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Access Fundamentals

Microsoft Access is a powerful database program you
can use to store all kinds of information—from a
simple list of contacts to an inventory catalog with tens
of thousands of products. Once information is stored in
a Microsoft Access database, it’s easy to find, analyze,
and print.

This chapter is an introduction to working with Access.
We don’t get into great depth here, but we make sure
you understand the key parts of Access, such as tables,
forms, queries, and reports. You'll learn about the main
components of the program screen, how to work with
database objects, and how to use help.

Objectives

Introduction to Databases
Understand the Screen
Open and Save a Database
Work with Database Objects
Tour of Tables

Tour of Queries

Tour of Forms

Tour of Reports

Help

Close and Exit Access

© 2025 CustomGuide, Inc.
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Introduction to Databases

In its simplest form, a database is a collection of information organized into a list. Whenever you make a list
of information, such as names, addresses, products, or invoices, you are, in fact, creating a database.
Technically speaking, you don’t even have to use a database program to create a database. You can make a

list of information in all kinds of programs, such as Microsoft Excel or Word.

A database program, however, is much more powerful than a simple list you keep on paper or in a Microsoft

Word document. A database program lets you:

Store Information: A database stores lists of information that are
related to a particular subject or purpose. A database stores
personal information, such as a list of Aunt Mildred’s home recipes,
or business information, such as a list of hundreds of thousands of
customers. A database also makes it easy to add, update, organize,
and delete information.

Find Information: You can easily and instantly locate information
stored in a database. For example, you can find all the customers
with the last name “Johnson” or all the customers who live in the
55417 ZIP code and are older than 65.

Analyze and Print Information: You can perform calculations on

information in a database. For example, you could calculate what
percent of your total sales comes from the state of Texas. You can
also present information in a professional-looking printed report.

Manage Information: Databases make it easy to work with and
manage huge amounts of information. For example, with a few
keystrokes you can change the area code for hundreds of
customers in the (612) area code to a new (817) area code.

Share Information: Most database programs (including Microsoft
Access) allow more than one user to view and work with the same
information at once. Such databases are called multi-user databases.

8
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Database Objects

Databases usually consist of several parts. A Microsoft Access database may contain up to seven different
database object types. Some objects you will use all the time (such as Tables), while others you may hardly
ever use (such as Modules).

=]  Tables

—'E Queries
E Forms
= Reports
ol Macros
i Modules

Tables store a database’s data in rows (records) and columns (fields). For
example, one table could store a list of customers and their addresses while
another table could store the customers’ orders. A database must always
contain at least one table where it can store information—all the other database
objects are optional.

Queries ask a question of data stored in a table. For example, a query might only
display customers who are from Texas.

Forms are custom screens that provide an easy way to enter and view data in a
table or query.

Reports present data from a table or query in a printed format.

Macros help you perform routine tasks by automating them into a single
command. For example, you could create a macro that automatically opens and
prints a report.

Like macros, modules automate tasks, but they do so by using a built-in
programming language called Visual Basic or VB. Modules are much more
powerful and complex than macros.

© 2025 CustomGuide, Inc.
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Understand the Screen

There is a lot going on with the Access program screen, so this lesson will help you become more familiar
with it. Review the labeled items in the images below, then refer to the tables to see what everything does.

- CustomersTours: Database- \Cus... Table Tools c 7 = O
r Create External Dat- Database Tools Fields Table @ Tell me what you want tode..  Kayla Claypool
l\/‘ B.. Y 2] Ascending @ = 2 p B |Calibri -l -
_'ﬁ BE] _ %) Descending To~ H ] »- B I U EH -
View Paste Filter Refresh Find : .
- Remove Sort All~ > D' [E - A al & s == ,ﬁ -
Views Clipboard Sort & Filter Records Find Text Formatting P ~
All Access Obje... ® «||F Employees |, =
Tables A 1D + | LastNa FirstMame - Title + | HireDate =~ Address
= 1 Leverling Janet Sales Represer 4/1/1992 722 Moss Bay|
Quexies N 2 Peacock Margaret Sales Represer 5/3/1993 4110 Old Red
F ush Employees 3 Callahan Laura Inside Sales Co 3/5/1994 4726 - 11th A
4 Davolio Mancy Sales Represer 5/1/1992 507 - 20th Av
Forms 8 5 Fuller Andrew Vice President /141992 908 W. Capits
BB Employees 6 Suyama Michael Sales Represer 10/17/1993 Coventry Hou
Reports A 7 King Robert Sales Represer 1/2/1994 Edgeham Hol
B employee List 8 Buchanan Steven Sales Manager 10/17/1993 14 Garrett Hil
9 Dodsworth Anne Sales Represer 11/15/1994 7 Houndstoof
11 4/1/1992
+ (New)
.
| Record: M 1 of 10 L Ma Filter | [Search 4 4
Datasheet View Mum Lock |

o Title Bar: Displays the name of the current G Help/Display Options: Here you can
file. change how much of the ribbon is
displayed; minimize, maximize or restore
the screen; or close Access altogether.

