

navigating, 22

old, converting, 21
opening, 18-22
passwords, 549-551
performance, analyzing, 79, 518-520
permissions, 564
relational, 58

repairing, 511-512

sample, 22-23

secure, 555-561

shared mode, 538

signing, 484-486

splitting, 530-536
spreadsheets versus, 11
types of, 9

data-integrity rules, 176-177
Datasheet AutoForms, 319

Database performance Analyzer, 79
database replication feature, 528
Database Splitter Wizard, 532-533 Datasheet Formatting dialog box, 129
Database to Compact From dialog Datasheet tab
box, 512 Add Existing Fields button, 92

Database Tools tab appearance, 89

Linked Table Manager button, 165 defined, 113

Make ACCDE button, 525 Lookup Column button, 93

Object Dependencies button, 517 New Field button, 90

Relationships button, 44, 516 Relationships button, 195



Datasheet view
defined, 84
forms in, 322
illustrated, 84
keystrokes, 115
queries in, 211, 234-235
saving queries in, 232
switching to Design view, 212
table creation in, 88-90
uses, 85
viewing in, 112
working with queries in, 229-231
datasheets
blank, 89
column width, 130
columns, arranging, 130
columns, deleting, 131
columns, freezing, 132
columns, hiding, 131
columns, inserting, 131
data color, 127
defined, 88, 112
dynamic, 204
fields, formatting, 127
filtering, 141-150
fonts, formatting, 127
formatting, 127-132
illustrated, 112
macros displaying, 501
moving in, 113
navigation keystrokes, 113-114
Record Number box, 113
row height, 130-131
rows, sorting, 137-139
select query, 206-207
subdatasheets, 132-134
summary queries, 211
totals row, 134-135
working with, 229-231
Date () function, 244-245, 252
Date functions
calculated fields with, 251
examples, 252-253
using, 252-254
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DateAdd () function, 252-253
DateDiff () function, 252-254
dates

in criteria expressions, 221

delimiter, 163

expressions, 390

leading zeros, 163

literal, 251

PivotTable, 306

report, 417-418

subtracting, 250

in text boxes, 346
Date/Time fields. See also data

types; fields

contents, 99

defined, 57

filtering options, 146

formatting, 105

sorting, 139

in text boxes, 346

uses, 99

X-Axis setting, 452
Day () function, 252
Debug.Print statement, 684-685
debugging

breakpoints, 685-686

cleanup, 686

compile errors, 678-679

logical errors, 683-686

runtime errors, 679-683
decimal symbol, 163
decision-making expressions, 256-260
Default Value property, 176, 379
defaults, 72
delete queries. See also action queries;

queries

backup before, 283

caution, 283

creating, 283, 284-285

defined, 269, 282

Delete row value, 284

deleting records with, 282-285

illustrated, 285

options, 283-284
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delete queries (continued)
Run button, 285
View button, 284-285
dependencies, object, 517-518
design, database
cleaning up, 71-72
codes, 67
data types, 56
field organization, 64-66
field type selection, 72-75
key selection, 67-69
links, creating, 69-70
links, refining, 70-71
primary keys, 57-58
process, 63-72
relationships, 58-63
sample order-entry, 69
store information once principle, 59
table, analyzing, 77
design grid
column selector, 217
defined, 214
fields, inserting, 216-217
fields, selecting, 216
parameter queries, 263
rows, 214
Design tab
Add Existing Fields button, 325
AutoCalc button, 304
Builder button, 213
Check Box button, 351
Command Button button, 367
Conditions button, 494
Crosstab button, 297
Delete Rows button, 95, 98
Drop Zones button, 303
Existing Fields button, 50
Field List button, 302
Formula button, 310
Hide Details button, 305
Hyperlink button, 345
Indexes button, 96
Insert Row button, 95, 98

Label button, 343

Lookup Column button, 95
Macro Names button, 503
Make Table button, 278
Page Numbers button, 416
Parameters button, 263
Primary Key button, 95, 106
Property Sheet button,

96, 213, 326, 415, 427
Query Type button, 213
Relationships Report button, 200
Run button, 213
Save button, 213
Show Table button, 195, 213
Subform/Subreport button, 373
Table Names button, 215
Text Box button, 386
Top Values button, 213
Totals button, 213
Update Query button, 274
View button, 213

Design view

Builder button, 95

buttons, 213

Crosstab query creation in, 297-298
defined, 85, 212

editing reports in, 412-413
field format, changing, 219-220
Field list, 325

field properties, displaying, 95
fields, hiding, 219

forms, creating in, 323-326
forms in, 322

illustrated, 85

joining tables, 227

modifying objects in, 46
modifying tables in, 46
navigation, 215

opening, 43

panes, sizing, 213

queries, creating, 205-207
queries, displaying, 212-213
queries, saving, 232



queries in, 48, 211-212
query design grid, 214, 216-217
shortcut keys, 215
switching to Datasheet view, 212
tables, creating, 93-94
tables, refining, 94-101
tables, working with, 214
Tables pane, 214, 216, 227
Top Values box, 218-219
understanding, 212-215
update query in, 675
uses, 212
detail queries. See also queries;
select queries
creating, 208-211
defined, 204
selecting, 209
Detail section, 413, 415
detail tables, 60, 192
digital certificates
creating, 485
signing databases with, 486
Dim keyword, 617-618
dimensions, array, 620-622
disk pages, 540
division (/) operator, 237
Do. . .Loop. See also loops
alternative syntax, 630-631
defined, 630

loop conditions at loop bottom, 632
loop conditions at loop top, 631-632

syntax, 630

DoCmd object
acceptable words, 644
Close method, 647-648
closing forms with, 647-648
defined, 644
flexibility, 647
Help window, 584-585
information, 584, 645
macros and, 646
OpenForm method, 645-647
opening forms with, 644-647
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SetWarnings method, 675

statement syntax, 644
documentation

database, 79, 520-521

printing, 520-521
Documenter dialog box

defined, 108

illustrated, 520

opening, 520

reports, 521
domain aggregate functions, 394
doughnut charts, 456-457
duplicate records. See also records

finding, 288-290

hiding, 290

indications, 288
dynasets, 229, 232

E

Edit Hyperlink dialog box, 119
Edit Relationship dialog box,
196, 198, 283
e-mail addresses
data-collection, summary, 173
selecting, 172-173
e-mail replies
manual management, 173
processing, 171-172
Enabled property, 498
End-User License Agreement (EULA), 688
Enter Parameter Value dialog box, 264
equal sign (=), 615
ErrObject, 680
error handlers
creating, 679
defined, 679
Resume statement, 680
errors
compile, 608-609, 677
logical, 677
runtime, 677
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event procedures. See also
VBA procedures

creating, 599-600

events, 599

manually creating, 652

naming, 600
event properties

of combo-box control, 489

selecting, 488

types of, 489
events

After Update, 651-652

defined, 656

displaying, 488

form control, 489

On Click, 611
Events template, 88
Excel data, moving to Access, 155
explicit variable declaration, 616
exponentiation () operator, 237
Export - RTF File dialog box, 443
Export To dialog box, 515

expressions

12s in, 245

conditional, 623-624

in Control Source property, 388
creation options, 241

criteria, 220-226
decision-making, 256-260
defined, 309

field names, 238

functions, 239

literal dates/times in, 251
manipulating text with, 254-255
operator precedence, 236-237
operators, 236-238

spaces, adding, 254-255
troubleshooting, 388

writing, 236-239

zooming, 236

External Data tab

Access button, 167
Manage Replies button, 173
Outlook Folder button, 164

exporting Saved Exports button, 166
data, 168-169
database structure, 515 F
defined, 168
to existing Access database, 169 Field list

objects, 168-169

PivotTables, 307

queries, 232

reports, 442-443

tables to backup database, 515
Expression Builder field properties. See also properties

