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Software License Agreement: Terms and Conditions

The media accompanying this book contains software (“the Soft-
ware”) to be used in connection wlith the book. SYBEX hereby
grants to you a license to use the Software, subject to the terms
that follow. Your purchase, acceptance, or use of the Software will
constitute your acceptance of such terms.

The Software compilation is the property of SYBEX unless other-
wise indicated and is protected by copyright to SYBEX or other
copyright owner(s) as indicated in the media files (the “Owner(s)”).
You are hereby granted a single-user license to use the Software for
your personal, noncommercial use only. You may not reproduce,
sell, distribute, publish, circulate, or commercially exploit the Soft-
ware, or any portion thereof, without the written consent of SYBEX
and the specific copyright owner(s) of any component software
included on this media.

Software Support

Components of the supplemental software and any offers associ-
ated with them may be supported by the specific Owner(s) of
that material but they are not supported by SYBEX. Information
regarding any available support may be obtained from the
Owner(s) using the information provlded in the appropriate
read.me files or listed elsewhere on the media.

Should the manufacturer(s) or other Owner(s) cease to offer sup-
port or decline to honor any offer, SYBEX bears no responsibility.
This notice concerning support for the Software is provided for
your information only. SYBEX is not the agent or principal of the
Owner(s), and SYBEX is in no way responsible for providing any
support for the Software, nor is it liable or responsible for any sup-
port provided, or not provided, by the Owner(s).

Warranty

SYBEX warrants the enclosed media to be free of physical defects
for a period of ninety (90) days after purchase. The Software is
not available from SYBEX in any other form ot media than that
enclosed herein. If you discover a defect in the media during this
warranty period, you may obtain a replacement of identical for-
mat at no charge by sending the defectlve media, postage pre-
paid, with proof of purchase to:

SYBEX Inc.

Customer Service Department
1151 Marina Village Parkway
Alameda, CA 94501

(510) 523-8233

Fax: (510) 523-2373

e-mail: info@sybex.com

After the 90-day period, you can obtain replacement media of
identical format by sending us the defective disk, proof of pur-
chase, and a check or money order for $10, payable to SYBEX.

Disclaimer

SYBEX makes no warranty or representation, either expressed or
implied, with respect to this media or its contents, its quality,
performance, merchantability, or fitness for a particular purpose.
In no event will SYBEX, its distributors, or dealers be llable to
you or any other party for direct, indirect, special, incidental,
consequential, or other damages arising out of the use of or
inabllity to use the media or its contents even if advised of the
possibility of such damage.

The exclusion of implied warranties is not permitted by some
states, Therefore, the above exclusion may not apply to you.
This warranty provides you with specific legal rights; there may
be other rights that you may have that vary from state to state,
The pricing of the book with the Software by SYBEX reflects the
allocation of risk and limitations on liability contained in this
agreement of Terms and Conditions.

Shareware Distribution

This Software media may contain various programs that are dis-
tributed as shareware. Copyright laws apply to both shareware
and ordinary commercial software, and the copyright Owner(s)
retains all rights. If you try a shareware program and continue
using it, you are expected to register it. Individual programs dif-
fer on details of trial periods, registratlon, and payment. Please
observe the requirements stated In appropriate files.

Copy Protection

None of the files on the disk Is copy-protected. However, in all
cases, reselling or redistributing these files without authorization
is expressly forbidden except as specifically provided for by the
Owner(s) therein.







|

To Susan, Ashley, and
Alec, as always
—Alan Simpson

To Keith, for encourag-
ing me and keeping
me sane

—FElizabeth Olson







ACHNOWLEDGEMENTS

his book was a massive undertak-

ing. Many thanks to everyone on

the team who stuck with it despite
the brutal schedule. The authors would like to thank Reviser Celeste Robinson who
carefully updated this edition of the book, writing at a breakneck pace.

Many thanks to Sybex's editorial and production teams for their much-appreciated
support. Developmental Editor Melanie Spiller got us started on the right foot. Project
Editor Brenda Frink kept things moving smoothly, Editor June Waldman edited quickly
and thoroughly, and Project Editor Kim Askew-Qasem jumped in at the last minute to
get the book out on time. We also want to extend our gratitude to Desktop Publisher
Susan Glinert Stevens, Production Coordinator Robin Kibby, Indexer Ted Laux, and to
the many others on the Sybex team who made this book possible. A huge amount of
thanks go to Technical Editor Rael Dornfest for his meticulous review of the book's
new sections.

The authors wish to thank Dr. Forrest Houlette for his many contributions to Parts III,
1V, and V of this book's third edition. Way to go Forrest! Writing credits also go to Mike
Gunderloy, the technical editor who put on an additional hat for us by writing the third
edition’s Chapter 18.

We're tremendously grateful to the Microsoft support team who kept us supplied
with the latest test software as we raced to meet our deadlines.

And last, but not least, a million thanks to our families—Ashley, Susan, and Alec
Simpson and Keith Olson—for their patience and support through so many long
bouts of frenzied book writing.



CONTENTS AT A GLANCE

Introduction XXXVil
PART |
AN OVERVIEW OF ACCESS I
Ch1  Getting Started and Getting Around ) 3
Ch2  Understanding Databases - 7 37
Ch3  Access in an Evening - 49
Ch4  About Access 97, Office 97, Windows 95, and the Internet 101
PART I
CREATING A DATABASE 128
Ch5  Creating a Database and Application 131
Ché  Creating Access Tables 7 B 153
Ch7  Linking, Importing, and Exporting Data 7 207
Ch8 Adding, Editing, and Viewing Data 7 255
Ch9  Sorting, Searching, Filtering, and Printing 307
Ch10 Querying Your Tables ) -
Ch11 Creating Forms with Form Wizards 417
Ch12 Creating Reports with Report Wizards 4495
Ch13 Creating Custom Forms and Reports 475
Ch14 Creating Charts and PivotTables 565




CONTENTS AT A GLANCE I Xt

PART Il
DATABASE TUNING AND ADMINISTRATION 612
Ch15 Personalizing Access ) 7 615
Ch16 Speeding Up Your Database ) - 645
Ch17 Administering Your Database - 659
Ch18 Networking and Security ] 7 679
PART IV
BUILDING A CUSTOM APPLICATION 712
Ch19 Creating a Custom Application 7 #15
Ch20 Using Macros to Create Custom Actions I -
Ch21 Creating Custom Switchboards - 765
Ch22 Creating Custom Dialog Boxes ] 793
Ch23 Creating Custom Toolbars 817
Ch24 Creating Custom Menus ) 837
PART V
REFINING A CUSTOM APPLICATION 850
Ch25 Introducing Visual Basic for Applications - 853
Ch26 Creating Custom Error Messages ) . 869

Ch27 Interacting with Other Programs - 7 B 885
Ch28 Pulling It All Together B 897




CONTENTS AT A GLANCE

Introduction XXXvil
PART |
AN OVERVIEW OF ACCESS I
Ch1  Getting Started and Getting Around I
Ch2  Understanding Databases - 37
Ch3  Access in an Evening 49
Ch4  About Access 97, Office 97, Windows 95, and the Internet 101
PART Il
CREATING A DATABASE 128
Ch5  Creating a Database and Application 131
Ché Creating Access Tables _ ) 153
Ch7  Linking, Importing, and Exporting Data B 207
Ch8  Adding, Editing, and Viewing Data 255
Ch9  Sorting, Searching, Filtering, and Printing 307
Ch10 Querying Your Tables - 357
Ch11 Creating Forms with Form Wizards 417
Ch12 Creating Reports with Report Wizards 445
Ch13 Creating Custom Forms and Reports 473
Ch14 Creating Charts and PivotTables 365




CONTENTS AT AGLANCE | [

PART 111
DATABASE TUNING AND ADMINISTRATION 612
Ch15 Personalizing Access 7 7 - 615
Ch16 Speeding Up Your Database _ 7 7 645
Ch17 Administering Your Database N ) 659
Ch18 Networking and Security ) 679

PART IV
BUILDING A CUSTOM APPLICATION 712
Ch19 Creating a Custom Application _#15
Ch20 Using Macros to Create Custom Actions 731
Ch21 Creating Custom Switchboards ) ) 765
Ch22 Creating Custom Dialog Boxes ) 793
Ch23 Creating Custom Toolbars ) ] 817
Ch24 Creating Custom Menus 837

PART V
REFINING A CUSTOM APPLICATION 850
Ch25 Introducing Visual Basic for Applications ) 7 853
Ch26 Creating Custom Error Messages B 869
Ch27 Interacting with Other Programs 885

Ch28 Pulling It All Together - 897




I |  CONTENTS AT A GLANCE

APPENDICES
A Installing Microsoft Access 913
B About the CD-ROM o 925
~ C_Installing and Using Fulfill 95 941
REFERENCE
MASTER’S REFERENCE 977
GLOSSARY 1071
Index 1091



S Sp—

TRBLE OF CONTENTS

Introduction

PART | « AN OVERVIEW OF ACCESS

Ch1 Getting Started and Getting Around

XXXVl

Starting ACCess 97 .. i it e
Opening an Existing Database . ................ .00,
Opening the Sample Northwind Database ..............
What Is a Database, Anyway? . ..c.covassenessswmnosnns
Working in the Database Window . .....................
Closing an ObJECt. o vs-s.s wiw wip.cmons mssmomimm o5 5 30 45 w555 s
Uncovering a Hidden Database Window . ...............
Changing Your View of Database Objects ...............
Managing Database Objects ..........................
Using the Toolbarsand MenuBar . ......................
Viewing Toolbars, ScreenTips, and the StatusBar .........
Positioning the ToolbarorMenuBar .. .................
Opening ShortClt MEMUS -« 4 «sssnessnenensss e s me o8
Closing a Database . .. .eus sanssasise i s 59 @ i 55 dom os e
GRtinG HElD' o vomnmsnm s e mmsmn s s mm mo e me om e s s 50
Summary of Self-Help Techniques . ....................
Using the Help System and ThisBook ..................
Looking Up: Information . :.ssuwsssssvisnssnsssssssss
Help with Whatever You'reDoing . . ...................
SearchingHelp ........ ... i,
Asking the Office Assistant . .............ccovivvninn.
Asking “What Is This Thing?” ...............cocoou...

............ 15




XNV |  TABLE OF CONTENTS

Version Number, System Information, Technical Support ............... 33
Getting QUL Of Help « « u wowmwmmesmsmsrn st e s w0 e 500805007 5 oo 5in e die e e aie 33
Exitifig MicrOSOItACCESS D7 v avasnits s S ais oy pre 20 305 50 o0 304 %53 533 50 9 g 34
Where to:/Go from HErE ;o oe s v s 395 5% 55 08 g 60 05 58 400 93 e vy s ws' e g 34
Ch2 Understanding Databases 37
Why StoreData? o cuuecenns oo 55 50 55 10 13 95 05 vie e sor 90 30 356 KR we, ok 39
Flexibilitg Is the lBBal - . .65 65 005 5w w asn 4 500 2 145 0 i b i S 0 WA MONCRIR 40
You Use Tables to Store Data ... o swais siv o 56 s w0 wawimnis 65w o b5 aits 6% o4 41
TermMINOLOGY TIMIE 5 & 1« 5 w5 womem eom: s w0 m w8 &8 S &0 £ ot 8 8 42
The More Fields, the Better . .:casmesessaine samivive e wisemesese8 o 43
Wiy Use Multiple Tables? . . . o v o v 2 « daieain @i aiss SR e s o e wme s o mes s on 43
WHhHERN t0 USE ONE TABIE & s 5 6 s o imiiadnis e sisus, s sy masesmesviss 44
When to Use More Than One Table ... s seam scosmosss e i 44
The One-to-Many Relationship . . . ... ccssseraseeaesesmevsesiese s das 45
The Primnary Keyr FIela e em s wuyoe s i /o s s s o 606 o6 o s o9 5 s 46
It’s:Easier Than It Looks' wsussuawvaiiesin deiee ness o 5505 6 55 50 00 e mms 46
Whete 1o Go Trafi HEFE 4w sermis 55370 505 55 85 0 d0s 216 58 5 B St 450 w08 a4k Ses) ks 46
Ch3 Access in an Evening 49
Betore You Start These LeSSONS &« csu v ve e vs 56 55 wv o s g 965 59 smw 2n pe b3 52
Lesson 1: Creating a Database and Tables Automatically ................. 52
Creating an Instant Database: .y« s s o5 6 o0 55 a0 s sl v s b33 855 85 oo o 52
Understanding the WAZards » o s sa sow o0 s 95 65 4% i s 35 sl w3 96 55 6 5 5 53
Choosing Optional Fields for Your Tables ........................... 54
Ieludivy SAmPIe DAt & wwsmsws9eohs o ¥ i s 9s £ 98 & 55 mepEeesmraai 55
Chioosing a SEYIe Tor BOMMIS. < « ¢ s 256 255 55 850500050 5 s avmdifessmminmys 55
Choosing a Style for Printed REPOIS . « o« v« v vv v v v v v vmmmsainmasissisee 55
Choosing a Database Title and Adding a Picture .. .................... 57
BIrSRING VP s .5 505 s anasimmisessinsssmmmmae mbs s e e s el e ae pl, 4 58
AL YOURL@ISUNE: o 5 o v o isoimamm st Wp o o S T R 0055, ikl <o s 59
TaKING @ BECAK « « v 5 5 auiisimin S0 il v s s o i a6 9 i i 1 506858 28 4000 800 8 R 59