Q Quick Access Toolbar: This is a fast way to Q The Ribbon: This is where you’ll find all the
access the most used features. options you need to make a database. The
options are grouped into tabs.
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i CustomersTours: Database- \Cus... Table Tools ! O

Create External Data Database Tools Fields Table @ Tell me wh 3 want to do... Kayla Claypool
¢ % Y | Ascending T - @ = > . | Calibri -l -
Eg ) %] Descending ToJ- H P . »- B I U EH . F
Paste Filter Refresh Find . I
- Remove Sort Al- X B k- A-F-OH-- === 4-
Views Clipboard Sart & Filter Records Find Text Formatting P Y
All Access Obje... ® « || Z Employees &
Tables A ID + | LastMame =~ FirstName -~ Title » | HireDate ~ Address
= 1 Leverling Janet Sales Represer 4/1/1992 722 Moss Bay|
Onezies . 2 Peacock Margaret Sales Represer 5/3/1993 4110 Old Red
5 Ush Employees 3 Callahan Laura Inside Sales Co 3/5/1994 4726 - 11th A
4 Davolio Mancy Sales Represer 5/1/1992 507 - 20th Awv
Forms # 5 Fuller Andrew Vice President 8/14/1992 908 W. Capita
E Employees 6 Suyama Michael Sales Represer 10/17/1993 Coventry Hol
Reports A 7 King Robert Sales Represer 1/2/1994 Edgeham Hol
B employee List 8 Buchanan Steven Sales Manager 10/17/1993 14 Garrett Hil
9 Dodswaorth Anne Sales Represer 11/15/1994 7 Houndstoof
11 4/1/1992
# (New)

G g

Record: M 1 of 10 L Ma Filter | (Search 4 4
Datasheet View Mum Lock =

o File tab: This is where you'll find basic file e Access Object: The Access Object is where

management commands, such as New, you can view the content of the open or
Open, Save, Close, and program options. selected database object.

o Microsoft Account User Info: When you 0 View buttons: Use one of the view buttons
log in with your Microsoft account, your to quickly switch between the different
name and picture appear here. views.

© 2025 CustomGuide, Inc. 11



i CustomersTours: Database- \Cus... Table Tools ! O
Create External Data Database Tools Fields Table ant to do... Kayla Claypool
b(‘ X Y 8| Ascending Y- @ = 2 3. |Calibri -1 -
— Egy . %] Descending Tol- & 7 . >- B I U B4 -
View Paste Filter Refresh Find r I
- Remove Sort All- b D' [} - A L Q = == ,cé*
Views Clipboard Sart & Filter cords Find Text Formatting P Y
: @) Emplo ees 4
All Access Obje... @ « 3 employees |,
Tables R ID - Mame ~ | FirstName -~ Title = | HireDate ~| Address
= 1 Leverling Janet Sales Represer 4/1/1992 722 Moss Bay|
Onezies " 2 Peacock Margaret Sales Represer 5/3/1993 4110 Old Red
e
3 Callahan Laura Inside Sales Co 3/5/1994 4726 - 11th A
@ USA Employees :
. 4 pavolio Mancy Sales Represer 5/1/1992 507 - 20th Av
I%""s ” 5 Fuller Andrew Vice President 8/14/1992 908 W. Capita
=l Employees 6 Suyama Michael Sales Represer  10/17/1993 Coventry Holl
Reports * 7 King Robert Sales Represer 1/2/1994 Edgeham Hol
@ employee List 8 Buchanan Steven Sales Manager 10/17/1993 14 Garrett Hil
9 Dodswaorth Anne Sales Represer 11/15/1994 7 Houndstoof
11 4/1/1992
# (New)
Record: M 1 of 10 L Mo Filter | [Search 4 ‘ 4
Datasheet View Mum Lock B

Navigation Pane: The Navigation Pane is
where you can see and open your database
objects, such as tables, queries, forms, and
reports.