Built-In Functions folder, 241 clicking, 101

composing, 240 defined, 95

cursor, 242 display, 101

defined, 240 formatting fields with, 101-105

function lookup, 239 Field Size property, 102-103, 105, 176

illustrated, 240 field templates

opening, 240 creating fields with, 90-91

operator buttons, 241 defined, 90

using, 240-244 double-clicking, 91

in creating controls, 340
defined, 196

displaying, 50, 340
illustrated, 92

moving, 196



Field Templates pane, 83

fields. See also records
abbreviations, 67
adding, 48, 95, 98
adding from existing table, 92-93
all symbol, 47
Attachment, 100, 120-122
AutoNumber, 57, 68, 99
calculated, 233-234
calculation, 75
captions, 96
chart, 449
codes, 67, 75
copying, 97
creating, in Design view, 94
creating with data entry, 91-92
creating with field templates, 90-91
Crosstab query, 292, 297
Currency, 57, 73-74, 99, 102-103
data types, 56-57
Date/Time, 57, 99
defaults, 72
defined, 10, 55
defining, 90-93
deleting, 47, 95, 131
empty, displaying, 429
empty, testing for, 260-262
filter menu, 142
format, changing, 219-220
formatting, 101-105, 127
hidden, 154
hyperlink, 57, 100, 117-120
illustrated, 10
indexing, 96, 107-108
inserting, 131
inserting in design grid, 216-217
list of, 50
long, 428-429
lookup, 95, 100, 181-186
Memo, 56, 72-73, 99
money, 74
moving, 97
multiple, filtering criteria on, 145-148
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multiple, for row headings, 299-300
multiple identical, in separate tables, 66
names, 74

names, changing, 47, 96-97
names, creating, 96

names in expressions, 238
names in recordsets, 669-670
null, 248-249

Number, 57, 73-74, 99, 102-103
OLE Object, 57, 100

organizing into tables, 64-66
pasting, 154

percentages, 74

phone number, 74

pictures, 75

PivotChart, 465-466

postcode, 74

primary key, 57-58

properties sheet, 96
redundant, eliminating, 63-64
renaming, 90, 131

report, adding, 51

report, grouping, 407

report, space between, 423
size, setting, 103-105

Text, 56, 72-74, 99

type selection, 72

updated, 276

validation rules, 186

Yes/No, 57, 72, 99

File Name task, 7677
files

.accdb, 21, 41
ACCDE, 523-526
LDB, 542

MDE, 531

RTF, 560
workgroup, 552-553

Filter by Form window, 145-148
Filter property, 144, 150
filtering

with Advanced Filter Sort, 148-150
basics, 142-144
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filtering (continued)

criteria on multiple fields, 145-148

Date/Time fields, 146
defined, 141
indicator, 143
as query warmup, 143
by selection, 144-145
filters
applying, 142-143
common, 142, 145
forms with, 150
re-applying, 142
removing, 143
reports with, 150
by selection, 142, 144-145
types, 142
Find and Replace dialog box
data replacement, 141
data search, 140-141
illustrated, 139
opening, 139
options, 140-141
using, 140
Find box, 371-372
Find Duplicates Query Wizard
defined, 288
illustrated, 289
opening, 288
results, 289
use steps, 288-289
Find Unmatched Query Wizard
defined, 285
opening, 286
use steps, 286-287
finding
duplicates, 288-290
unmatched records, 285-288
FindNext action, 476
FindRecord action, 476
First () function, 393
First operation, 265
Font dialog box, 236

Font Name property, 349
fonts
changing, 127
label text, 349
footers, form, 377
For...Next. See also loops
Counter variable, 633-634
defined, 632
Immediate window display, 634
sample, 633
syntax, 632-633
For Each...Next
collection name, 663
defined, 661
example use, 662-663
syntax, 661-662
with Wwith...End with, 664
Force New Page property, 439, 442
Fore Color property, 348-349, 497
foreign keys. See also keys
defined, 71, 192
in one-to-many relationships, 60
Form view
as default, 323
defined, 322
subforms in, 396
switching from, 336
switching to, 336, 396
Form Wizard
Available Fields list, 320
defined, 317, 319
form creation steps, 319-321
form name, 321
illustrated, 36, 320
layout selection, 321
opening, 319
sample form, 322
Selected Fields list, 320
style selection, 321
subforms, 321
Tables/Queries drop-down list, 320
using, 319-322



Format property, 167
formatting
calculated controls, 397
calculated numbers in queries, 246-248
calculated values, 389
charts, 461-462
conditional, 350
control text, 348-351
Currency fields, 102-103
datasheets, 127-132
Date/Time fields, 105
default, changing, 132
fields, 101-105, 127
Number fields, 102-103
numbers, 389
PivotTables, 311-312
reports, 422-424
text box contents, 346
Text fields, 105
forms
AutoForms, 319-320
AutoNumber fields on, 101
background pictures, 355
benefits, 315
bound to table, 49-50
buttons, displaying, 368-369
calculated values, 386
calculations in, 385-397
changing, 48-51
Close button, 367-368
closing, 331
closing with DoCmd, 647-648
collections, 656
configuring, 326-330
controlling with VBA, 641-664
controls, 337-448
copying, to reports, 424
creating in Design view, 323-326
creating with AutoForms, 316-322
creating with Form Wizard, 319-321
creation methods, 317-318
creation options, 316-318
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cursor movement, controlling, 355
custom messages, 641-644
data, saving, 333

data control properties, 379-380
in Datasheet view, 322

date expressions, 390
Default View property, 328
defined, 10, 12

design tips, 337

in Design view, 322

editing data with, 332-333
elements, 315

with filter, 150

Find box, 371-372

footers, 377

formatting, 352-354
headers, 377

HTML, 170

illustrated, 12

importing, 331-332
keyboard to move in, 332
layout, 321

layout, changing, 324-326
list, 316

macros, 487-492

macros, displaying, 501
main menu, 502-507
management, 331

methods, 657

modifying, 335

naming, 321

navigation buttons, 329
numeric calculations, 389
open, determining, 658-661
opening, 322

opening, in Design view, 335
opening, with DoCmd, 644-647
permissions, 564
predefined, 318-319
previewing, 336

printing, 333

programming, 13
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forms (continued)
properties, 49, 327, 328-329
properties, setting, 497-500
purpose, 379
read-only, 330
record order, 328
record selectors, 329, 333
record source, 328
reports versus, 316, 401
saving, 330
scroll bars, 329
sizing, 330
storing, 330-332
style, 321
subforms, 315, 372-376
subtotals, 392-397
switchboards, 380-383
tab order, 355
tabbed, 377-379
text expressions, 390
totals, 392-397
unbound, 383, 502
uses, 12
viewing, 322-323
whole, selecting, 326
front-end databases. See also
splitting databases
copies on user computers, 535
multiuser, 537
permissions, 568
saving, as MDE file, 531
securing, 568
Function keyword, 618
function procedures. See also
VBA procedures
calling, 613-614
components, 603
converting sub procedures to, 612
defined, 576
in pre-written code, 614
testing, 613-614
using, 614

values, returning, 603-604
WithTax (), 604

functions

Abs (), 245

aggregate, 392-393
Avg (), 392

built-in, 239

CCur (), 247-248
CDhate (), 252
conversion, 247
Count (), 392
custom, 636-639
Date (), 245, 252
Date, 250-254
DateAdd (), 252-253
DateDiff (), 252-254
Day (), 252

defined, 239

domain aggregate, 394
in expressions, 239
First (), 393

help, 242-243

Hour (), 253
iif (), 256-260
InStr(), 255
Int (), 245
isOpen (), 658-661
Last (), 393
LCase (), 255
Left (), 255
looking up, 239
Max (), 393
Mid (), 255