Returning Trom. & Break o o s o0 s sesio ne i i 5 518 e 69 9 5o 4@ 1% s 60



TABLE OF CONTENTS | [ /%V

Lesson 2: Exploring the Address Book Lessons Database .................. 61
Exploring the Address Book FOrm . .. ..cevomeewe e camamamenspensms 61
Exploring the Address Book REPOIS .« ¢ u s s s v a6 5000 wmwmamsmnme ses 62
Other Buttons on the Address Book Main Switchboard . .. .............. 63

Lesson 3: Creating and CustomizingaForm . ......... .. ... ... ... .. ... 63
Modifying and Saving the Form Design . ..., coe0sesusnonsnssscsosns 64
Preventing the Cursor from LandinginaField ....................... 68
Closing and Saving THe FOMY .« «cwevvsevvvn i o6 i e &0 & €3 160 e oo oin 68
ALYOUTrLEISUTE: - csvesinssssasasnsasnrsvss ok dom o 86 2% &5 976 Wa S ol ¥ 69

Lesson 4: Adding, Editing, Sorting, and Searching . ..................... 69
Opemng e FOM s consansnnsmnsws s an o uns e bf oo 55 5 58 5 0 4 69
Making Changes and Corfections - s o « ws o« v 5 %5 5w w4 09 08 19 03 89 04 07 & 71
Dor’t Save Each Record ., . s wie va 5rs sha S W i 900 40 0 54 ae: sy bis 850 €0 25 8 74
Sorting and Filterifig) « s «s a5 s em 55555 0 06 55 5 9 soAe e ate s wokiime 8 o § 74
FINAING 8 RECOTA 1 - v v veiom wms s acmo e m o s o oV BT 0 o e e s 75
Remember; Computers Are DUMb! . . .vcus o0 oo smmsnwaiv@a i iamess 75
Closing the Form oF DataSheet ... e s s s smym s s s 0 me im0 600 5008 76
AL YOUE LEISUTE. 1 1 e ae s e0rmse miops e om0 00 B 0 R B 6 B R 76

Lesson 5; Creating and Printing REPOTS « « « « v v arit iiter i 5wt st diiae mi wo are & 10 mit 76
Preparing Mailing Labgls . . . . s 5555 5000 2 5.8 55 0k 300 0% Sw s o wkate e o 76
Closing and Savingthe Report . ..........cciiiiiiiiiirnnennnennn. 78
Don't Reinvent the Wheell ... e owmsamn g s s s v 5w 50 wie oo 48§15 79
Previewing and Printinga Report .........coovisonvnvnssosnsvsnsss 79
ALYOUP LEISUFE . v vv v vvs vovmnsomne e ais i ste a2 ois aie 678 sis o7e a0 w5e o o 80

Lesson 6: USing QUETIES & vawism v ns oo v o 6 e 552 52 513 85 904 5% 99 99 35 35 80
Creating a QUETY: .. wonmmmwenoese 58 sE 6@ 5 Oobiie§rbs e as wanns 81
Chictsing Felds VRN »xwmws m 5 w950y enmmpmss ev oo S Gem 81
Choosing RecOrds tO VIEW sncems g smmmmns smmummms sissssse:somasiomm e s 82
Choosing the Sort Order .. . st s wiswmemimam s s b sginmge 84
RUNNITIG The QUENY. « 5 5 5 5 = il 1767 Wilar 68 0. 870050 O 6405 5008 1006 B 8 0 85
Changing the QUEIY: . . . « . s o 58 6 85 &6 S5 s o s o lf 40 o5 w6 oo 28 ok b 85
Saving and Reusing the QUBTY v e v see e e v 48 55 605 5 55 85 &8 55 008 4 86

AE YOUF BEISTTE <o cc 5 m 60008 o0k Weogs 160 0508 4416 858 i R HASE (M T8 Vi st S50 g 168 0 1T 8 87




XVi'|| TABLE OF CONTENTS

Lesson 7: Customizing an Application . ......... ... ... 87
Adding a Hyperlinktoa Form . ....... .. ottt 87
Adding Commanc BULtons 10 a FOIM « &« s w v wwit il 4§ wiv s s s s 9 s 98 88
Creating the Button for Mailing Labels . ..........ciiiieierenaranenn 90
Creating the QUEry BUtEON . . .. .. v cveun e v o i v mim o5 aie e ais 0% 5% 90
Creating the Close BUBLON « o w« i w um wow mm mm wmw m w s savem oo o4 #9550 557555 91
Adding Visual Basic Codetoa FOM: . . ... ... .. sssswesesssssa s 91
Customizing thie Switchboard Form: . ... ... .. sssewdsesamamsssiosien 93
Putting It All Together with Startup Commands ...................... 96
Testing The APPUCAION % . w5 kb b e i B i s 02-ms o BB A G A TR 8 97
AL YOUI LEISUIE ¢ e im0 01 0010 s s o 8 5 0 B . 98

WHEre: 10 50 TRONN HEEE i w mmm mom o 05 508 50 50018 0 00mae bbb b 00 A0 S0 i e S 98

Ch4 About Access 97, Office 97, Windows 95,
and the Internet 101

Making the Most of Windows 95 and Access 97 . ... ... viiiienennnnn 103

Making the Most of Microsoft Office and Access . ..................... 107
The Microsoft Office SHOMEUL BEF & o ww semw s w o 58 om o o o 6@ ok e £6 107
COMETORN BATS: 5 55 5: 2 0 50050 801 e s e o 1 e e Ve 0 S0 88 A0 305 508 0 109
Common Dialog BOXES o« v x ww v o s me v v e A i £5 508 85 500 A5 s 110
COMMon; OMICE TOBIS . uw v o e w s 5510015016 00w 50 5105 5 50 Yoo iy 1280886 oL o B 959 110
Tapping the Microsoft Knowledge Base and More .. ................. 113

Sharing Access Information with Other Office Programs ... .............. 115
Usitigl IMPOTE AN EXPOTE s 5 5 o5 005 s sise s mimm oo 6 5 0 0 Biniaieie S ms s Sy g 0 115
RISHEE AL, . om0 1m0 st 0 w0 0 RS S ST B 0 116
Usinig Access Data Trom MIicroSoft EXCEl .« v v 5« 5in5 5500 s sas ave wiors 121
Using Access Data from Microsoft Word .. ...... ... ... .oiiuineinnn. 124

Sharing Access Information via the Internet . ..................cc.u... 125
Importing and EXporting HTML. <« o5 550 5 5555 55 % 55 o 30 508 9% 55 s s 126
Using the Publish to the Web Wizard . ....... ... ... ... ..., 126

For Prograrmmmers and TEChIEs ONIY .. oo wwsvsuns sy s b5 50 bm sd sip 5 58 5 3 126

About Visual Basic for Applications (VBA) . ..........c.iuiiinrinnn... 127



-

TABLE OF CONTENTS | /%Vil

ABOUt OLE AUTOMVATION 25 5uiacriiasaosa i s o 656 55018 163 503 i bs, i3y s o b 14 127
WHETE L0 GO TrOM HOTE: im0 o7t 1000700011870 o005 5550 0 0 T o 8 5 127

PART Il « CREATING A DATABASE

ChS Creating a Database and Application 131
Getting Started ....uvornene e onyandisiid $398 GenEamE s e bems 134
Creating a Blank Database ..« « o s s vis es sy pons wis 0 dis wied 16 85 5548 050 135
Using the File New Database DialogBox .. ................coivinn.. 137
Creating a Database with the Database Wizard ....................... 138
About the Samiple Databases . . ..o ov s oo s i o1 35760 008 i 06 o o205 s 5 142
Changing the Database Properties . ... .. s s o s oo i s e a0 0 s o5 3 149
Where to GOTrOM HEre .. ....cuvuvensnr o nnws v i o8 e ois i sie 6 5o 150
Ch6 Creating Access Tables 153
Creating the Database . .o we s ows s v oo v g mps pas o s ek o A R 155
Using the Table Wizard to Create Tables . . .. .cvivevivivacasaoensenans 156
Planning a Table from Scratch ..........coosivoveicnensavneos senes 160
Do Not Include Calculated Fields . ., « « ¢ « vevssiessvsmsisemsssweme 160
Creating a Table without UsingaWizard .................. ... ..., 160
Defining a Table S FIElds waws vos v s s s 50 summuaemss s 65m b asaastotms 162
Choosing Appropriate Data TYPES « v « i 5 5 susonmmmem et wmksmoes:s a0 162
Defining Field Properties . .. . . . ssusimssassesassivesessoesmmesm. « » 164
Setting a Primary KeY . 3 o di s e wil v s s, o= s v 0 asmies i s 54a) i 167
Defining Indexes . . ... . we sx sy tip o1 0 K75 575 505 58 287 80w 06 5000 W giios e 168
Saving a Table SEIUCIUE » .« xvvwme s own v s 5 a5 5 wom s sun sn g An G508 618 58 170
Openiiiga TabIE i 5.« o a5 sis wa 85 5308 505 56 W5 25 Ros 63 8E M 45 A U 5 L8 v 171
Switching between Design and Datasheet Views . .. .................. 171
WhY TWOVIBWS? s s s romsssssaansssssssss v i 0w s bu e 1o 50 172
Modifying the Table Structure . ....... ... ... ... .. .. i 174
Selecting Rows in Design View . ... ... ... iiiiiiiiiinnnnn. 174

Saving Table: StrUCTUre CHANGES . vvis 5 55 5055 53 sys o 58 208 gra 58 55 58 5 ¢ 5 3 175



Sl |  TABLE OF CONTENTS

Moving, Copying, Deleting, Renaming Entire Tables . . .. .............. 176
Changing Properties of an Entire Table or Object .................... 176
More Database Window Tricks ... ........ouiutiitineinrnnenennann 176
Tables in the Order Entry Database . . . i s s s s vom ssisasinie w4 we sveini st 176
The Customers TAbIE . ., « cu 53 swsas s omsnoms @ manwnm e me o 5 v » § 177
The Products Table . . .. .. em s im0 o aie s s e s sa pome = = o « 179
TheOrders TABIE . . . « s 5«0 e e T T TR o5 918 0 s a5 & o 8 180
The Cireles Dietalls Table . < 5.0 0 ersmes ammonsmmmmnmspomm wieavssess & & & 5 181
The Eryplotssss THOIE ..o o qipmmmemimm i sosmop o camamm e & » & 182
The Payments TaBI@ . . s s s mssrioners s o5 s e s a5 ore e 182
Cither Tables i Qrder BOMY . 4. e« o as o o« o mmms ko Wereinelees e s 183
ALt Lookup: FIEIS « « v s v om0 w0050 50 5 05 S0 0805 96 55 FERT S 505 80 508 184
UGN VINE T s mumemne s 46 05 & 5 S5 et s F 15w S0 ik B e 53 185
M5E 8 TaBISYRIIONL.. +  wn bbb e i 6 540 s G 5 o S8 B3 & Fa 186
Use a List of Values Whel... wsmses ss 53 55 58 05 v o o o 0 95 0% 55 9% 5 186
Use a List of All Field Names in a Table When... ..................... 186
Setting Up @ LOOKUP Field . .« « vvwnvwvwe v v ommmene o sl s 294 305 58 56 oo 187
Defining Relationships among Tables . ............. ... .. ... ciuen.. 192
BEIT T TS o tnbniyis0s s a0 smssntes b we s o5 i 5 0 o o 194
Saving the Relationships LayOul <o .o vwmssms ns s g o5 5 s o o a0 ot 198
Redefining (or Deleting) a Relationship . ........... ... ..ociiiin.... 199
Important Tips for AutoNumber Fields ........... ... ....oiiiiiun.. 199
Changing the Starting Value of an AutoNumber Field . ................ 200
Defining a Relationship When One Field Is an AutoNumber ............ 202
Documenting Your Tables and Database ............................ 203
Analyzing Your Tables and Database Performance ..................... 204
Where B GO TroMm HER oo wxa s smsns oy e oo sommuameisem @ snismi-ams 204
Ch7 Linking, Importing, and Exporting Data 207
Link, Import, Export: What's the Difference? . .. .........ccvvivininn.. 210
Interacting with Other Databases . . . ; . « « s S uaaie s nas awss sosissas 210