Min (), 393

MonthName (), 253
MsgBox (), 641-643
nesting, 244, 391
Now (), 252, 418
NumWord (), 636-638
Nz (), 248-249

Pmt (), 245

Right (), 255



Round (), 245
sSqar (), 239
Sum (), 392
syntax, 242
text, 255

Time (), 252
Time, 250-254
Trim(), 255
Ucase (), 255, 600
WeekDay (), 244
WithTax (), 604

G

garbage in, garbage out (GIGO)
avoiding, 175-190
defined, 15, 175
tools, 175-177
Get External Data dialog box,
158-159, 164, 533-534
Getting Started screen, 18, 20
GoToControl action, 476
gridlines
changing, 129
chart, 461
defined, 129
Design view, 325
Group by operation, 265
Group dialog box, 452
group identifiers (GIDs)
defined, 554
typing, 557
group sections
creating, 418-421
defined, 418
properties, 420
grouping
macros, 479-481
objects, 536
operator (()), 237
grouping, report
fields, 407
record sorting, 408
subtotals, 421-422

Index 711

groups
creating, 537
defined, 536
object shortcuts, 536
objects in, 536-537
renaming, 537

groups, user. See also user-level security
Admins, 559, 564-566
choosing, 553-555
creating, 557, 561-562
database storage, 551
default, 553
deleting, 562
dos/don’ts, 554
information, 554
ownership, 552
permissions, 552, 562-567
Users, 564

GUI, 577

H

headers, form, 377
Help window, 36
hidden fields, 154
Home tab
Advanced button, 145, 147-148
Clear All Sorts button, 138
Clipboard button, 152
defined, 112
Delete button, 34
Find button, 139
Paste button, 97
Sort buttons, 137
Spelling button, 123
Toggle Filter button, 143, 148
Totals button, 135
View button, 322, 336
Hour () function, 253
hyperlinks
address, 117
contents, 110
as controls, 345
converting labels into, 345
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hyperlinks (continued)
defined, 57
editing, 119-120
entering, 117-119
entry parts, 117
removing, 119-120
screen tips, 117,119
sub-address, 117
text display, 118
underlined text, 117
uses, 100

icons
Navigation Pane objects, 31
template, 40-41
this book, 4

If...End If.See also conditional

expressions; VBA code
flexibility, 625
logic, 625
nesting, 626-627
syntax, 624-625
testing/responding to three
conditions, 626

if-then macros. See also macros
actions/arguments, 494
conditional actions, 495
creating, 494-495

if-then-else macros. See also macros
defined, 496
example, 496-497
running, 496

iif () function
comparisons, 257
comparisons, combining, 257-258
defined, 256
example, 258-260
support, 626
syntax, 256
uses, 256
value, 256

images, 339
Immediate window. See also Visual
Basic Editor
defined, 580
function testing in, 604
illustrated, 581
lines, re-executing, 581
opening, 580
in running procedures, 609
testing function procedures from,
613-614
uses, 581
implicit variable declaration, 616
Import Objects dialog box
Forms tab, 332
illustrated, 167, 331
opening, 167, 331
Reports tab, 332
Tables tab, 168
Import Specification dialog box, 162-163
Import Spreadsheet Wizard
illustrated, 164
starting, 163
use steps, 163-164
Import Text Wizard
Advanced button, 162
Delimited option, 160
Fixed Width option, 160
primary key field options, 161
starting, 160
use steps, 160-162
imported tables
cleaning up, 166
using, 159
importing
ACCDE file tables, 525
forms, 331-332
queries, 232
reports, 331-332
importing data
considerations, 157-158
defined, 157
linking versus, 156-157



Outlook contacts, 164-165
saved imports, 166-167
spreadsheet data, 160-163
steps, 158-159
storage, 157
text, 160-163
Indexed property, 107, 176
indexes
defined, 72
properties, 107-108
Indexes window, 96, 107
InfoPath 2007, 170
inner joins. See also joins
defined, 228
for finding unmatched records, 287
Input Mask property, 176, 379
Input Mask Wizard
creating input masks with, 178-179
in field definition, 98
illustrated, 178
opening, 178
text formatting, 390-391
using, 178-180
input masks
calculated values, 390
characters, 180
creating manually, 179-180
creating with Input Mask Wizard,
178-179
data types, 177
for data validation/format, 177-180
defined, 176, 390
editing, 179
functions, 177
uses, 177
with validation rules, 177
Insert Hyperlink dialog box, 118-119
Insert Subdatasheet dialog box, 134
installation, Access
25-character Product Key, 687, 690
custom, 688
disc, 687

Index

EULA, 688

options, 689

program location, 690

requirements, 687

space requirement, 689

upgrade, 688

user information, 690
InStr () function, 255
Int () function, 245
integer (\) operator, 238
isOpen () function

calling functions with, 660

defined, 658-659

in macros, 661

practical uses, 660-661

return, 659

using, 658-659
Issues template, 88
italics, this book, 2

]
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join lines. See also relationships
defined, 226
illustrated, 229
Relationships window, 197-198
symbols, 226
joins
creating, 227
inner, 228
outer, 228
properties, 229
types, 228
junction tables, 62-63, 198

K

key-assignment macros, 482-483
keyboard shortcuts
Code window, 605-606
defined, 37
Design view, 215
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keyboard shortcuts (continued)
KeyTips, 37
list, 38
for moving in forms, 332
Ribbon, 24
key-key symbols, 3
keys. See also primary keys
AutoNumber, 68
foreign, 60, 71, 192
matching, 192
multiple, 68
secret, 74
selecting, 67-69
keystrokes
data entry, 115
datasheet navigation, 113-114
in Datasheet view, 115
editing, 116-117
macros, 13-14
KeyTips, 37
keywords. See also statements;
VBA code
ByVal, 659
Const, 619
defined, 592
Dim, 617-618
Function, 618
looking up, 650
Private, 617-619
Public, 617-619
Static, 618-619
Sub, 618, 652, 654
To, 629

Label Wizard
defined, 429
illustrated, 430-431
Prototype Label box, 431
running, 430-432
labels. See also controls; mailing labels
chart, 448
color, 348-349

control association, 344
converting into hyperlinks, 345
creating, 340, 343-344
defined, 339, 343
editing, 345
error symbol, 344
link, 345
properties, 348-350
selecting, 348
special effects, 349
text, 343
Last () function, 393
Last operation, 265
Layout tab, 416
Layout view, 402
LCase () function, 255
LDB files, 542
Left () function, 255
left outer joins, 228
legends
chart, 450-451
PivotChart, 469
lifetime, variable, 618-619
Like operator, 189
Limit to List property, 363
line charts, 455-456
lines
adding, 354
colors, 354
defined, 339
thickness, 354
Link Child Fields property, 427
Link dialog box, 534
Link Master Fields property, 427
Link Specification dialog box, 162-163
Link Spreadsheet Wizard
starting, 163
use steps, 163-164
Link Tables dialog box, 534
Link Text Wizard
Advanced button, 162
Delimited option, 160
Fixed Width option, 160
primary key field options, 161



starting, 160
use steps, 160-162
Link to File dialog box, 119
Linked Table Manager, 165-166, 535-536
linked tables, 159
linking data
accessibility, 157
considerations, 157-158
defined, 157
importing data versus, 156-157
steps, 158-159
links
creating, 69-70
exploring, 51-53
managing, 165-166
refining, 70-71
List Box Wizard, 359
list boxes. See also controls
advantages, 358
combo boxes versus, 357-358
creating with List Box Wizard, 359-362
defined, 339, 343, 357
illustrated, 362
planning, 358-359
properties, changing, 362-363
selected information, 358-359
space, 358
values, 358
List Rows property, 363
literal dates, 251
literal text, 254
literal times, 251
Locals window, 686
Locking Information File, 542
logical errors. See also errors; VBA code
breakpoints, 685-686
with Debug.Print statement, 684-685
debugging, 683-686
defined, 677
slowing procedures, 685-686
logical expressions, 220
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logical operators