Where You'll See Imported/Linked Tables . ......................... 212



TABLE OF CONTENTS | [ %iX

Importing or Lnking @ TabIE «.xuvrsnvsvonvssey e 58 25 08 05 65 5 o8 s 213
importing or Linking Paradox Tables . « o« s v oo ve v ook 54 o o5 e o 0% 30 ai 215
Importing or Linking dBASE and FoxPro Files ....................... 216
Importing or Linking SQL Tables .. ........ ... ... iiiiinrnnnn 217
Importing or Linking Other Access Databases . .................o.... 218

Using Linked Tables: w.s.ssasmswws o ae sowe v i on as 55 a8 e 59 s 65 95 e s 220
Setting Properties of Linked Tables . v:u s sa 50 s savu ensn vn o onite wune 221
Renaming Linked or Imported Tables . i: s deiwisvensururisisassais 222
Speeding Up'Linked Tables s cov 5. g qtgait i im s s S5 n i samy'ss dase 222
Usirig the Linked Table MBRRGEE « . v+ « » x « soesare sua gsssssmsis i snitun e s .58 223
Delsting the Link to a Linked Table . . < 5 « « ¢ commms possmns smmmes g 224

Importing or Linking Spreadsheets and Text Files . ..................... 225
Imiporting or Linking SPreadshieets . i iee swmmwias e s e e sa s we 227
Importing or Linking Text Files: . .:namamsssminsios iz veasassusses s 230
Using an Import or Link Specification ............................. 234

Importing or Linking HTML Files « : 5 = s uumnsmssaminimasos s mnaimo s 237

Refining an Imported Table’s Design . . ........ .o, 239

Troubleshooting Import Problems . . . . » s s » » oo sssiargsisod o s 239
Problems When Importing to New Tables ... ....................... 241
Problems When Importing to Existing Tables ....................... 241

EXpOrting Data TrOm ACEEES . xcuow o nm o w50 6 5501000800880 55000011878 3510181 851081813 242
EXPOTHING ODJOEES 16 551 o .55 i s o i bichimoghsoosorsis 9,50 w6400 8 4550 50,0 5. o i 243
Exporting to Text and Excel 5-7 Files ........cciveviinrnnninnnnnnn 244
Exporting to Spreadsheets, Paradox, FoxPro, ordBASE ... ............. 245
Exporting toa SQL Database i s 5 s5a5 s s s s 35 56 55 4l 5058 55 55 5 245
Exporting to Another Access Database ............................ 246
Exporting to HTML 6F HTX FIl€5 . o oo v si s s wse s v vy s v v b o 246
Using the Publish to the Web Wizard ............................. 247
Using OFFICOLINKS vy v mm wm wow om0 0w i3 750 0500 0 00 958 395 305 s e, By 650 6w, W0k § 250
Mailing an Access ObJECE . .o o s i bis iie 50 56 55 916 46 &5 @ ¥y 0 06 § 251

Importing and Exporting from Nonsupported Programs . ............... 252

Where 1 G0 from HBIE wy w0 w0 oo on 1w s 38 o1 195 950 1 S8 S8 88 955° 98 68 i 253




XX IiTABLE OF CONTENTS

Ch8 Adding, Editing, and Viewing Data 255
Datasheet View and Form View . .. ... ... ... i 257
Creating an Instant Form ... ... ... it e 258
CloSiNG @ FOIPN & s ¢ o ovvv 5 s 5505 s wme wvd aom wvw oub ios ovs 505 i o3 os 908 00R 008 W06 259
Viewing Data in Datasheet or Form View ........... ... ... ....... 259
Switching between Datasheet View and Form View .................. 260
Customizing the Datasheet View ......... . ... . . i iiiiiineanns 261
Using the Formatting Toolbar . ..... ... .. ... . . . . . i, 261
Changing the Datasheet Appearances in One Fell Swoop . ............. 264
Selecting and Arrangihg the Datasheet Rows and Columns ............ 264
Freezing and Unfreezing Columns .. ... ... ... ... 266
Saving or Canceling Your Datasheet Changes . ..............cvvuun. 267
Navigating Forms and Datasheets .......... ... ... . ..ciiiiiirrnnn.. 267
AddingDatatoaTable ... ... . e 269
Tips for Adding Records .« ..o cvvvmsss s 5o amam amam e as s e s o8 o8 270
THETIAV IEONS . ot vt e i oo o v o oW e oo 00 SR ST TS 271
How: Dol Inserfa Record? w o s s 46 5 5000 5o sty i o o i s i s 271
Changing Datain @ Tables . .« ¢ ¢« co e ef 5 855 00 S5 S5 00EH &3 S0 S s g 271
Navigation Mode versus EditingMode . ........coiiiiiiiinnnnan. 272
Keys fior Bcitivg TALIE DA .« o« v v s v s vwm e emeonmamnesessmesesexeonss 272
Selecting Records and FIelds . . .« os :wma o va s srema s e ms soe s e m s 273
Deleting Datan w o ww o o i s smm s st s sl i e e e ar s s iae s e 3t 275
Deleting Data within @ Field . . .. .o 0w s v nm s e st i is s weies e 275
DYElEHNE REEOIEUS ikt i 2 25 8 g gd o B i FA B B T i e o v i i 276
Copyingand Moving Data . . ... covut ittt e 276
When Cutrand-Paste Wen't Werk wsewesvemssssosmsosnsomsssmsmmmes 277
LSIHG HYPETIAKS I @ TaBIS: 4050 5.0 5.0 0 w0 0 om0 e it s S o s s 277
Entering Hyperlink AdAresses: . .. . www w woiai i wis i i gl i i e aisas 278
Editing @ Hyperlinlc AdAress o « « «mm » «w s o w i eae st i s S e o5 s o5 e 4 o 283

Deleting a Hyperlink Address . ........ ... . iiuiiiirinnenennn.. 283



TABLE OF CONTENTS | /KX

Using OLE to Store Pictures, Sounds, and Other Objects ................ 284
About OLE Servers and Clients . ... .. .. ¢ 55 506 65 506 55 56 506 500 008 5.6 000 514 285
About the Source Program ... ...... ..o i insisnis i ee s s siaia 285
Linking versus EmBedding s wi v e e i i #a sre 0w S Wi dig S0 W0g s @ 40 286
An Easy Way to Insert Objects . . ..« ac i veis o s s dua a oia oa 605 oo 000 a1a 286
What the Object Looks Like ... ... ... . ..ot 287
Activating and Editing OLE ODBJECES . & « we ms s w0 e 5 w3 v5us w56 e onie s34 9 9 288
Other Ways to Insert ObJECts ~ o wa wn i o9 60 a5 ae ame ame o o4 55 00 64 @0 it 289
About Bound and Unbound Objects . wu i v s ims o5 o w8 as i a0 w05 58 50 292

Special Techniques for Memo Fields . . v e v viiescvs osva v ve se si oe 293
Controlling the Enter Key Behavior . ...............coviiviinnnon. 293

Special Techniques for Sizing Photographs . . . .« s v viven vuneneseononos 294
Step 1: Create the Table and Field . . . .. ... o0 i ss 00 ma a5 0605 66 608 a0 a8 295
Step 2: Create the FOIM s w ss 204 w5 25 s w8 6% 25 508 o 55 63 e 5% 55 & 295
Step 3: Measure the Photo’s Container . ........c.coviviinninnnnonns 295
Step 4: Scan, Crop, and SizethePhoto ............ ... ... ... . ....... 296
Step:5: Link or Embed the PICtURE « o o 5w o o mis mon s s 0w win me as s s 296

Troubleshooting Data Entry and Editing Problems . .................... 297
Duplicate Key MeSSage i .. siv v v 4 o3 w0 e a5 s o 55w 550 o 4mie oia 4 40 45 297
Cart't Have Null Value i INAER: wa s s i e it e 95 o salis Sate 33 o6 o 298
Value Isn't Appropriate for This Field Type . . .. ..o vviii i, 298
New Records Seem to Disappear . .........vovevmmneannnennnenns 298
Data Fails Valgation RUlE: e e e s e oo 06 5un o aro s e o iy 6w 299
Access Won't Let You Add or Change Any Data ..................... 299

Changing the Table Design from Datasheet View ...................... 300
Renaming.a ColUMN « = « v o w s s e m s w a5 oo aheite e e te e wwe Me s 300
Inserting @ Text: Column . . . si shesisse wamm o 5o s e b om i s b e 301
Inserting ‘a Hyperlink COMIMEY .. s 5. wm g oo s 595 s e e e 5 e o a8 301
Ifiserting @ LOOKUP: COIUNNIY 5 e w6 s 1 it 55658 -0 h W 6 410508 302
Deleting a Colum s sasmmmamsims s e e e et s 5o e e s b B u e @ me s 302
Creating a Table from a Blank Datasheet . . .. ......... ... . ... ...... 303

Where to GOTIOM HE@ ...« .o v vne i aida ve 50 555 0 s s 5 s e 55 303



xXn I TABLE OF CONTENTS

Ch9 Sorting, Searching, Filtering, and Printing 307
Sorting (Alphabetizing) Your Data .. ... cooiwiesnssssomseimsssn s wis 309
Quick and Easy SOrting . .. ... oo e 309
SOIE WITthin SOTIS sonvswssmsssssesssnmesssnse s e oo e s we s 310
Returning the Records to Their Original Order . ..................... 312
Finding Individual Records . ... ... ... it 312
Fixing Typos AUtOmatically « s « s s 50 55 5 5om e ome sie sie sis sce s sie s oes sie sew s 314
Correcting Mistakes As YOU TYPE . .. . cawssanassvsnenasesivesasases 315
ChieeKing YOUT SPEIITIG « v v w w0 e e s oo 0000 0 07 0 B0 7 LI 317
Replacing Data in Multiple Records .. ... .o iniiinieennnas 320
A Search-and-Replace Example .. ... ... ... i 322
Filtering Out Unwanted Records . .. .. ...ttt 323
Filtering by INPUE sesswessesssnsvespesrpssnesesssaiee s e s s ass 324
Filtering by Selection or Exclusion . ......... ... .. .. o i 325
Removing or Reapplying a Filter . ....... ... ... ... . .. 327
Saving Your Filter with the DatasheetorForm ....................... 327
Filtering by Form . ... 328
Using Advanced Filter/Sort .. ... ... i 333
Credtifg COMPIER FilLETS 5 mmmmmms s o 20 5 503 00k bbb b 8 BB BB bbb 335
Choosing Fieldsto Filter . ........ .. i 336
Specifying Selection Criterid sssswsnsnerssssssnnssssasmosssssanss 336
SATVPIE FULEES: .o i e o0 im0 im0 s s st ot 342
Saving a Filterasa QUery . ..... ...t 345
TroublesHooting FilterS srasssssseosssssssnonnnononssssssenssnns 346
QUICK PrintS o oot e e e 348
Previewing Your Printout . . ... .. ..ot 348
Printing Your Form of Datashest «.cwsvwnsnrossnsssssnensnssanssss 350
Whereto Gofrom Here ... ... .. .. 355
Ch10 Querying Your Tables 357
What Queries Let YOU DO . .o vttt e e it e et et et ettt ettt ane e eneenn 359

TYPES OF QUBTIES 5 5 5 5 5 15 @ onscco rocssssssoss 5015555 6060 5+9058 917074098 1) 50 0 s ' 360



Using Query Wizards . ... ...ttt it i i e 361
Creating, Running, Saving, and Changinga Query .................... 362
Creatinga Queryfrom Scratch .......... .. ... i 362
Viewing The Dyoasel o s voe s s a0 a0 a5 a0 50 29 23 45 808 9% 98 96 S 53 56 56 367
Viewing the SQL Statement behindaQuery ........................ 368
Running an Action QUEry . ... .ottt 368
SaVing YOUr QUETY .« ws wn wia s sur wie min s 538 519 o3 55 w0 503 33 918 % 8 506 638 5 369
Opening @ Saved QUETY : wa s s e wi o s ss 6 50 ae &% 2% 578 3% % 7% 576 2% 369
About the Query Design Window’s Toolbar . . ....................... 370
Refining Your QUETY « « s s s s 55655655555 +/6 58 08 08 55 98 78 78 78 93 08 o % 373
FilingInthe QBEGrid .. ... .. it e e 373
Using the Asterisk ina QBE Grid . ........... ... .. iiiirirnennn.n 373
Changing Field Properties .= o e v v s v s 5 s e 5 50 06 w6 50 2 s oa 374
Changing Query Properties . . . .. .. civi v vienatanc i vt e s o 375
JOring TaBIES & o o« oo 000500550 55 63 55 55 55 06 5 05 9 03 95 08 94 6 8 04 378
Creating AutoLookup QUENes ... ... ...ttt e 384
Prompting for Selection Criteria . ........... ..ot nnn 386
Using Totals, Averages, and Other Calculations . .............ov0vuan.. 389
Using Calculated Fields: .. v s s ws o vs sm i o s o v o ws e o o v o 389
SummarizingYour Data . ......... ... 392
Creating ‘Crosstab QUETIES ; i wis ss 58 s 1ip g 3w 08 0 0ig b s0f brf 508 S sup Sy s 402
Creating Action QUETIES . . . ..ottt e et 404
Update QUENTES . . . . oottt e et e e e e et e 405
APpPend. QUEHIES = wxe sxv o3 w5 o w06 5o 56 56 500 6 Wd iS00 R 300 KNG I A I 4% E0 407
Make-Table Queries . ... ... ..ot on o oivi v ataioioniioiannsas 412
Troubleshooting Action QUeries ... ..... ...ttt iniennennssas 413
Whereto Gofrom Here ... ... ..t 415
Ch11 Creating Forms with Form Wizards 417
What Kinds of Forms Can the Form Wizards Create? ................... 420
COIUMITTAT FOEMNTE ¢ 5 5 55 5 5 5 6 65 55 5 6 5 8 55 55 5 5 5 & w46 o6 S 506 40 358 555 4 0 318 420