built-in, 257-258
VBA code, 624

Lookup fields. See also data types; fields

contents, 100
creating, 95
creating in Lookup Wizard, 181-185
in criteria, 224-225
defined, 181
drop-down list, 181-185
help, 184
multiple selections, 185-186
multivalue, queries with, 225-226
naming, 184
in PivotTables, 305
uses, 100, 181
viewing, 184
viewing with VBA, 654
lookup list
appearance, 184
displaying, 184-185
field display, 182
format, 183
modifying, 186
table data, 182
user selection, 185
values, 183
values, adding, 186
lookup table, setup, 182-184
Lookup Wizard
Allow Multiple Selections option,
185-186
drop-down list, 132
table relationship, 92-93
using, 181-185
loops
array, 634-635
collections, 661-663
Do. . .Loop, 630-632
For. . .Next, 632-634
For Each...Next, 661-663
string character analysis, 635
While...Wend, 632
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M

Macro Builder, 52

macro groups
opening, 506
saving, 507

Macro window
Action Arguments section, 475, 477
Action column, 498
Comment column, 479
Condition column, 498
defined, 474
displaying, 474
illustrated, 474

macros
actions, 474-479
assigning to keys, 482-483
attaching to controls, 488
attaching to forms, 487-492
Build button, 52
command buttons, 490
comments, 479
converting VBA code, 587-589
creating, 474-476
datasheet display, 501
defined, 10, 13, 473-474
DoCmd object use, 646
editing, 479
embedded, viewing, 52
form control references, 490-491
form display, 501
form properties, 497-500
if-then, 494-496
if-then-else, 496-497
isOpen () function in, 661
list, 475
main menu form, 502-507
naming, 479

opening databases containing, 483-487

permissions, 564
reasons for using, 473
running, 481-483

running during data entry, 500-501
running when database opens, 482
running with command buttons,
506-507
running sub procedures from, 612-613
saving, 479
security, 486-487
storing in groups, 479-481
uses, 14
viruses and, 484
mailing labels. See also reports
creating, 429-434
fields, layout, 431
fields, printing, 431
with Label Wizard, 430-432
page setup, changing, 433-434
main menu form. See also macros
appearance at database open, 502-504
command buttons, 504-507
creating, 502-507
Open Form button, 504
Preview Report button, 504
Print Report button, 504
Run Macro button, 504
Run Query button, 504
Make Table dialog box, 278-279
make-table queries. See also queries
creating tables with, 277-280
defined, 270, 277
Run button, 280
use steps, 278-280
View button, 278
Manage Data Tasks dialog box, 166
many-to-many relationships. See
also relationships
Access handling of, 62
creating, 70, 192
defined, 59, 61, 192
examples, 61
illustrated, 62
junction table, 62-63, 198
referential integrity, 198-199



margins, report, 403, 439-440
master tables, 60, 191
matching keys, 192
math, in queries, 233-236
Max () function, 393
Max operation, 265
members, 582
Memo fields. See also data types; fields
contents, 99
in database design, 72-73
defined, 56
in reports, 428-429
in text boxes, 345-346
uses, 99
menu add-ins, 523
Message Bar, 19, 22
message box
buttons, user clicking, 643-644
Compile Error, 678-679
creation syntax, 641
displaying, 641-643
illustrated, 642
methods
ADO recordset, 667
Clear, 680
Close, 647-648
defined, 582, 656
form, 657
OpenForm, 645-647
Raise, 680
SetWarnings, 675
Microsoft Access 2007
activating, 690-691
application compatibility, 156
defined, 1,9
format, converting to, 21
installing, 687-690
previous versions, 9
registration, 691
reinstalling, 691
repairing, 691
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running, 17-22
uninstalling, 691
Microsoft Graph
illustrated, 460
starting, 459, 462
using, 459-460
Microsoft Office 2007 Professional, 9
Microsoft Office Security Options dialog
box, 271
Microsoft Support, 37
Mid () function, 255
Min () function, 393
Min operation, 265
MOD operator, 238
module-level scope, variable, 617
money fields, 74
monospace, this book, 2-3
MonthName () function, 253
MSDN Library, 37
MsgBox action, 476
MsgBox function
argument constants, 642
defined, 641
Help, 595
result, 594-595
values passed to variable, 642-643
multidimensional arrays. See also arrays
defined, 621
population, 622
subscripts, 621
support, 622
multiplication (*) operator, 237
multiuser access
database location, 528-530
editing with, 537-541
exclusive, 538
methods, 527-528
object groups, 536-537
from Windows XP, 529
multivalued lookup fields, 225-226
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N

Name AutoCorrect feature, 97
Name property, 396, 651
naming conventions

defined, 622

object variables, 659

tags, 622

variables, 622-623

VBA programming, 623
navigation

buttons, 329

datasheet, keystrokes, 113-114

Design view, 215
Navigation Buttons property, 329
Navigation Options dialog box,

22,31-33

Navigation pane

as database table of contents, 28

defined, 22

displaying/hiding, 20, 28

filtering, 30

illustrated, 28

macros list, 475

menu, 29

objects, size/details, 31

objects, sorting, 30

options, 31-32

search bar, 32

using, 28-34

width, changing, 28
nested If...End If,626-627
nesting, functions, 244, 391
Networking For Dummies, 544
New Form dialog box, 150, 317, 323
New Query dialog box, 286, 288
New Report dialog box, 150
Northwind sample database, 22
Not operator, 257, 624
Now () function, 252, 418
null fields

defined, 248

illustrated, 249

Number fields. See also data types; fields
contents, 99
defined, 57
display/sort, 73
field sizes, 104
formatting, 102-103
for percentages, 74
sorting, 138-139
in text boxes, 346
uses, 74, 99
number formats
with comma separators, 103
defining, 102-103
list, 102
numbers
calculated, formatting, 246-248
calculating, 389
formatting, 389
general, 246
NumWord () function, 636-638
Nz () function, 248-249

0

Object Browser
components, 582-583
Help system, 650
illustrated, 583
for information lookup, 586
opening, 582
Project/Library list, 586
search tools, 584
Object Dependencies task pane, 517-518
object frames, 339
object groups
assigning objects to, 33
creating, 29-30
custom, creating, 32-33
default, 29
display, 32
options, 30
object libraries
defined, 582
selecting, 586



Object Library, 583-584
Object Linking and Embedding. See OLE
object model

DAO, 665

defined, 582

recordsets, 665
Object Properties dialog box, 34
object-oriented systems, 10
objects. See also specific object types