L1010 | Tl o g 1 420



KKV |  TABLE OF CONTENTS

DAYGEEEETL FOIMS: < o o505 5 o samin 4 BN O ST e e T R s U S 421
Hierarchical Forms . ... ... ... i ittt ininennnennenns 422
CITATLS 555050 0 5100 3005050 50035 0500500486 A S 0 A AN SRR A A ST WP 427
PIVOLTABIES & o v vn 50 s w0 b b o o mrpcmrmim oo oo 01 000 B 3 427
Using Wizards to Create a FOIML . . . . . wsteamrseses o s e e me st 428
SAVING AEORI s a0 s, 5mm, 5056 005 0. 0 e00ka i RS 1150008 e 1 5 e Y BV 434
Opening and Using a FOIm: <: . . < . « « #ataeines suaiems asnmssms s 434
Getting Around in Hierarchical Forms . ...............coviuiinvnn. 439
Changing the STYIE TR PO s s:ssamsimimseieess e s s o sy s sne s e 441
Where 1o 'Go from HEre : : « vswnssasimmsisssswmye e s e ees wmmien s e e 442
Ch12 Creating Reports with Report Wizards 445
What Kinds of Reports Can the Wizards Create? . ....................0n 448
Colamnari(Vertical) Reports: . . < « s v seemecammamn e @ B R ms e e 448
TAbUlAr REPOILS & & 5 i o6 4 505055 v o ibReElREERS 5 a0 55 500 A a0 6 448
Groups, Totals, and Summary Reports ............c.uvinvnnrinenn.n 448
CIAEES 6 1550 000 55 050059000 5 0 57 5 S 5 63 S B 454
MaIliIg, LABEIS 5 5 55 5505 5.5 5 5 50 s ot e i 968 i 4 (08 06 6 00610 0 7R 454
Using Wizards to Create @ RePOrt . . . . . cawawsis e s ibs dvaiia boebie s s ivs 455
GRS NG LADEIS v o w wsiowinsemipmwlain: s 456 i o S8 i e i o 466
Saving @ RePORL . .. . . . . G605t she s e etk o o5 o 5 Son dpom meime s sin 470
OPENITG A REPOTL « » « ¢ ¢ 5 muwnesmmsssnsicm:os e o s s S B S o e 5 470
Removing a Filter and Sort Order ....vesesowssensee vensvonesese s 470
Changing the Style for a Report . . cviviswsvsve v vi e saneininieinis 471
Whiere T Go Trom HEre: siswewsinoy s vt suavas i hs e ¥ o us s vpue 472
Ch13 Creating Custom Forms and Reports 475
SWItERINg Bo DIESIGN VIEW &« o v v v o scisidnis 55 6265 16 4050 a6 Siaas 54 5 478
Previewing and Saving Your Changes . .. ........ouiiniiieinennennn.. 478
Creating a Form or Report from SCrateh s xwe ws ws am s 366 w5 swmesss o5 we o4 479
Design TOOIS w s wuwasmwamsse sese e oo vy i B e 05 S5 2 25 03 45 &4 5 56 480
Choosing a Style for Your Design ... ...oviivniiininnenniannnnansn 480



TABLE OF CONTENTS | %W

The Field List, Design View Toolbars, and Toolbox . . .................. 484
Thie Property SHEEE . vy ser sov ssv ww v v v 50 0 w0 508 316 05 B3 348 005 W00 B 0 09 485
Changing a ProPerty «; «s wi s v i vz o w56 o2 52 0o 655 5 S0 ate st 60 5ule 59 e 486
THE RUIEE & o w00 00 @t i o900 00 0% 20 40 90 6500 0 20 R 7 506 9% /0 % 018 P 70 0 488
The: GO & wen dom b o 55 5w w0 6 % 575 515 508 908 455 406 575 53 56 96 55 5 16 50 % 35 488
Changing the Size of the FormorReport .......................... 489
PESICORE BRHIS om0 om0 w0 0 o 008 900 9690 S 58 D0 06 5 00 558 5 490
Adding Bound Controls (FIEldS) . .. «x s 5% 64 55 0w 5% 55 0% e 0 50 626 i3 0 491
Selecting Controls, Sections, Forms, and Reports . ................... 492
Working with Selected CoORtrols « se e e 18 n 55 i w55 w65 25 S 56 478 55 s 493
Deleting ‘CONEFOIE & oo v s mss w5 i w0 w0 w0 B B S B 8 8 B 5556 m 493
Aligning Controls . ... ...ttt e e 495
Adjusting the Horizontal and Vertical Spacing .. ..................... 495
Duplicating Controls wa s:s s s v w26 ws % 650 60 @0 655 505 0% i6s &% 5% %% 308 aie 603 496
Changing the Font, Color, Border, Appearance, and More ............. 496
Controlling the Tab Ofder - = «c cv s ve s ans s sd o5 55505 66 oin 5 58 78 526 498
Copying Properties to OtherControls . .................ccoiuniun.. 499
Adding Help, Menus, and Promptsto Controls . ..................... 499
Customizing AutoFormat SEYIes ; ..xvs s v s ew o 55 0% b6 0o 5 05 2% 55 5 502
Specifying the Record Source Onthe Fly .. .veiweissis s ioases wnaianen 503
Sections, Headers, and FOOLES .u wn o wid st ais ofs ol 45 406 5ua bim 4% 5106 vio 65 60 475 503
FOIrm SECLiONS § 54 o s 5.3 58 53 55 5% 5595 SR dRAH S0 S5 S 2% S1e e wint s sm it 504
Report SeCtions . . .. ..ottt i e 506
Adding or Removing Headers and Footers ......................... 508
Grouping Data In REPOMS v v s o siiem s ania s a5 508 28 sl s50a b 4% 508
SIZING & SECHOM 4 ri e o a2t o5 6 550060 &9 DR PET T OURN SN SR BIT b0 AR5 514
Summarizing Your Data by Hiding a Section . ....................... 514
Adding Your Own Controls . ........iuuiiniiiiii i 515
LISIPYEY TR WM o 5o 0 e 080 D0 000 13 R RS BB 515
Changing Default Properties for Toolbox Tools ...................... 518

AAING LABRIS « v v oxmswommnmn s nms v v o o 0 o Sonba 5biibs 850 o a0 s s 521




XAVI| | TABLE OF CONTENTS

Adding TeXt BOXES' - .y sy e s w6 b 55 i 50 68 55 67w 1w gk o 5 5 o 521
Addifg OPLIOR GIOUDS s vmi s e e sip0 50 408 $8. s w805y s 508 B0 9% B9 65 0w 0 522
Adding Toggle Buttons, Option Buttons, and Checkboxes ............. 524
Adding Combo Boxes and List BOXES .. ....ovvvun e vnom s s oessns 525
Adding the Current Date and TIME < . .« « s o o5 s w0506 6 i bme oo o 55 45 5 5 528
Presto Change THRE i v so s s sin s o s w0 awms o 96 0 R0 8560500 0 529
AAING LIAES 5 550 555 5 600 5% v i 8 b 58 i 008 o6 e 5w 508 528 00 40 &0 =i oy 529
Drawing Framies arotind Controls « <.« < v ses 65656555 st as s 53 9% 43 w5 529
Adding PAeIBIEAKS' ..o u v s ssmpmsmsmsmans s s s s s defin i by sy s o g 530
Addifg HYPEHIHRAKS v s v o050 105 55 59 005 5055 0w i e s s 532
Adding Command BUTEONS « &« 40 s o8 s 5500000500 6 i nimesmesmm 534
AddiNG Tl GANEOIS v o wwes it wo s B H 0@ e g -5 BRSTIEES Brtesaamss i 535
Adding Pictures, Sounds, and Other Objects . . ... < -+ ¢ ¢ wigwsamERRs « 537
Changing the Front-to-Back Order of Controls ...................... 545
Creating Calculated CONrols wumw sis 5 e sme oo s oo v win s sisieserses 545
Adding a Subform or SUBTEPOIt : . & : a4 s a5 55 s a5 s vmw e a ww @2 s 548
Showing Fields from Another Table or Query ....................... 552
Putting a Preprinted Form on the SCreen . ...« ...« o o 408 S &6 55 &8 s e s » 553
Step 1 Scan the Pre-Printed FOIM < s ¢« o665 55 55 s s 0 58 506 59 e 908 5 4 4 553
Step: 2: Ereatethe Table! ... . 5w wa & eamamusy oo sxe i s iy 5 pmw ph e @ > 554
Step 3: Create a SIMPle FOIM ¢« v o vt s o455 555 winste s sl s a8 s o s 5 » 554
Step 4: Put the Printed Formonthe Screen ..................... ... 555
Step 5: Size and Position theControls . ... ......ccoveeiemoveusonas . 557
Printing-a REPOrt trom thie FOTM: « vu s ss v o s 00 5 amaimsis om s o oamss » 5 557
Form Letters, Mailing Labels, Bte. ... .. cv 0. smmmoprscmmmmsempaes o« - 558
First Aid for Designing Forms and Reports . ...........cciiuiinnnnen... 559
Whiere 1o'Go o HEME s wouumsspsanasns 585 o § SRwamwE A Rmememeas s s 561
Ch14 Creating Charts and PivotTables 565
Charting YOUF DAEA & . x oo s om o in 5o s 6@ s 600 0 006 550 DI6 R0 i i s s, e 568
Choosing the Data You Wantto Chart .............coiiuniinnannn 570

About Freestanding and Embedded Charts . ................ ... 573



TABLE OF CONTENTS | | X%ii

Creating a Freestanding CHatt . .:evos000 56 05% 5 55 85 98 58 1o s o8 ff 576
Creating an Embedded Chart . ........ ... ... .. .. 579
CUStomMIZINg @ CNATE i 23 i s s soe 0 0 s o5t 8 05 s S 958 628 420) 5 645 K0, AT 588
Bullding & Beter Chalt 1o ve ve s se v o 50 w6 508 55 515 00 0 53 a5 65 6 o 4 593
Freezing the Data in Your:Chart . s o o s as os a2 @05 55 5h o d 28 wh 596
Charting Data from Other PrOgrams . s.e ev swsaaisisushi s ins o st s s s 596
Creating PIVOTTABIES » u.« 5 x5 55 55w+« w00 6 558 B 0% S5 0is 4 o s e 599
Understanding PivotTable Buzzwords and Procedures .. ............... 601
Creating a PivotTable with the PivotTable Wizard .................... 603
EAIting @ PIVOLTADIE ..o ot wvonimims s im0 o A RO 01 1 606
Troubleshooting PivotTable Problems . ............. ... ... .. ...... 610
Where/to GO oM HETE s ousmssmssnmamssnpasnsosnens Sk seivass sz 610

PART Ill « DATABASE TUNING AND ADMINISTRATION

Ch15 Personalizing Access 615
Personalizing Your Work Environment . ...........c.covviiieninnennann 617
Changing Advanced Options .. . ... . e v s e e 0 s w6 o o 9% 9% ok 4 619
Changing Datasheet QOptONS .« « x« o5 v ve we o 0 i Uk i 48 W G50 56 66 56 7 620
Changing Edit/Find OpYIons . : = « . s i # 6 96 5 525 3% 85 ole 0 1 00 5.8 50 8 621
Changing Forms/Reports Options .. ...t 622
Changing General OPtioNS ..« « v« g s ww v mir e vz e w0 e T3 85 6% o6 a0 & 623
Changing Hyperlinks/HTML OPHIONS » v «5 6 v s 4 5.3 a5 w55 5% 205 w5 wia 5% 56 0 624
Changing Keyboard Oplions s co.usussvs s s su a5 swsd diaibins o5 626
Changing Module OPtions « s gem e Sue 5 0% 5e aiis ms 67 5 5557 550 o5 0 g0 s 627
Changing Tables/Queries Options . . . .. ...ttt 627
Changing View Options . . ... .ot 630
Personalizing a Database: s « = « w5 g s s o mimee s ws e e sy amiss 631
Changing Startup Options .. . . . . coress s w e ammemeis e 5 s 632
Installing Wizards, Builders, and Menu Add-Ins . . . ..................... 635

Customizing the AdA-INS  « . o5 0w o sm0 5 = 5 Le e ivEns o v s e pemm s 636




XKVIIl | TABLE OF CONTENTS

Other Ways to Personalize ACCESS . . i« v cn v n s v s oliimos @ s omes e 636
Using Control Panel to Customize Access . ..........c.ciuueuennnnann 637
Using Command-Line Options When Starting Access . ................ 638
ADBOUEThE RegISN FIlE . - i cvipn it anisnndnises npoinpod i8IS ewbis 641

Where to GO from HEIE: . ww ww s o wm mow s im0 o sk o 0cs 258 sas wis 58 B3 3 642

Ch16 Speeding Up Your Database 645

SO WherEe Do | 'STaTtE o vmmuwmswmmmmenmwsm s o5 s 0 o0 e 0 5 e vop a8 647

Speeding Up General PErfOrManCe o « =« wws wu mw 60 0 45 57 8o ms ws i ote ie 9160 648
Tweaking Hardware and Windows 95 Settings ...................... 648
Tweaking General ACCess SENGS « « « « w « o ais il d o S mre @b s S scasnabs 651

Using the Performance ARIYZEE . o i s o w5 s 5 » s esmss o s S SR sl o 652

Speeding UpiTables: w o e v« v v m wp oo s s e s s s s s s & BT 653

Speeding Up QUETTES: o i s s mm v we s 5 w5 55 b & 0w Bse e 0 8, 08wy 3 680 654

Speeding Up Forms, Reports, and Printing ... ...ccciscueiivsnnenesoens 655

Where to GO TrOMHEI® .y wwms omvn o od 48 6 40 54 2 6 450 7 00 55 85w s 656

Ch17 Administering Your Database 659

Backing Up @ Dalabase s s e uwwswsssmsasos s wwhg 5 08 0 & S5 ok g e 250 a0 662
Restoring a Database frof BaCkups . - .« w5 s ss mi 5 o0 s 475 978 3.3 55 w70 513 663

Compacting a Database . ..« uw e wmw m e v bio Simmeme geme sy s ik e 664
Compacting Other Areas of Your Hard Disk . .............c0o0uunn... 665

Converting from Other Access Formats . .......ccoioemeasisvansssonas 665

Encrypting and Decrypting Your Database . .............ccviiuininnnn. 667

Repairing.a Damaged Database .« .« s o wsw o omwns won ol o 05 6la wieials sl s 668
When Repair Doesn’t Solve the Problem .. ......... ... ... ... cooun. 669

Viewing Information about Your Database ............. ... ... ..o..... 669

Documenting Your Database . . . sus e wse o6 s 55 00 ve w0 w555 6w oz 06 671

Replicating Your Database . .. .. .........if dn s 6 o % a% @5 9 5 o4 5o e 672
Creating & REPlCH s v o v v wmsmns s mas ve s o pe v 08 508 55 55 S W L0 05 0% S5 673

Creating a Partial REPUHCE ome s sos sn wm s vr 20 515 sivi myg 476 Wa s 93 05 Sw v s 674



J—

TABLE OF CONTENTS | /XXiX

Updating a REPEA » ».v « sm 55 sin i 70s da S ve w08 005 575 58 503 305 555 #ie 9% Wio »
Where 1o Go from HETE. « . s 3t 5 sits s 518 50 55 543 719 8 853 515 sun o6 sy st sagi o

Ch18 Networking and Security

Alloarig LISers 10 SHare DB - o vwwmocnion s avims 0o v v svy b s 55 5 st 45
Option 1: Put the Entire Database on the Server
Option 2: Put Only Shared Dataonthe Server ......................
Separating the Tables , yu s o5 wv v o 50 w0 50 00 0 00 205 505 558 58 win 6 66 S0

Preventing Exclusive ACCESS o «u v o v s oo pili o abapabvie s @ v SR 9l 65 o

Creating Upgradeable Custom Applications ..........................

Editing Dataona Network .. ... ... ..ttt
Refreshing INStWOrk DalE « s o« s v v & 0 5 normwmmemmos o @ s o armemon &5

Twieaking MUIHUSET SEEHNGS : « « 5 v v o v« v o wmwmamemogm s e mem. oo @s e o s
Record-Locking Strategies . . « « « « « « v v s woimisme e e o e e o m s S gee - »
Chivosing & Locking SEalegy  « « « « « « v 5 5 R vaim 3 smal . 5e S s 4he me o
Minimizing Locking Conflicts ....... ... ... .. . i,

Sty R DREREASE oy o mmmms s ae e fs Gannm w- Sy R 5o S mE |
SECUTILY CODCEPES & sor wv wrs 3w 3w ws s £5 0% 59 5025 05 W6 405 9704050 806 00 565 B0 0 3
Permissions Granted . . . . ..« wn o 2% o o0 v e 5% 55 25 6% 2 05 &8 S 0 §
ACCESS LOGONS i s06 0w 5 v w0 w0 o 205 05 o Gk Sde 0% 50 60 M 400 506 908 388 e »
WOTKEHOUE FNBE 5500500 0500055 05 N5 56 55 15 0 B £ s a0h S50 308 3w 550
Built-in User and Groups . . ....oivn ittt
Owniership: The Super Petmission « s wx ss s ws 5 56 36 55 4% 505 03 5 5 32 7
Working with Users and Groups . . ..c vs s e e o avs sce i a5 a5 65 56 5 ie s
Viewing Ownership and Permissions : «s « se es s da wg w0 005 0 8% 56 5.8 5
Securing YOUr Database vuw s e svw 455 5 5 57 55 5% 65 5% 55900 08 g w1m wip iy 8
The User-Level Security WIZArd ; s sin s s om s v e mis s v om w wn wiesn w3
Skating Past the Logor DIAog BOX « « » « egese s s ee s w5 s &

PassWond SEEUNTRY o xes w0 s b5 6 b @ ess 390 e R a e a4 A D a e

Where to Go from HEre .. vuswwuomans snsiiss e sbes Wi« 5664 ¥ie 4 o5




XXX | TABLE OF CONTENTS

PART IV ¢ BUILDING A CUSTOM APPLICATION

Ch19 Creating a Custom Application 715
What Is an APPHCAtioN? .o wowem v v s wms me o w segemss e dm e m s b m s 717
Who's Who in Application Development . .. ......cocvvueniinon.. 718

How Much Programming Is Involved? ............ ... ... . ... ... 718

What Ate BVEMISY o sonmrramsmnsmes ne s e s s p e 76 09 65 50 50 0w 00w w5 5 ¢ 718
Finidinig EvVEnt PrOPETties) « s w s wed s ve wn s e me 55 55 bi a wi s e wm w5 e w6 719
Sample Form BVents: . . . s suars sm sw s s m sps 50 B0 55 58 e vwm w v wnon 721
SaMple CONTEO! EVEINES w0 mm w wbw im0 o 5 s s i o 8 8w w5 5 3 721
Creating a Control and ActioninOne Step ........cviiiniininnnn. 722
Using Control WIZards . - . .« s & o e s m eatis s avss s misds wms 723
Testing the NeW CORION « « « o w5555 0% 555 58l Blavliast S5 5405 e s S b e 727

More Wizard-Created CONEIOlS: yu s s s wim sipsa o 55 55 5o s 9% o3 58 55 61 728

Where 1o GO Trom HETE .« i o ote aue 4 im me wm mis mas w5 018 505 938 935 428 b o o 728
Ch20 Using Macros to Create Custom Actions 731
Howr 'to: Create 8 Macro: wwsis i oo sm s s s s s 900 w00 ws s 900 65 309 55 S 734
Determining WhenaMacroPlays .........ccoeoe0evesvansnccocsons 737
RUNNING The FAACTO i o o i v i o s i m e v 2 o 00000 R o i e 739

All That in a8 NOESHEN & e min e 5 0 500 0 5 60 50 0 5 0 B EE SRR S AS A e 739
Sumimary of Macro ACKIONS: i wi ww v wu .8 55 5 Rl $3500% 578 S5 v Gve st it » 740
Executing .a Macro ACHON “M..." « « v w m o m tim o i omw wib 55 a2 558 20 96 ww 742
Creatinig Macro GroUPS s s & u s e 5w 5 08 576 0 890 8 908 58 328 0% 9t 0 B 3 747
BTG INTACTOS 1 i om0 i s s e oo s e 00 56 B 0 008 008 88 87 938 3 749
Changing, Deleting, and Rearranging Macros . . ..............cuvuun, 749
RefErring to Controls MM MACTOS! & i« s w s wuw « i 50 848 Fovive S anims 478 S0 auemm 750
Typing Lengthy 1dentiflers . .« v v o s oo monsons alissass e e ke satss 752
Making More "Generic” Macros ... ........couvuveiuunnnneinennnns 755
Dealing With Macro: EFTOFS 1 wis o st aw st si e s 6 s ammasin & iy S50 8 58 i 5 4 758
Single-Stepping throughaMacro .. ....... ... i, 760

Creating a Macro to RUn at STartup . .« .« .« 5s s« o 606 8 e S o5 o e s oe 761



TABLE OF CONTENTS | [6K¥I

LearRing DY EXAMIPLE 5 ¢ s s stavsonsims s smisse e mimmsnss sl 3 s B i smasutiss 761
Whete 10/ GO TEOM HEFE: « & ¢ susomenonssgumisstinmmssisn: e iae s 8 s s e e = 762
Ch21 Creating Custom Switchboards 765
Changing a Wizard-Created Switchboard ... ......................... 767
Changing Wizard-Created Switchboard Options .. ................... 768
Defining and Changing Switchboard Iltems .. . ...................... 769
Changing Wizard-Selected Art . ......... .. 0. 771
Creating a Switchboard from Scratch .. ........ ... ... ... .. iuinn. 773
Creating the Blank Switchboard FOrm . « i o« iu s e o 6 0 0 5 05 95 773
Adding Controls to Your Custom Switchboard ...................... 776
Creating a Macro forthe New Control .. vivisb sk o 56 6 55 50 a0 an s wss 778
Making AddressBook Return to the Main Switchboard ................ 781
Filling Out the Switchboard . ........ ... .. .. ... i iiiiiiininnnnn 787
Making a Switchboard Appearat Startup . ...............ccivuiunn.. 788
Wizard-Created versus Custom Switchboards .. ....................... 788
Summary: Wizard-Created Switchboards . ......................... 789
Summary: Custom Switchboards . ............ ... ... ... ........ 789
Whereto Gofrom Here ... ... . it it einanan 790
Ch22 Creating Custom Dialog Boxes 793
R ST 020 S v 0 B i o s e e s o 156 O S B Bk VR TR A 795
Step 1: Create the DIalog BOX: . . ...« g e o6 v o5 ot o0 o2 ot ats % a4 & 797
Add the Checkbox Controls , .. ...« vcv v s 05 o 0 o6 an o o s & 56 & 798
Add the Command BUttONS . o ;o ¢ 5« « v v « sin os ot 66 47 355 67 575 65 o oe w5 2 800
Print, Save, and Close the Form . .......... i, 802
Step 2: Create the Macro Actions . ... 803
Cancel PrNEING MACFO . o5 a v 606545 5.5 5 o v o oo am o a0 5% 0% 0 605 ite & 804
Preview Reparts Macro . . ..... ... wce e i on vn o o o 6% 5 55508 sl s 805
PrinE REports PIBERD .« .o oo v v s onn o oms stns sl ok o 04 £3 £8 6800 514 807

Step 3: Assign Macros to Dialog Box Buttons . ........................ 809




KRl |  TABLE OF CONTENTS

Finishing TOUCHES . . ...cvvcesapsponsnenssossaevamaiaiaiasessese 811
Modal and Pop-up Properties .......cooeeiininnneninieneeneees 811
Dialog Box Border Style . ....coouiiiiiiannniinarnnnnesnnnenn. 812
Default and Cancel BUttons ... ... ccovurirnnneaananennsrananes 813

Where to GO from Here . ......coceenssinasssansasrecsssarasananns 815

Ch23 Creating Custom Toolbars 817

ACessS TOOIDALS . ..scxscosnsassnssssssis FOEaaaPNOTassyKapas s 819
Hiding/Displaying the Built-in Toolbars ...........ccovemmnvaeeeee.s 820

Controlling the Size and Appearance of TOOIDALS 5.5 e s ik i vl S erabimraiact s =16 s 820

Modified versus Custom Toolbars .. ... ..o 821
Empowering/Limiting Your USers . ..........ooourneenennrnnene e 821

Creating a Custom Toolbar . . ... covveniiiniiriinneinneennerennees 821
Adding and Deleting BUttons . ...........ccoiieanarraiinnaeenns 822
Saving/Modifying the Custom Toolbar ...........oovvverrrennnns 824