assigning to groups, 33

backing up, 514-515

copying, 35

creating, 34

defined, 10

deleting, 34

dependencies, viewing, 517-518

deselecting, 168

design, viewing, 43

details, 31

display options, 30

exporting, 168-169

filtering, 29

finding, 32

grouping, 536-537

hiding, 33-34

icons, 31

list, 516-517

manipulating programmatically, 582

modifying, 46-53

multiple, selecting, 168

name prefixes, 80

names, viewing, 42

opening, 22, 42

opening, with single click, 32

owner, 552, 566-567

printing, 35

redisplaying, 34

renaming, 35

selecting, 168

shortcuts, creating, 35

size, 31

sorting, 30

template, viewing, 42
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types, 10
using, 46
viewing, in database, 43
views, changing, 24-25
working area, 22
objects (object model)
CurrentProject, 658
defined, 582
DoCmd, 583-585, 644-648
ErrObject, 680
events, 656
looking up, 650
methods, 656
properties, 656
referring to, 585-586, 657-658
understanding, 655-664
variables, 658
Office Clipboard
clips, viewing, 152
defined, 152
illustrated, 153
showing automatically, 152
task pane, 153
Office File menu, 27-28, 109
Office icon, 27
OKButton_Click() procedure, 628-629
OLE (Object Linking and Embedding)
Object fields
contents, 100
defined, 57
for pictures, 75
uses, 100
On Click event, 611
On Click property, 371, 491, 506-507
one-to-many relationships. See also
relationships
creating, 70
defined, 59
examples, 59-60
foreign key, 60
illustrated, 59
primary key, 60
subforms, 372
uses, 60
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one-to-one relationships. See also
relationships
creating, 70
defined, 59-60
examples, 60
uses, 60
OpenDataAccessPage action, 476
OpenForm action, 476, 501, 503
OpenForm method
DataMode, 645-646
defined, 645
examples, 646-647
FilterName, 645
FormName, 645
OpenArgs, 646
syntax, 645-646
View, 645
WhereCondition, 645
WindowMode, 646
opening databases
already open, 21-22
pointers, 20
previous Access versions, 21
recently used, 20
steps, 20
warning, 18-19
OpenQuery action, 477, 501
OpenReport action, 477
OpenTable action, 477, 501
operators. See also specific operators
comparison, 257
comparison, VBA, 623
in criteria expressions, 222-223
defined, 236
in expressions, 236-238
inserting, 241
logical, 257-258
logical, VBA, 624
order of precedence, 236-237
totals query, 265
option buttons. See also controls
creating, 364
defined, 339
in option groups, 366

Option Group Wizard
defined, 365-366
illustrated, 365
opening, 365
using, 365-366

option groups
caption, 366
creating, 364-366
defined, 339, 364
illustrated, 364
option appearance, 366

Or operator, 257, 624

Order By property, 328

organization, this book, 5-6

orientation, report, 403, 439

outer joins. See also joins
defined, 228
left, 228
right, 228-229

Outlook
collecting data with, 169-173
contacts, getting into Access, 164-165
tasks, 166-167

OutputTo action, 477

owners
changing, 566-567
defined, 552

P

page breaks
after each record, 439
after each record group, 440
controlling, 439-440
defined, 339
within sections, 440
Page Footer section
adding, 416
defined, 413
printing, 418
Page Header section
adding, 416
defined, 413



first value, displaying, 418
printing, 418
page numbers. See also reports
adding, 416-417
defined, 403
Page Setup dialog box, 433-434
Page Setup tab, 433
page-level locking, 540
pages
adding, 378
blank, avoiding, 441-442
defined, 540
deleting, 378
formatting, 438-442
multiple, viewing, 437-438
putting controls on, 379
records versus, 540
renaming, 378
reordering, 378
paper size, reports, 403, 439
parameter queries. See also queries
conversion steps, 262-263
creating, 262-264
defined, 205, 262
parameter definition, 263-264
parameter name, 263
saving, 264
using, 263
parameters, reports, 438
password-protected databases. See
also security
encrypting, 549-550
opening, 550-551
setting, 549
passwords
removing, 567
setting, 561
VBA procedure, 567
Paste As dialog box, 35
pasting. See also copying;
cutting/pasting
guidelines, 154-155
with Office Clipboard, 152-153
with Paste Append command, 154

Index 721

Pencil icon, 92
percentages
fields, 74
storing, 103
performance
analyzing, 518-519
improving, 518-520
recommendations, 520
Performance Analyzer dialog box,
518-519
permissions
back-end database, 568
database, 564
form, 564
front-end database, 568
granting, 564-566
group, 562-567
macro, 564
not granting, 568
Open/Run, 568
query, 564
report, 564
table, 564
types, 563-564
user, checking, 552
user, granting, 558
personal identifiers (PIDs)
defined, 554
editing, 559
list, 555
phone number fields, 74
picture fields, 75
Picture property, 355, 371
PIDs. See personal identifiers
pie charts, 456457
PivotCharts
category fields, 466
changing, 463, 467-468
Chart Field list, 465
chart type, changing, 468
creating, 464-466
data analysis with, 463-469
data fields, 466
data/series fields, switching, 468
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PivotCharts (continued)
defined, 445, 463
drop areas, 465-466
dynamic aspects, 467
fields, changing, 468
fields, dragging, 465
filter fields, 465
illustrated, 464
legends, displaying/hiding, 469
parts, 467
properties, changing, 469
queries in, 211
saving, 466
series fields, 466
values, changing, 469
view, displaying, 212
viewing, 466-467

PivotTables
AutoCalc button, 307-308
blank, creating, 301-302
buttons, 306-307
calculated fields, 309-311
charting, 311
Column Fields, 302
column size, 312
data, displaying, 302-305
data, filtering, 312
data, working with, 307-311
data change options, 308
data display steps, 303-305
dates, 306
defined, 301, 445
detail, hiding/showing, 307, 308
drop areas, 302-303
Drop Column Fields, 304
Drop Row Fields, 304
expanding/collapsing, 307
exporting, 307
Field list, 302, 304, 306
fields, dragging/dropping, 302
Filter Fields, 303
formatting, 311-312
grand totals, 308

groups, 307-309
illustrated, 303, 309, 464
lookup fields, 305
modifying, 306-307
mouse driven, 291
properties, 307
queries in, 211
Refresh Pivot button, 306-307
Row Field, 303
saving, 306
sort order, 307
subtotals, 307
totals, 308
Totals or Detail Fields, 302
view, displaying, 212
viewing, 306
Pmt () function, 245
postcode fields, 74
prefixes, name, 80
primary keys
AutoNumber, 68, 71
changing, 47
defined, 57, 106
defining, 95, 106-107
examples, 106
multiple, 68
need for, 58

in one-to-many relationships, 60

Print dialog box, 438
Print Preview
reports, 402, 435-436
tab, 436

Print Table Definition dialog box, 109

printers
list, 439
selecting, 438-439
Windows default, 438
printing
calculations, 422
current record button, 370
documentation, 520-521
forms, 333
mailing label fields, 431



objects, 35

only data, 442

Page Header and Footer sections, 418

preview, 35

preview options, 336

Relationships window, 200

reports, 51, 442

from subreports, 428

table designs, 108-110
PrintOut action, 477
Private keyword, 617-619
private variables, 617
product activation, 690-691
Product key, 687, 690
product registration, 691
programming. See also VBA (Visual Basic

for Applications)

languages, 571

record-locking, 541

terminology, 577
Project Properties dialog box, 567
properties

ADO recordset, 667

Allow Deletions, 330

Allow Zero Length, 176

Back Color, 348

Back Style, 397

Border Width, 349

Bound Column, 363

Can Grow, 428-429

Can Shrink, 429

Caption, 312, 329, 371

changing, in VBA, 648

chart, 459

collection, 656

Column Count, 363

Column Headings, 300-301

Column Heads, 363

Column Widths, 363

combo box, 362-363

command button, 370-371

control, 342

Control Source, 342, 363

386, 388, 396, 614

Index

controlling, with VBA, 650-655
CursorType, 668

Default Value, 176, 379
Enabled, 498

event, 488-489

Field Size, 102-103, 105, 176
Filter, 144, 150

Font Name, 349

Force New Page, 439, 442
Fore Color, 348-349, 497
form, 49, 327-330

Format, 167

illustrated, 326
Indexed, 107, 176

Input Mask, 176, 379
Limit to List, 363

Link Child Fields, 427
Link Master Fields, 427
list box, 362-363

List Rows, 363

Name, 396, 651
Navigation Buttons, 329
object, 656

On Click, 371,491, 506-507
Order By, 328
Picture, 355, 371
PivotChart, 469

Record Selectors, 329
report, 327, 415-416

report groups, 420
Required, 176

Row Source, 363, 463

Row Source Type, 363
RunPermissions, 568
Scroll Bars, 329
section, 415-416

Source Object, 426
Special Effects, 397
subform control, 375-376
subreport control, 427
Text Align, 350