Creating Your OWN BUHEONS ... oovvvinnnnenennnraen e rnnnes 825
Changing a Button's Face/Description . ........ccoeurrrnerereneens 826
Resetting a BULION FATE .. .« cowmsisommmnnss i o5 e ain sy g mr s s 0 e 827
Creating Your Own Button Face ..........oovimunannnneenrrnnees 827

Adding Toolbars to Your Custom Application . ........oiiiiiiiiin 828
Creating Macros to Show or Hide Custom Toolbars wisiaw st s s s 829
Attaching Toolbars to FOrMS . .....ovvuiumernneunnnrarnnenienees 830
Attaching a Custom Toolbar to Print Preview .............cceeeeeeen 830
Macro to Hide the Built-in Toolbars . . .. ... .o 831
Redisplaying the Built-in Toolbars . .........ooivemeariinneenenne. 832

Modifying a Built-in Toolbar .. ........ooiriiirnernnnaenrnnrnnnens 833
Combining Menus and Toolbars . .........ooieniinanninneeeee: 833
Resetting a Built-in Toolbar ... ..c..oviiiiiiiininrrnneenen e 834

Whereto GofromHere . ......ccuiiriiiiiiinreneersnresennnnoans 834

Ch24 Creating Custom Menus 837

Displaying CUStOM MENUS . ... .ovvennunsnuremmnaseneeennnes s s 839



TABLE OF CONTENTS | XXXl

CTEARING CABTOIT MIETIUS o e mwe moia @ s g ives S50 o 450 9 o 460 500 558 B G5 P 8D 3 840
Adding a Built-in MenutoaMenuBar .......... .o, 841
Adding a Custom MenutoaMenuBar............. ... ... 841
Copying Commands from a MenU' . . ; « « « « sdaiie i smoimie s see watss s 844
Customizing a Built-in Men . 4 veisinimsssusmssssss o he saoye e 844

Saving & CUSIOM MenU BaT .« « .« s sie s wcennsussrosionism i @is. o b 68 s 645 845

Displaying a Global Menill BaP .« suwsucwsivasmvsmssmsassimson smm s 845

Attaching a Custom Menu toa FormorReport ....................... 845

Editing a CUStOM: MENU BAF -4 s 5oiwmstcs e w00 s i o s 5 a7es. 816 s s 846

Creating Shortcut MenUS. « 5iqaiusirsrswlosaies s e s s i e 846
BUilding & SHOFECUL B, amer, moop ms a8 1816018000005 18 8 SO B R o O S 0 846
Sefting 8 Clobal ShOMeUt MBIAU & v o« « 559 % 5 g ausisonsonse s smems s s e s 847
Setting a Contextual Shortcut Menu .. .....conumomsnsnenssoseseros 848
Controlling Whether Shortcut Menus Appear .................o00u.n 848
Converting Macro Menus to Access 97 Menus .. ..........coi . 848
Combining Menusand Toolbars . .........ccoverirenerasannsernns 849

Where to Gofrom HETE . :susvmssnns s sesn s ms e ss 51 sy e 55 55 Sie 508 849

PART V e REFINING A CUSTOM APPLICATION

Ch25 Introducing Visual Basic for Applications 853
WHY USE VBA? ., . .wiowissmmmens st o o i w86 98 3% 20 46 Wa 43 505 6% 4% 6% 855
What Is the Shape of Visual Basic? . .; s s wa s ive o6 s ol ah aits 0 o058 als w05 856

Visual Basic and ObJeCtS .« o .o v v ws 53 o 55 o a0 08 55 55 5 e 30 28 o a5 857
Vistial Basic and EVENLS: . 2 = s w5 s sin wpn e 58 550 558 s 856 S e S 8 e 08 858 858
Visual Basic and STAteMents: ... .« s s sa-as dye o i ow me 50 op -t o5 o6 459 358 858
Visual Basic and Variables s em s s i i ave st i o 5 505 55m 55 A5 45w gsa a0 blie 861
Visual Basic and PTOCOAUIRES i e abie v s i 55 w408 1020008 5650 e, Wi a0k 550 70 18750 861
Visual Basic and FUNCHIONS .. . . . . . .% 4t e s a5 e Gln Mo s 578 SRS m s aste 862
Building a Sample ProCEAUTE . . s . v » wisuemmer s sminss o o omvivisee imor mosin o s 6576 5 863

Converting Macros to VISUAl BASIC . s wwrsswisis i s wise simssisiovs e/ om s-asizre 865



XXXV | TABLE OF CONTENTS

Learning More about Visual Basic for Applications ..................... 865
Where o GO Trom HETE s s we o mw o mm v o s s o St i 450 406 10 8 % 467 90 Ao 866
Ch26 Creating Custom Error Messages 869
Building Custom Error Messages withaMacro . ...........cooiiiivnnn.. 872
Building Custom Error Messages in Visual Basic . ...................... 874
Flow Control in Visual Basic . ... .......vtiitiiiiiiniiinnnnn 874
Bnilding the EIen MESSAEe. « s sum w5555 5 53 s srommew ayga s s@u e o n e 880
Wheterto: o THOTm OIS .. it e a5 o e s1504at5) 0m s S8 SN GR A0S B 051 535 882
Ch27 Interacting with Other Programs 885
What Is OLE AUTOMEtion? . .. o« » 56 s witt st ot st s acsioin 80 51 R b3 w8 275 it w96 o 887
Creating the Basic ODJEEE « s w s atts e 5800 w10 658 57 5 Fei ¥ i 95 siblaris @ %14 888
Working with the Basic Object. . iz 52 53 &5 55 6 65 5% 50 w8 a8 08 v a6 as o o 892
Closing Your Automation Session . ........cuvunirinenrereranenernnas 894
Where 16/ GO ITom HEIE o s w » ve ww e v v28 0y orw 915 w0 s 68 88 8480 B 080 558 538 9 894
Ch28 Pulling It All Together 897
Whiat's Avallable TO YOU v o uw s ns ve 5 w5 09 e s b 59 19 6 500 08 B 08 K8 & 900
Openirig and Using an Application . . i ws v wis ses s v i ste v sie o 58 506 w0 s 900
Getting to the SoUrce COAE . . o« . ifa siw 9% e i 5% 5% ol 5% 5% 5% w5 6 78 o & 901
Finding Out What Makes Tt Tick ... . ss 53 @50 50 5% 55 55 o5 a6 556 45 we we 5% o 902
What Good Is This Information? . ..... ... it iiriennn.. 907
Peiriting Technical DocUNVENTatION s axe wa e 52 se5 o=y, ah) vy a9 6651 S 5481 5 5091 55 & 907
Modifying Existing - Applications . c e s swa s s b o3 w5 siwse s sams s v s 908

Where 10 GO Trom HETE . . . ves o e aima smodhia 65850 8m B i S & 0% 4 5 5 S a5 3 909



TABLE OF CONTENTS | XXV

T——
APPENDICES

| A Installing Microsoft Access 913

| Preparing Your 1. x, 2. x, and Access 95 Databases . .. .................. 915

Inistalling Acecess on a Single-User COMPUEET . . . . v & s w4« @6 o a0k a5 55 o 5% 917

Running Setup to Add or Remove Components ....................... 920

‘ Enabling and Converting Old Access Databases .. ..................... 921

‘ Enabling @ Database . . . .« wmaisanemscos s sis are o s gos w5 w0 05 we s S5 s 921

| Converting a Database: . . .sosia e #5506 5 w6 350 968 sLvtae @é 4 S 55 3% 358 921

L Setting 'Up ODBC SUPPOTL. .« . & ksvere i o abe i its ke i 85845 s 50 @k i 45 $e 923

‘ B About the CD-ROM 925

Opening an Access Database: . . . . ;. cwicos sveeeseses 5 ime ve e s @& eeibs 926

Copying a Database to Your Hard Disk . . s.v.ee .54 5a s siesnssassssevs 927

Abtorms.and ChEEKS2S: umnismmpupmse st st s msms 929

Fulliith ariel FUllilS . « « & « svssnumansemnmeimnomeaesesmsvsemyses s s 929

ZipDemo and FUNCDEMO. vt s et ileiasia a1 e o 5708 167 08005 18575008 58010108 929

Thie Inbook Folder . . . . . .o om s am e o m smwe =6 e s e s 930

Access to Business Contacts Unlimited Demos . .........covviiininnn. 930

Using thie Access to BUsiness: IEMIOS . .« oo puimngsom mim mom s g4 k6 s 930

ADOUL. ACCESS 1O BUSIESS « o oth sumnm o s wes o win w0 wom o, i, g i ot s 4n:a 932

Cary Prague Books and SOftWAre =« s v w9 o si 5 6 5 506 516 5 @ 55 & @sig 0 o 932

Using the Check Writer Database ... .. .. s vw o 6 65 i on o% ot e es 550 933

Sample BUSITESS FOTMS & v« & 59 5o 56 w0 it 045 00 4 anf 9 o 0K B B0 D £ 5 934

More from Cary Prague Books and Software .. ...................... 935

United States Postal Service Barcodes . ........ovtvinnrnnroernsneesns 935

From TAZ Irformation SErvices « ;o « ¢ s oo ac v g o wis woie slis wze sim s o 9 8 936

C Installing and Using Fulfill 95 941

Copying Fulfill 95 to Your Hard Disk . o e s e s 66 50 606 w0 w6 655 055 008 350 w10 0 943

Starting FUfill 98 o vepone e asdzuiy e a0 A B B 6 R e W T S B B 943

Entering Information about Your BUSINESS o o3 sia a4 e se w0 e vie 3 40 i 5 » 945




XXXVI l TABLE OF CONTENTS

Using Fulfill’s; Address BOOK . « « sz s .q 5w o 5 o8 iy 668 558 5 5 58 55 5ok 0 00 973 945
Adding a Name and Address . ............iiuiiiinnnrnnennnnnnn 946
Entering Credit Card INfOrmMation s . s« s m w s v sa 005 s 0w 3 mse v e 950 ae 951
Navigating with the Address Book . ... s vmmm i s sm i o v o 03 954
Printing from the Address Book . . . . ... ... iiiiiiiiiiiiaiian.s. 957

Managing Your ProdUet LISt . .« w s s i m i ww e o v s a8 e & ihe 556 ae s 960
Adding NeW PEOGIICES « i« ¢ 5« o 5 6 5 5w 5 50 i 5 6 o iiosiien s 5w 8 o791 5, b 10 1485 960
Navigating in the Products FOrm . .........c.omumssorosenmnscsesoes 963
Printing Product INformation s . s s s o s & ¢ sramamisiiesmeamseiEsosemss 964

ENYEring ORAGES .« « . cvv i s s m b s o i ok oo iSHE oA S 00 e A0 L BT 964
ENtering @ NeW QORI v & ww i wn w w e v i s MR G o i m i B85 964
Tools for Managing Current (Unprinted) Orders .. .............couu.. 971
Tools for Managing Printed Orders . ..........ccoieimiurenneannrnnn 971

EXHTG FOMML D5 < & o o 60 50 08 50 0% w0 0 015 1010 0 i S it S e S O T 974

Questions; Comments;Snide REMIATKS: « s« w5« » v st s s aess oo n sl wassesm 975

REFERENCE
Master’s Reference 877
Glossary 1071

Index 1091




INTRODUCTION

elcome to Mastering Access 97, the
1 book for new and intermediate
Microsoft Access users and for aspir-
ing application developers. Like Access, this book is geared toward experienced Windows
users. You don’t need to be a Windows genius to use Access, but if you're just making
the transition from DOS to Windows, or just getting started with computers, you'll
surely want to get your Windows “basic skills” down pat before you start using Access.
(Our book, Alan Simpson's Easy Guide to Windows 95, can help you do that. It's also pub-
lished by Sybex.)

Just in case you're wondering, we used Windows 95 exclusively while writing this
book; however, Access 97 also runs under Windows NT, and we've sprinkled a few
notes about Windows NT throughout the text. Readers who are using Windows NT
should have little trouble following our instructions, although you may encounter
some minor differences along the way.

New fo Database Management?

You don’t need to know anything about database management or programming to use
this book. We start at square one in Chapter 1. As for programming—don't worry
about it. Programming is definitely in the “not required” category when it comes to
using Microsoft Access.

Neww fo Access 97 but an 0ld Hand at Access?

If you're an old hand at using Microsoft Access but are trying (or planning to try)
Access 97 for the first time, you can find out what's new by flipping to the “What's
New in the Access Zoo?” sidebars at the end of each chapter. These brief sections high-
light important new features that relate to the chapter you've selected.

If you have old Access databases that you'd like to use with Access 97, be sure to
check Appendix A of this book for an introduction to points you must consider before
removing your old version of Access and for information about converting your exist-
ing databases.
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Finally, you can view online details of what's new. After installing Access, simply
open the What's New book in the Access 97 Help Contents (or search for What’s New
with the Office Assistant) and then explore the many subtopics that appear. Chapter 1
explains how to use the Access online help.

i Focus on Creafing Applications

Microsoft Access is a huge product, and nearly every nook and cranny of it is already
documented in the online help. In this book, rather than wasting paper repeating all
of that information, we've opted to focus on two things: (1) general day-to-day use of
Microsoft Access and (2) using Access to create custom Windows applications. To meet
those goals, we've organized the book as follows:

PartI An Overview of Access This part is for experienced Windows users who
are new to database management and/or Access. Here we cover basic skills and
concepts and offer a hands-on guided tour.