Text Format, 129

Unique Records, 290
Unique Values, 290
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properties (continued)
Update, 500
Validation Rule, 176, 186, 188, 379
Validation Text, 188, 379
value, 650
Visible, 498
Width, 441
Properties dialog box, 529
Property sheets
All tab, 327, 600
Calculation tab, 310
Captions tab, 312
Data tab, 327, 417
defined, 326
displaying, 96, 290, 326, 516
Event tab, 573, 599
Format tab, 311, 328
sort order, 300
text box, 341-342
Public keyword, 617-619
public variables, 617
pyramid charts, 451

0

-

queries. See also tables
action, 12, 205, 269-273
action, running from VBA, 674-676
adding tables to, 215-216
Advanced Filter/Sort, 204
append, 269, 280-282
AutoLookup, 205, 230-231
closing, 232
creating, 203, 204
creating in Design view, 205-207
creating similar, 232
creating with Simple Query Wizard,
208-211
creation tips, 215-217
criteria, 11
Crosstab, 12, 205
data sheets, working with, 229-231

datasheet creation, 204
in Datasheet view, 211
defined, 10, 11, 203
delete, 269, 282-285
in Design view, 48, 211
detail, 204, 208
editing, 211, 217-220
exporting, 232
field format, changing, 219-220
fields, hiding, 219
importing, 232
make-table, 270, 277-280
math, 233-236
modifying, 47-48
with multivalue lookup fields, 225-226
naming, 207, 232
opening methods, 211
parameters, 205, 262-264
permissions, 564
in PivotChart view, 211
in PivotTable view, 211
saved, 203
saving, 207, 231-232
select, 204
sorting, 218
SQL statements, 671
in SQL view, 211
subdatasheets, 132-133
summary, 204-205, 208
tables to which bound, 47-48
top values, viewing, 218-219
totals, 204-205
types, 204-205
update, 270, 273-277
uses, 11, 47, 203
viewing, 211-212
Query by Example (QBE) grid. See
design grid
Query Parameters dialog box, 263
Quick Access toolbar
button order, changing, 27
buttons, 25
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buttons, adding, 26-27 recordsets
customizing, 25-27 ADO, 667
defined, 25 closing, 676
moving, 27 cursor type, defining, 668-669
Print button, 35 field names in, 669-670
Quick Info syntax chart, 592-594 looping through, 667-668
object models, 665
R quick and easy, 666
removing, 676
read-only forms, 330 SQL and, 670-674
record selectors, 92, 329, 333 Reddick VBA Naming Conventions, 80
Record Selectors property, 329 redundancy, 63-64
Record Source, 50 References dialog box, 666
record-locking referential integrity
all records, 540 between two tables, 196-197
managing, 539-541 Cascade Delete Related Records
no locks, 539-540 option, 195-196
one record, 541 Cascade Update Related Fields option,
programming, 541 194, 196
turning on, 539 defined, 70-71, 191, 193
records. See also fields; tables enabling, 195-196
adding, 114 enforcing, 194, 199
autonumbering, 68 with many-to-many relationships,
blank row, moving to, 114 198-199
current, printing, 370 types, 194-195
current, saving, 370 registration, Access, 691
defined, 10, 55, 122 reinstallation, 691
deleting, 121-122 relational databases, 58
deleting, with delete query, 282-285 relationships
duplicate, 288-290 creating, 70, 78, 193-198
editing, 115 defined, 58
filtering based on calculated fields, 267 deleting, 198
illustrated, 10 editing, 196-198
limiting with criteria expressions, many-to-many, 59, 61-63, 70, 192
220-226 one-to-many, 44, 58-60, 70
number, moving to, 113 one-to-one, 59, 60-61, 70
order, 327-328 in Relationships window, 45
pages versus, 540 viewing, 44-45, 516
report, sorting, 421 Relationships window
source, 327 boxes, 44-45
summarizing, 394 closing, 45
unmatched, 285-288 defined, 195
validation rules, 186 empty, 195

value, repeating, 114 join lines, 197-198
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Relationships window (continued) defined, 10, 13
opening, 195 design, 13
printing, 200 design tips, 337
relationships, 45 in Design view, 402
tables, adding, 195-196 displaying, 409
viewing relationships in, 516 Documenter, 521
repair, Access, 691 duplicate values, hiding, 423
repairing databases, 511-512 editing in Design view, 412-413
Report Design screen, 200 empty fields, displaying, 429
Report Footer section, 413, 416 exporting, 442-443
Report Header section, 413, 416 features, 403
Report Wizard fields, adding, 51
advantage, 404 with filter, 150
data grouping, 406 footers, 403
defined, 401 formatting, 352-354
field selection, 405 formatting tips and tricks, 422-424
illustrated, 405 forms versus, 316, 401
opening, 404-405 grouping, 403
report illustration, 410 grouping fields, 407
report layout selection, 409 headers, 403
report organization, 406-407 illustrated, 13
running, 404-410 importing, 331-332
Summary Options button, 408 layout, 409
Tables/Queries drop-down list, 405 layout, changing, 324-326
reports in Layout view, 402
AutoNumber fields in, 101 list of, 402
background pictures, 355 mailing label, 428-434
benefits, 264 management, 331
blank pages, avoiding, 441-442 margins, 403, 439-440
bound to table, 51 Memo fields, 428-429
calculated values, 386 modifying, 51, 335
calculations in, 385-397 multiple pages, viewing, 437-438
chart controls, 447 naming, 409
closing, 331 numeric calculations, 389
columnar, 411 object-definition, 109
configuring, 326-330 opening, in Design view, 335
controls, 337-348 organizing, 406-407
copying forms to, 424 orientation, 403, 439
creating from scratch, 323-324 page breaks, 439-440
creating with Report Wizard, 403-411 page numbers, 403, 416-417
date, 417-418 pages, formatting, 438-442

date expressions, 390 paper size, 403, 439



with parameters, previewing, 438
permissions, 564
previewing, 336
Print Preview, 402, 435-436
printing, 51, 442
properties, 327, 415-416
records, printing number of, 422
records, sorting, 421
saving, 330
sections, 403, 413-422
sending, to other applications, 442-443
simple, creating, 410411
space between fields, 423
storing, 330-332
subreports, 424-428
tabular, 411
text expressions, 390
Text fields, 428-429
time, 417-418
uses, 401
viewing, 51, 435-438
views, 402
views, adjusting, 436-437
whole, selecting, 326
workgroup file, 560

ReQuery action, 477

Required property, 176

Ribbon
buttons groups, 23
Create tab, 34, 86, 89, 150, 205
Database Tools tab, 44, 165, 516
Datasheet tab, 89, 90, 113, 195
defined, 23
Design tab, 50, 95-96, 98, 106, 195, 213
in Design view, 413
displaying, 24
External Data tab, 164, 166
Form Layout Tools tab, 388
Home tab, 97, 112, 123, 135, 137
keyboard shortcuts, 24
Layout tab, 416
minimizing, 24
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Page Setup tab, 433
Print Preview tab, 436
tabs, 23
using, 23
rich text
advantage, 128-129
defined, 128
display, 129
Right () function, 255
right outer joins, 228
Round () function, 245
Row Height dialog box, 131
Row Source property, 363, 463
Row Source Type property, 363
rows, datasheet
height, changing, 130-131
sorting, 137-139
totals, 134-135
rows. See records
Run button, 270-271
RunApp action, 477
RunCode action, 477
RunCommand action, 477
RunMacro action, 477
running sums, 423
RunPermissions property, 568
runtime errors. See also errors;
VBA code
defined, 677
eliminating, 683
error-handling code, 682
fixing, 682-683
occurrence, 681
trapping, 679-682