Part II Creating a Database This second part of the book covers all the basic
Access objects you'll create to manage your data—tables, queries, forms, reports—
and to publish your data to the Web. The information presented here is vital to
casual users, to more ambitious application developers, and to aspiring developers.
Part III Database Tuning and Administration Here you'll learn how to per-
sonalize Access, speed up databases for optimal performance, administer your
databases and use database replication, and take advantage of networking and
security features.

Part IV Building a Custom Application Most Access users eventually realize
that, with just a little more effort, they can turn their databases into easy-to-use
stand-alone Windows applications. Part IV of this book is all about that topic—
creating applications.

Part V Refining a Custom Application We wrote the final part of this book for
application developers who aspire to learn Visual Basic programming and other
more advanced application topics.

This book offers several features that will help you learn Access and find the infor-
mation you need, when you need it. Here are some examples:

¢ Notes, Tips, and Warnings. These provide good ideas, shortcuts, references to
related topics, and cautions that point out when you might want to think twice
before clicking that mouse!
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e Sidebars. Sprinkled throughout the book, sidebars provide useful tidbits that will
help you work smarter with Microsoft Access or Windows 95.

e What's New in the Access Zoo? Designed to help people upgrading to Access 97,
these end-of-chapter sections highlight new features discussed in the chapter.

e Access in an Evening. Chapter 3 is a hands-on guided tour of Access, designed to
give you a feel for working with the program in just a few short lessons.

e About Access, Office, Windows 95, and the Internet. Chapter 4 highlights com-
mon features in Access, Office, and Windows 95 so you can learn Access more
quickly and take advantage of integration between Access and other programs in
Microsoft Office. Learn to use the new Hyperlink feature to link Access databases
to the Web!

e CD-ROM. The CD-ROM in the back of this book contains a great multimedia cat-
alog of ready-to-run Access applications that you can purchase separately, as well
as demos, shareware, freeware, sample databases, and more. See Appendix B for
more information.

We use the standard terminology that just about everyone else uses to discuss Access.
However, we do use a shortcut method to display a series of commands and/or options
you follow to get a particular job done. We present the commands in the order you'll
select them, separated with a » symbol.

For example, the instruction Choose Help » About Microsoft Access means
“Choose About Microsoft Access from the Help menu” (using either the keyboard or the
mouse). And the instruction Choose Start » Programs » Microsoft Access means
“Click on the Start button on the Windows 95 Taskbar, choose the Programs option
from the Start menu, and then choose the Microsoft Access option from the menu that
appears” (again, using either the keyboard or the mouse). This approach lets you see,
at a glance, the exact sequence of commands you must choose to get a job done. It
also helps you remember command sequences that you use often.

We also use toolbar buttons and other symbols in the margin. The toolbars provide
a convenient way to perform many common Access operations with a simple mouse
click. For example, clicking on the Print button shown at left prints the currently
highlighted table, query, form, macro, or module. You'll often see a button in the mar-
gin the first time it's called for within a chapter.
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Our sincerest thanks go to you for choosing this book. We hope it serves you well. As
usual, we welcome comments, criticism, and suggestions. You can reach us at:

Alan Simpson

Elizabeth Olson

c/o Sybex, Inc.

1151 Marina Village Parkway
Alameda, CA 94501
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befring Starfed
and Gerfing Around

icrosoft Access 97 for Windows 95 isa
database management system, or
DBMS. As the name implies, a DBMS

helps you to manage data that’s stored in a computer database. The data you manage
can be virtually anything, including

Names and addresses

Business contacts, customers, and sales prospects
Employee and personnel information

Inventory

Invoices, payments, and bookkeeping

Libraries and collections

Schedules, reservations, and projects

You may already know what kinds of data you plan to manage with Access 97, and

you may already be familiar with other database programs and with the basic concepts
of database management. If not, you'll learn more about databases in the next chapter.
But whether you're a seasoned veteran eager to start working in Access or a database
newcomer wondering where to begin, the first step is to learn how to start Access and
use its extensive Help system to coach you along as you work.



I CHAPTER 1 © GETTING STARTED AND GETTING AROUND

Access Isn’t Just for Techies!

Don’t worry if you know nothing about
databases and don’t want to become an
expert on the topic. Access Wizards can
guide you through almost any step, and
they can create databases for you auto-
matically. So even if you need to set up
something as complex as a system for
managing orders, inventory, or assets—or
something as simple as keeping a list of
contacts and birthdays—Access Wizards
can take care of the grunt work while you
focus on getting useful information from

Slarting Aoess B

To start Microsoft Access 97:

1. Start Windows 95 in the usual manner,

your computer. You'll have a chance to
try Wizards during the hands-on tour in
Chapter 3 and in many other chapters of
this book.

If you're a technical type, never fear!
Access has more than enough to make
you happy. It's a full-featured application
development system that includes the
Visual Basic programming language and
other tools for setting up sophisticated
applications for yourself and your custom-
ers. You'll learn more about these features
in Parts Four and Five.

If you're using Microsoft Office for Windows 95 and have added Access 97 to the
Microsoft Office Shortcut Bar, you can start Access by clicking on the appropriate
button on the Office Shortcut Bar (see Chapter 4). Or if you've set up a shortcut

icon for Access on the Windows desktop, you can double-click on that icon to start
Access. Then skip to step 3 below.

2. Click on the Start button on the Windows Taskbar and then choose Programs »

Microsoft Access.

After a short delay, you’ll see the Microsoft Access 97 startup dialog box shown in
Tigure 1.1. (If you've just installed Access 97, the list box below the Open An

Ixisting Database option is empty.)

3. Do any of the following:

» To create a new blank database, choose Blank Database and then click on OK.
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.
The Microsoft Click on one of these options and
Access 97 then click on OK to create a new database.

startup dialog

box. From here Miciosolt Agcess EF
ou can create a - Creste aNew Database Using
new database, L @ P i [
open an exist- S ) atabase ‘i
ing one, or click | == . ‘
on Cancel to go N € Database Wizard
to the main = = =l

Access window. =

Expenzes] ‘ I
Contact Management1 i
Asset Tracking] [ (

Click on this option to open an existing Click on Cancel to go directly to the
database. Then click on a recently main Microsoft Access 97 window.
used database name or click on More Files

to search for and open a database.

Finally, click on OK.

To use the Database Wizard to create a new database, choose Database Wiz-
ard and then click on OK to open the New dialog box. (More about creating
new databases in Chapter 5.)

¢ To open an existing database, choose Open an Existing Database. If a list of
database names appears, click on a recently used database name in the list or
click on More Files so you can look for the database you want to use. Click on
OK. See “Opening an Existing Database” later in this chapter for more details.

¢ To go to the main Microsoft Access 97 window (shown in Figure 1.2) with-
out creating or opening a database, click on the Cancel button or press Esc.

NOTE
g If Access is customized to bypass the startup dialog box, you'll be taken to the
main Access window as soon as you finish step 2 above. We explain how to
bypass the startup dialog box later in this chapter.
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The main Maximize/
Microsoft — SmartTip  Toolbar  Menu bar  Title bar Minimize restore
Access window
that appears
when you click
ori Cancel in
the startup dia- N
log box and
anytime you
close an Access
database. You'll
also see this
window if Access
is sel up to
bypass the
startup
dialog box.

Close

Staius bar

Advanced users can learn about optional command-line startup switches for Access in
Chapter 15 and by searching the Access Help index for Startup Options, Commarid-Line
Options, We'll explain how to use Access Help later in this chapter.

Opening an Exisfing Dafabase

I word processing prograims you work with documents. In spreadsheel programs you
work with worksheets, In database management systems, such as Access, you work with
databuses. Chances are you'll want to create your own database. But you can get some
practice now by exploring one of the sample databases that cornes with Access.
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Organizing the Start »
Programs Menu Items

If your Start » Programs menu has too
many entries or isn’t organized the way you
like, you can rearrange it easily. Suppose
you want to move Microsoft Access 97
and other Microsoft Office programs from
the main Start » Programs menu into

a Microsoft Office submenu that looks
something like the image below.

All it takes is a little knowledge of Win-
dows Explorer and these basic steps:

1. Right-click on the Start button on the
Taskbar and choose Explore.

2. Click on the Programs folder in the
left pane of the Exploring window (it's
below the Start Menu folder). The
right pane will show the contents of
the Programs folder.

3. Right-click your mouse on an empty
part of the right pane of the Exploring

,’ I New Office Document I

L=} Accessaries
L=} Applications

=) FompuSeive

L=} Monte Cato
=) Network

=] StatUp
2= WinFax
i) WinZip

M Shut Down

155 Collsge Complets

B Micrasoft Qffice

Lz} Novell PerfectOffice

= MS-DOS Prompt
E] The Microsoft Network

window and choose New » Folder
from the shortcut menu.

4. Type a new folder name, such as
Microsoft Office, and press Enter.

5. Click on the + sign next to the Programs
folder in the left pane; then use the
vertical scroll bar to scroll the left pane
until you can see the new folder you
created in step 4.

6. Drag the program (or folder) you
want to move from the right pane to
your new folder in the left pane.

7. Repeat step 6 as needed and then
click on the Close button in the
Exploring window.

For more details on customizing the Start
menus, choose Start » Help and click on
the Index tab. Then type Start Menu,
Reorganizing and press Enter. To learn
more about Windows Explorer, look up
topics below Windows Explorer on the
Index tab in Help.

v w v w

€\ Microsolt Access

L % Microsoft Binder

> 3& Miciosoll Excel

> Eb_'] Microsolt Exchange

» ™ Microsoft Office File New

» ™ Microsoft Dffice File Open |

» = Miciosaft Difice Shortout Bar }
L Mictosoft Dullook
#| Microscft PoweiPoint

B7 Miciosoft Word

An Overview of Access
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Creating a Desktop Shortcut 2. Llocate the Msaccess program icon,
which has a picture of a key next to

the Msaccess program name.

3. Hold down the right mouse button
while you drag the icon to the Win-
dows desktop. Release the mouse
button.

4. Choose Create Shortcut(s) Here from
the shortcut menu.

You can use a shortcut icon to launch a
program or open a file by double-clicking
on that icon on the Windows desktop. To
quickly add an icon that will launch the
Access program from the desktop, mini-
mize or close any open windows and then
follow these steps:

1. Use Windows Explorer to open

the folder that contains Microsoft
Access 97. For example, right-click on
the Start button on the Windows
Taskbar, choose Explore, double-click
on the MSOffice folder (it’s usually on
drive C), and then double-click on the
Access folder.

In the future, you can start Access by
double-clicking on the Shortcut to
Msaccess icon on your desktop. To discover
other ways to create shortcuts for Access,
look up the Shortcuts topics in the Access
Help index or the Windows Help index. (To
get Windows Help, click on the Start button
on the Taskbar and choose Help.)

To open a database:

1. Do one of the following, depending on whether you're starting from the startup dia-
log box, from the main Microsoft Access window, or from the Windows desktop:

e Trom the startup dialog box (refer to ligure 1.1), choose Open an Existing
Database (this is the default choice). Then if the database name you want to
open is shown in the list, double-click on that name and you're done. If the
database name isn’t in the list, double-click on More Files and continue with
step 2. (If no list appears, click on OK and continue with step 2.)

\ 7 W m —
\:ﬁ As usual in Windows, you can choose an option in a list by clicking on it and then
clicking on OK (or whatever button carries out the default command), or by click-
ing on the option and pressing Enter. Or for quicker selection, try double-clicking
on the option you want.
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_ ¢ From the main Microsoft Access window (refer to Figure 1.2), choose File »
Open Database or click on the Open Database toolbar button (shown at left) or
press Ctrl+O. You'll see an Open dialog box, similar to the example shown in

Figure 1.3.

If you’ve recently used the database you want to open, try this tip for opening the
database quickly: Choose File from the menu bar, look for the database name near
the bottom of the File menu (just above the Exit option), and then click on its name

a

v
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s

i

4

[

or type the number shown next to its name. 8
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Type a path name and press Enter, Double-click on an item Open the highlighted
or choose a name from the drop-down list.  in the list to open it. database name.
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Windows Explorer, My Computer, or Network Neighborhood. When you find
the database you want to use, double-click on its name or icon (see the sample

Order Entry icon, shown at left). Or if you've used the database recently, click on the Start
button on the Windows Taskbar, choose Documents, and then click on the
name of your database in the list that appears. Access will start and the data-
base will open. You're done, so you can skip steps 2 through S.