)

Save ACCDE As dialog box, 524
Save action, 477

Save As dialog box, 86, 330
Save Backup As dialog box, 513
saved imports, 166-167
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saving
current record, 370
forms, 330
macro groups, 507
macros, 479
PivotCharts, 466
PivotTables, 306
queries, 207, 231-232
reports, 330
tables, 85-86, 89
scope, variable, 617-618
scroll bars, forms, 329
Scroll Bars property, 329
searches
broad, 141
Find and Replace dialog box, 139-141
narrow, 141
sections. See also reports
Detail, 413
grouping, 418-421
illustrated, 414
Page Footer, 413, 416-418
Page Header, 413, 416-418
properties, 415-416
for record grouping, 418-421
repetition, 414
Report Footer, 413, 416-418
Report Header, 413, 416-418
Section Footer, 413
Section Header, 413
secure databases
converting, 565
creating, 555-560
identifying, 561
opening, 560-561
passwords, 561
security
back-end database, 568
database access, 551-568
front-end database, 568
mechanisms, 543-544
password-protection, 549-551

setting, turning down, 486-487
user-level, 544, 551-552
VBA module, 567
Windows, 544
workgroup file, 552-553
Security Alert, 44
security IDs (SIDs), 554, 562
security message
defined, 18
display of, 18-19
turning off, 19
Select Case block
Case statements, 627
End Select, 628
syntax, 627
using, 627-629
Select New Location Of dialog box, 536
select queries. See also queries
action queries versus, 269
adding tables to, 215-216
creating in Design view, 205-207
creating with Simple Query Wizard,
208-211
creation tips, 215-217
datasheet, 206-207
defined, 204
detail, 204, 208
editing, 217-220
field names, 206
naming, 207
saving, 207
sorting, 218
summary, 204-205, 208
use, 205
SelectedObject action, 477
SendKeys action, 477
Series setting. See also Chart Wizard;
charts
bar charts, 454-455
defined, 448
field type, 454
in pie/doughnut charts, 457



SetValue action, 477, 499
SetWarnings method, 675
shared mode, 538
shortcuts. See also keyboard shortcuts

defined, 563

object, creating, 34
Show Table dialog box, 195-196,

205-206, 216

ShowAllRecords action, 477
Simple Query Wizard

creating queries with, 208-211

detail query, 208

field selection, 209

opening, 208

query display, 210-211

query editing, 211

query naming, 210

query type selection, 209

summary query, 208

Tables/Queries list box, 208
Simple Report Tool, 410-411
single facts, storing, 75-76
sorting

by calculated fields, 262

datasheet rows, 137-139

Date fields, 139

by name/company, 260-262

Navigation Pane objects, 30

Number/Currency fields, 138-139

order, 138, 149

PivotTables, 307

queries, 218

report records, 408, 421
Sorting and Grouping dialog box, 419
Source Object property, 426
special characters, entering, 122
Special Effects property, 397
spelling, checking, 123-124
Spelling dialog box, 123-124
splitting databases. See also back-end

databases; front-end databases
advantages, 530-531

with Database Splitter Wizard, 532-533

Index

disadvantages, 531
by hand, 533-535
spreadsheets
data, importing, 160-163
databases versus, 11
defined, 11
SQL
defined, 670
recordsets and, 670-674
view, 211, 675
SQL statements
assigning, to strings, 673
breaking up, 673-674
broken into multiple lines, 672
example, 671
pasting, 672
stored in string variable, 674
syntax, 670
writing, 670
Sqr () function, 239
standard modules. See also VBA
modules
code, 573
creating, 574
defined, 572
opening, 574
procedures, creating, 597-599
viewing, 574
statements. See also VBA procedures
arguments, passing, 600-603
defined, 591
execution, 591
keywords, 592
multiple execution, 630-635
Option, 596
simplified syntax, 601
syntax, 592-596
syntax chart, 592
Static keyword, 618-619
StDev operation, 265
strings
adding spaces to, 254-255
assigning SQL statements to, 673

729
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strings (continued)
breaking, 608
characters, analyzing, 635
defined, 254
Structured Query Language. See SQL;
SQL statements
Sub keyword, 618, 652, 654
sub procedures. See also
VBA procedures
arguments, 610
calling from procedures, 611-612
converting to function procedures, 612
defined, 576
name, 653-654
running, 611-613
running from macros, 612-613
testing, 609-611
subdatasheets. See also datasheets
advantages, 132-134
automatic creation, 132
availability identification, 133
display identification, 133
illustrated, 133
manual selection, 134
query, 132-133
SubForm Wizard
opening, 373
records relationship, 374
subform name, 375
Use Existing Tables and Queries
option, 373
subforms. See also forms
adding, 339
column widths, 375
control, 373
control properties, 375-376
control reference on, 393-394
creating, 373-375
defined, 315
in form view, 396
illustrated, 372
layout, 372
naming, 375
one-to-many relationship, 372

storage, 373
totals, on main form, 395-396
uses, 372
subreport control
defined, 424
moving, 427
properties, 427
sizing, 427
subreports. See also reports
adding, 339
bound, 425-426
creating, 426-427
defined, 424
printing information from, 428
unbound, 424-425
subscripts
Counter, 634
defined, 620
multidimensional array, 621
subtotals
calculating in queries, 266-267
group, calculating, 421-422
subtraction (-) operator, 237
Sum () function, 392
Sum operation, 265
Summarize dialog box, 453
Summary Options dialog box, 209-210
summary queries. See also queries;
select queries
creating, 208-211
defined, 204, 208
example, 208
fields, 210
illustrated, 211
options, 208-210
selecting, 209
Switchboard Manager
entries, changing, 381-382
page listings, 381
starting, 381
switchboards
alternative to, 383
buttons, editing, 382
changes, 380-381



custom, 502
defined, 380
in Design view, 381
entries, changing, 381-382
illustrated, 380
opening, 381
syntax charts
comma, 616
defined, 592
ellipse, 616
guidelines, 594
Quick Info, 592-593

T

tab control. See also controls
creating, 378-379
defined, 377
illustrated, 379
sizing, 378
uses, 378-379
tab order, 355
tabbed forms, 377-378
Table Analyzer Wizard, 77, 162, 164, 166
Table Property Sheet, 133
table templates
creating tables with, 87-88
types of, 88
tables. See also fields; records
abbreviation, 67
ACCDE files, 525
adding to queries, 215-216
blank, 86-87
code, 67
creating, 78, 86-94
creating with Datasheet view, 88-90
creating with Design view, 93-94
creating with table template, 87-88
default formatting, changing, 132
defined, 10, 55
definitions, 109-110
design, 11
design, analyzing, 77
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design, printing, 108-110
design illustration, 47
in Design view, 214
detail, 60, 192
displaying, 83
entering data into, 54
filtered, 150
illustrated, 10
imported, 159
joining in Design view, 227
junction, 62-63, 198
key selection, 67-69
linked, 159
master, 60, 191
modifying, 46-47
multiple related, 226-229
names, 44, 89
names, displaying/hiding, 215
one record, 76
organizing fields into, 64-66
permissions, 564
primary keys, 57-58
referential integrity between, 196-197
Relationship window, 195-196
relationships, 44-45
relinking, 535-536
saving, 85-86, 89
viewing methods, 111-112
views, 83-85
tabs. See Ribbon; specific tabs
Tabular AutoForms. See also AutoForms
defined, 318
illustrated, 319
tabular reports, 411
Tasks template, 88
TechNet Online, 37
templates
advantages, 39, 54
Attachment field, 120
Business, 40, 41
buttons, 51-53
Contact Management, 380
database creation from, 39-54