@ e From the Windows desktop, locate the database using standard techniques in

2. Use any of these methods to find the database you want to open:

¢ To open an object shown in the list below Look in, double-click on the appro-
priate object icon or name.

¢ To choose the computer, drive, or folder where the database is stored, click
on the Look in drop-down list button and then click on the appropriate item.

¢ To open the folder that’s just above the currently selected folder, click on
the Up One Level button in the Open dialog box, or click anywhere in the list
below Look in and then press Backspace.

e  ___ __— _— — —— _————___ — _________— ____ __—— ___ ____ ____ ____ ___ ]
To learn the purpose of any toolbar button in a window or dialog box, move your
mouse pointer to that button and look for the ScreenTip near the mouse pointer.
See “Using the Toolbars” later in this chapter for more information.

e To display a list of your Favorite databases and folders, click on the Look In
Favorites toolbar button. The list below Look in will then show your favorite
folders and databases only.

¢ To add an item to your Favorites list, make sure the appropriate item appears
in the Look in text box or click on an item name in the list below Look in.
Then click on the Add to Favorites toolbar button and choose an option from
the menu that appears.

¢ To manually enter a drive, directory, and/or file name, type the appropriate
information into the File name text box in the lower part of the Open dialog
box or choose an item from the File name drop-down list.

¢ To change the appearance of the list below Look in, click on the List, Details,
Properties, or Preview toolbar button.

You can delete, rename, and do other handy operations on items from the Open
dialog box. To begin, click on an item in the list below Look in. Then right-click on
the item and choose an option from the shortcut menu.
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3. If you're choosing the database from the list below Look in, make sure the database
name is highlighted in the list (click on it if necessary).

4. If you're on a network and you need to open the database for your exclusive use, select
(check) the Exclusive box on the right side of the dialog box. Select the Exclusive
option only if you're sure you need to prevent other people from updating informa-
tion in the database (they’ll still be able to view the data). Otherwise, leave the
checkbox empty so that other people can view and update the database as needed.

R e
Don’t worry. Access automatically makes sure that no two people can update
information simultaneously and get the data out of sync. See Chapter 18 for
more information about networking and security.

An Overview of Access

5. Click on the Open button. (As a shortcut for steps 3 and 4, you can double-click on
a database name in the list below Look in.)

The database will open, and you’ll see either the database window or a form that
either describes the database or lets you work with it.

If the database you’re planning to open usually displays a form, but you'd prefer to
bypass that form and go directly to the database window, hold down the Shift key
while you open the database. This action bypasses the form and any options that
are set in the Startup dialog box (Tools » Startup).

As Figure 1.3 shows, the Open dialog box contains many buttons and special fea-
tures that we haven’t mentioned here. If you've played with other Open dialog boxes
in Microsoft Office or you've spent some time with Windows Explorer, you'll learn the
fine points quickly. For more guidance, click on the ? button in the upper-right corner
of the Open dialog box and then click on the part of the dialog box you're curious
about. Feel free to experiment!

Opening the Sample Northwind Database

Let's suppose you did a normal Access setup and installed the sample databases. Here's
one way to open the Northwind sample database that comes with Access:

1. Choose Open An Existing Database from the Microsoft Access startup dialog box.
Then highlight More Files (if it’s available) and click on OK.
Or

Choose File » Open Database from the main Microsoft Access window.
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2. Double-click to open the MSOffice folder (usually on drive C:), the Access folder
below MSOffice, and then the Samples folder below Access.

3. Double-click on Northwind in the list below Look in.

4. Click on OK to go to the database window if the Welcome form appears.

AR = s e S E—————
You'll find a shortcut to the sample Northwind database (appropriately named
Shortcut To Northwind ) in the My Documents folder that usually appears when you
choose File » Open Database. You can double-click on that shortcut to open

Northwind if you prefer.

Maximizing Your On-Screen
Real Estate

The Windows 95 Taskbar can take up valu-
able on-screen real estate that you might
prefer to make available to your database
objecls. Fortunately, hiding the Taskbar
temporarily and bringing it into view only
when you need to is easy. (Most screen
shots in this book were taken with the Task-
bar hidden.)

To hide the Taskbar temporarily, right-
click on any empty spot on the Taskbar,
choose Properties, make sure the Always
On Top and Auto Hide options in the
Taskbar Properties dialog box are checked,

and then click on OK. In the future, the
Taskbar will remain hidden until you
move your mouse pointer to the edge

of the screen where the Taskbar was lurk-
ing the last time you used it. (If you don’t
remember where the Taskbar was, move
the mouse pointer to the bottom, top,
left, or right edge of the screen until it
pops into view.)

To display the Taskbar permanently again,
return to the Taskbar Properties dialog box
and deselect (clear) the Auto Hide option.
(It's usually best to leave Always On Top
checked.) Then click on OK.

The various objects (a term for database components such as tables and forms) will
appear in the database window (see Tigure 1.4). You can move, size, maximize, mini-
mize, and restore the database window using all the standard Windows techniques.
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2. To open or change an object, click on its name. Database window

What Is a Database, Anyway?

A widely accepted definition of a database is “a collection of data related to a particular
topic or purpose.” If that sounds a bit stuffy, just think of a database as a general-purpose
container for storing and managing information. The information can be anything from
names and addresses to details about your business’s inventory and orders.

There’s more to a database than data. A database can also contain objects to help you
manage that data, such as forms (for entering and editing data) and reports (for print-
ing data in the format you want). All told, a database can contain any combination of
these six types of objects:

Table Tables are the fundamental structures in an Access database because they ‘
store the data you'll be managing (see Chapter 6). Within a table, data is organized
into fields (columns) and records (rows).
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Query A query is a tool for asking questions about data in your tables and for per-
forming actions on data (see Chapter 10). Queries can answer questions, such as:
How many customers live in Connecticut and what are their names and phone num-
bers? You can use queries to combine or join data from many separate but related
tables. A query can, for example, join Customers, Orders, Order Details, and Products
tables to answer the questions: Who ordered left-handed farkledorfers? and What is
the value of those orders? Queries also can help you change, delete, or add large
amounts of data in one fell swoop. Finally, you can use queries as the basis for your
forms and reports.

Form Forms let you display and enter data in a convenient format that resem-
bles fill-in-the-blank forms (see Chapters 11 and 13). Your forms can be plain and
simple or quite elaborate with graphics, lines, and automatic lookup features that
make data entry quick and easy. Forms can even include other forms (called sub-
forms) that let you enter data into several tables at once.

Report Reports let you print or preview data in a useful format (see Chapters 12
and 13). Like forms, reports can be plain or fancy. Examples include mailing
labels, lists, envelopes, form letters, and invoices. Reports also can present query
results in an easy-to-understand format. For instance, you can print sales by cus-
tomer, receivables aging, and other management information for use in making
business decisions.

Macro A macro is a set of instructions that automates a task you need to do often
(see Chapter 20). When you run a macro, Access carries out the actions in the macro
in the order in which the actions are listed. Without writing a single line of program
code, you can define macros to automatically open database forms, print mailing
labels, process orders, and more. Macros enable you to assemble a collection of tables,
queries, forms, and reports into turnkey applications that anyone can use, even if they
know little or nothing about Access itsell.

Module Like macros, modules allow you to automate and customize Access (see
Part Five). However, unlike macros, modules give you more precise control over the
actions taken, and they require you to have Visual Basic programming expertise.
You may never need to use modules, so don’t worry if you're not a programmer.

During the hands-on lessons in Chapter 3, you'll have a chance to create a database
complete with tables, forms, reports, queries, and even a simple form module. You'll be
astounded at how quickly you can do this job when you let the Wizards do all the
tough stuff for you.
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I

Working in the Database Window

The database window is one of your main tools for using Access. When exploring the
sample Northwind database and when creating databases of your own, you'll use this
simple three-step process to work with the objects in your database:

1. Choose the fype of object you want to create, use, or change using the tabs near the
top of the database window. That is, click on the Tables, Queries, Forms, Reports,
Macros, or Modules tab.

2. Click on its name in the list of objects if you want to use or change an existing object.

3. Do one of the following:

An Overview of Access

e To create a new object of the type you selected in step 1, click on the New
button near the side of the database window.

¢ To use (or view or run) the object, click on the Open (or Preview or Run) button.

¢ To change the object’s appearance or structure, click on the Design button.

=== ——— 1
As a shortcut for opening (or previewing or running) an object, you can double-
click on its name in the database window.

What happens next depends on the type of object you selected and on the type of
operation you chose in step 3. We'll say more about the various types of objects in
upcoming chapters.

Closing an Object

Regardless of how you open an object, you can use any standard Windows technique
to close it. Here are three sure-fire methods:

¢ Click on the Close (x) button in the upper-right corner of the window you want to
close (not the Close button for the larger Microsoft Access program window).

* Choose File » Close from the Access menu bar.

e Press Ctrl+W or Ctrl+F4.

Some Access windows also display a Close button on the toolbar.
If you've changed the object you were viewing, you may be asked if you want to save
those changes. Respond to the prompt accordingly.
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Uncovering a Hidden Database Window

Sometimes the database window will be invisible even though you've opened a data-
base. If that happens, you can return to the database window (assuming the database is
open) by using any of these techniques:

e Press the F11 key.

e Choose Window » ...: Database from the menu bar (where ... is replaced by the
name of the open database, such as Northwind).

e (Click on the toolbar’s Database Window button (shown at left).

If none of those methods works, close any other objects that are on the screen and
try again. If you still can’t get to the database window, you've probably closed the data-
base. To reopen the database, choose File from the Access menu bar and then click on
the name of the database near the bottom of the menu. Or use File » Open Database
as discussed earlier in this chapter.

No"‘é
When you open some databases, a custom form window, rather than the data-
base window, will appear. That's because whoever created that database has
turned it into an application. Even so, pressing F11 usually will take you to the
database window (unless the application designer has disabled this feature).
Often you can bypass the initial form window and all the other startup options by
holding down the Shift key as you open the database.

Changing Your View of Database Objects

You can use options on the View menu, or equivalent buttons on the toolbar, to
change the size of objects and amount of detail listed for objects in the database win-
dow. Table 1.1 summarizes these options and buttons. In Figure 1.4, for example, we
clicked on the List button on the toolbar (alternatively, View » List) to display database
objects in a list.

Managing Dafabase Objects

The database window lets you do much more than just open objects. You also can use
that window to manage the objects in a database—that is, to copy them, delete them,
rename them, and so on. Here's how:

1. If the object you want to work with is currently open, close it, as described earlier
under “Closing an Object.”




MANAGING DATABASE OBJECTS I 19

I TABLE 1.1: VIEW MENU OPTIONS AND EQUIVALENT TOOLBAR BUTTONS

VIEW
MENU ﬁ
OPTION BUTTON DESCRIPTION v
3
Large Icons ‘B Shows each object as a large icon with the object 2
.o name below the icon. Object names initially appear in =
- rows; however, you can drag them as needed. g
Small Icons = Shows each object as a small icon with the object name g
s next to the icon. Object names initially appear in hori- <
zontal rows; however, you can drag them as needed.
List L Shows each object as a small icon with the object
Benn name next to the icon. Object names appear vertically,
in one or more columns.
Details Shows each object as a small icon with the object
name next to the icon. Object names appear with one

object to a line and five columns of detail about each
object. The columns list the object’s Name, Descrip-
tion, date/time Modlified, date/time Created, and
object Type.

* To resize a column, move your mouse pointer to the
vertical divider that's just to the right of the column
heading. When the pointer changes to a crosshair,
drag the mouse to the left or right; or double-click on
the divider for a snug fit.

* To sort by a column (in ascending order), click on the
appropriate column header button. To sort the column
in descending order, click on the column header
button again.

* To add a Description to any object, right-click on the
object name in the database window, choose Proper-
ties, type a Description, and then click on OK.

Note: You can use the View » Arrange Icons and View » Line Up Icons commands on the menu bar
(or right-click on a blank area on the database window and choose View, Arrange Icons, or Line Up
Icons options from the shortcut menus) to rearrange and line up icons as needed.




20 [ CHAPTER 1 ® GETTING STARTED AND GETTING AROUND

2. If you haven’t already done so, choose the type of object you want to work with (by
clicking on the Tables, Queries, Forms, Reports, Macros, or Modules tab on the data-
base window).

3. Click on the name of an object and then:

¢ To delete the object, choose Edit » Delete or press Delete; click on Yes when
prompted for confirmation. To delete the object and move it to the Windows
Clipboard (without being asked for confirmation), hold down the Shift key
while pressing Delete or press Ctrl+X (be careful, there’s no undo for this operation;
however, you can paste the object from the Clipboard by pressing Ctri+V).

* To rename the object, click on the object name again (or choose Edit »
Rename), type a new name (up to 64 characters, including blank spaces if you
wish), and then press Enter.

* To copy the object into this same database, choose Edit » Copy or press
Ctrl+C. Then choose Edit » Paste or press Ctrl+V. Enter a valid object name (up
to 64 characters), choose