73 2 Microsoft Office Access 2007 All-in-One Desk Reference For Dummies

templates (continued) Memo fields, 345-346
as databases, 42 Number fields, 346
defined, 39 Property sheet, 341-342
exploring, 42-45 rich text display, 129
field, 90-91 text, inserting with VBA, 650
finding, 40-42 Text fields, 345-346
icons, 40, 41 Yes/No fields, 363
objects, viewing, 42 Text fields. See also data types; fields
table, 87-88 contents, 99
as timesavers, 40 default field size, 104
uses, 99 defined, 56
using, 53-54 in design, 72-74
without modifications, 53 formatting, 105
testing code. See also VBA code for phone numbers, 74
custom functions, 638 in reports, 428-429
function procedures, 613-614 in text boxes, 345-346
sub procedures, 609-611 Text Format property, 129
text text qualifiers, 161
in angle brackets (<>), 244 Time () function, 252
control, formatting, 348-351 time
in criteria expression, 221 in criteria expressions, 221
data, importing, 160-163 delimiter, 163
data, linking, 160-163 literal, 251
expressions, 390 report, 417-418
filtering by selection, 145 Time functions, 252-254
functions, 255 To keyword, 629
label, 343 toggle buttons. See also controls
language, 162 creating, 364
literal, 236, 254 defined, 339
manipulating, with expressions, tooltips, 24-25
254-255 totals queries. See also queries
rich, 128-129 defined, 204, 265
selection tricks, 116 illustrated, 266
validation, 188 operations, 265
viewing, 116 results, 267
Text Align property, 350 subtotals calculation, 266-267
text boxes. See also controls totals row
calculations in, 388 clearing, 135
contents, formatting, 346 creating, 135
creating, 340 defined, 134-135
Currency fields, 346 trendline, chart, 462
Date fields, 346 Trim() function, 255
defined, 339, 343 Troubleshooting Your PC For

length, 346 Dummies, 513
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UcCase () function, 255, 600
unbound controls, 337
unbound forms, 502
unbound subreports. See
also subreports
defined, 424
illustrated, 425
printing, 425
underscore (_) character, 608
Undo button, 114
uninstalling Access, 691
Unique Records property, 290
Unique Values property, 290
universal naming conventions (UNC)
path, 158
unmatched records, finding, 285-288
Update property, 500
update queries. See also queries
changing data with, 273-277
creating, 273-277
defined, 270
deleting, 277
in Design view, 675
field display, 276
results, checking, 277
Run button, 276-277
running, 276
saving, 277
in SQL view, 675
Update To row, 275
View button, 274
User and Group Accounts dialog
box, 561
User and Group Permissions dialog
box, 565
user-level security. See also security
creating, 555-560
defined, 544
functioning of, 551-552
object selections, 557

Inder 733

user permissions, 558

users/groups database, 551
User-Level Security Wizard

defined, 555

group creation, 557

opening, 555

user creation, 559

workgroup file creation, 559
users

Admin, 552

creating, 561-562

creating, in User-Level Security

Wizard, 559

database, 551

deleting, 562

dos/don’ts, 554

information, 554

modifying objects as, 46

name, 554

owners, 552

permissions, 552, 558

4

Validation Rule property,
176, 186, 188, 379

validation rules

creating, 188-189

defined, 72, 176

examples, 187

fields, 186

input masks with, 177

length, 188

Like operator, 189

multiple expressions, 190

records, 186

testing, 188

use illustration, 187
validation text, 188
Validation Text property, 188, 379
Value property, 650
Var operation, 265
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variables. See also VBA procedures
in arrays, 620-621
creating, 615
data in, 615
defined, 615
explicit declaration, 616
implicit declarations, 616
lifetime, 618-619
lifetime, default, 619
module-level scope, 617

in multidimensional arrays, 621-622

multiple, defining, 616
naming conventions, 622-623, 659
object, 658
private, 617
public, 617
scope, 617-618
scope, default, 619
tags, 622
VBA (Visual Basic for Applications)

action queries, running from, 674-676

control properties, changing, 648
custom functions, 636-639
for custom messages, 641-644
data types, 602
defined, 473, 571
form control changes with, 648-655
form control with, 641-664
functioning of, 591-592
as programming language, 571
property control, 650-655
syntax, 592-597
uses, 14

VBA code
in class modules, 571
comments, 606-607
comparison operators, 623
compile errors, 608-609
constants, 615-623
continuation characters, 607
custom, writing, 573

cutting/pasting, 590
debugging, 677-686
decisions, 623-629

Do. . .Loop, 630-632
enabling, 575-576

error message box, 609
execution, 591-592

finding, 571-572

For. . .Next, 632-634

For Each...Next, 661-663
If...End If statements, 624-626
lines, breaking, 607-608
literal strings, breaking, 608
logical operators, 624

macro conversion to, 587-589
organization, 575

repeated execution, 630-635
running, 609-614

Select Case block, 627-629
smart, writing, 615-639

in standard modules, 572-573
stepping through, 686

testing, 609-614

underscore character (_), 608
variables, 615-623
While...Wend, 632
With...End With, 663-664
writing, 591-614

VBA modules

Binary option, 597
class, 571-573
Compare option, 597
creating, 574
Declaration section, 575
defined, 10, 14
elements, 575

level, 596

options, 597
securing, 567
standard, 573-574
Text option, 597
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VBA procedures defined, 576
categories, 575 Help system, 650
Command Button Wizard for, 490, 507 illustrated, 578
constants, 619 Immediate window, 580-582
creating, 506, 597-599 Object Browser, 582-583
defined, 575 using, 576-587
event, creating, 599-600 view, 577
execution, 591-592 windows, moving, 578
first/last lines, 652 windows, sizing, 578
function, 576, 603 Windows taskbar button, 577
level, 596 Visual Basic for Applications. See VBA
naming, 598, 600 Visual Studio, 577
passing arguments to, 600-603
passwords, 567 w
to run macros, 507
running, 609-614 Web-based forms, 527
slowing down, 685-686 WeekDay () function, 244
in standard module, 597-599 While...Wend loop. See also loops
statements, 591 defined, 632
sub, 576 in looping through recordsets, 667-668
testing, 609-614 width property, 441
variables, 615-623 Windows shortcuts, 563
writing, 597-604, 652 Windows XP For Dummies, 528, 544
view buttons (Access window), 25 With...End With
views defined, 663
Datasheet, 84-85, 211-212, 322 For Each...Next loop with, 664
Design, 43, 46, 48, 85, 211-212, 322 syntax, 663
Form, 322 Visible property, 664
Layout, 402 WithTax () function, 604
PivotChart, 84, 211-212, 466-467 wizards. See also specific wizards
PivotTable, 84, 211-212 add-ins, 523
Print Preview, 402 defined, 35
query, 211-212 questions, 36
report, 402 using, 35-36
SQL, 211 workgroup file
table, 83-85 creating, 555-556, 559
viruses, 18-19 default, 552-553
Visible property, 498 defined, 551
Visual Basic Editor. See also VBA (Visual lost, 555
Basic for Applications) new, 553
closing, 587 report, 560
Code window, 579-580 workgroups, starting Access with, 563

components, 578
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X multiple fields, 453
in pie/doughnut charts, 456
X-Axis setting. See also Chart Wizard; Yes/No fields
charts advantage, 72

bar charts, 451-452 appearance, 363-364

Date/Time field, 452 check boxes, 351-352

defined, 448 contents, 99
Xor operator, 257, 624 Flefmgd, 57
XY scatter plots, 457 in design, 57

in text boxes, 363

y uses, 99

Y-Axis setting. See also Chart z

Wizard; charts

bar charts, 452-453 Zoom c9ntrol, 436
defined, 448 Zoom dialog box, 116, 236