Scroll bar: Use the scroll bar to view
different parts of the database object.

o o

Object tab: A tab appears for each open
database object. Click a tab to view and
work with that object.

Status bar: The Status bar displays
messages and feedback.
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Open and Save a Database

To make changes to an existing database, you'll first need to open it.

Open a Database
0 Click the File tab. : Acces > - o

Create External Data Database Tools @ Tellmewhat you want to do.) Kayla Claypool

o Click Open. The databases b Ascending =
Paste Filter

’ Descending . ; B I U
you've recently opened show comovesor Y Find A
up here. Views Clipboard = Sort & Filter Records Find Text Formatting ~
o Select the location where the
file is saved. heces: : - O x
Kayla Claypool
e [f you're signed into your 0
Microsoft account, you can pen
open files directly from e 1 Computer £
OneDrive ©  recem
) Recent Folders
. i D
e Or click Computer to open a ' @mEnE o o Docaments
database that is saved = Desktop
EI:I Computer \psf » Home » Desktop
locally to your computer.
o Click Browse. b rddapace ]
Account
o Navigate to where your file is 4
.
saved and select the file you
want to open. o
Browse
o Click Ope
The database opens. :
? - a x
ayla Claypool
[E Open X
< - 4 <« Desktop » Customers v B Search Customers »
Organize New folder Bz | o "
# Cuick access Mame h Date modified Type
BB Microsoft Access 07 Employees 11/20/2015 2:28 PM Microsoft A
[ This PC
e Network
& Homegroup
Account
Optians
< >
File name: | | Microsoft Access (accdbrme
Tools = Cancel
4 »

© 2025 CustomGuide, Inc. 13



Save a Database

Now that an edit has been made, let's save the database.

c Click the File tab_ H S © Employees: Database-\... Table Tools % m]

File Home Create External Data Database Toals Q Tell me what you want to do... Kayla Claypool

e Click Save As. a N & Ee— = o8 == B

Primary Builder Test Validation ~ Property Indexes Create Data Rename/  Relationships  Object

If you want to save the file in - Key Rules i Modify Lookups  Sheet Macros~ Delete Macro Dependancies

. . . Views Tools Show/Hide Field, Record & Table Events Relationships ~
the same location, just click
Save.

o Select the location where you
want to save the file.

B save is X
o Click Save. « v 4 B> CustomGuide > Desktop > v @ | Search Desktop P
Organize New folder Bz - o
~
The file is saved. > Quickoccess Nome Dotemodfied  Type
. Customers 11/23/201510:06 .. File folder
> [B Microsoft Access
> @ OneDrive
~ [ This PC
> [ Desktop
> [ Documents
> J Downloads
Account diMusic
=] Pictures
v < >
Options
[ZIENET CRNC ustomerTours1.accdby ~
Feedback
e Save as type: | Microsoft Access Database (*.accdb) “
4 Hide Folders Tools = Save Cancel

o
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Work with Database Objects

Use the Navigation Pane

Think of the Navigation Pane as the mission control center for an Access database. You use the Navigation
Pane to open and manage the different types of objects in your database.

Click the arrow button at the
top of the Navigation Pane to
select the type of object(s) you
want to display.

The Navigation Pane can
display different types of
Access objects. You can change
the view settings to view all
the database objects in this
database.

Select Object Type and make
sure there’s a check mark next
to All Access Objects.

A menu displays, listing the different
types of database objects you can
display.

Open a Database Object

Double-click an object in the
Navigation Pane.

The Navigation Pane contains buttons
for each type of database object.

& Employees: Database- \Employees.accdb{Access 2007 =2016 file format) Access B - (m]
Create External Data Database Tools @ Tell e what you wantto do.. Kayla Claypool
3(; Ascending >
By Descending 5 - B I U
View Paste Filter esh ind b
Remove Sort All X - >
Views Clipboard = Sort & Filter Records Find Text Formatting ~
=
Forms ® «

Navigate To Category |
Custom
Object Type
Tables and Related Views
Created Date
Modified Date
Filter By Group
Tables
Queries
Forms
Reports
All Access Objects

Ready

= Employeesi Database- \Employees.accdb (Access 2007 — 2016 file format) Access 7 - O
Create External Data Database Tools Q Tell me Kayla Claypool
X Ascending > b
By ending v B I U
View Paste Iter - Refresh = Find -
Remove Sort Al - 1
Views Clipboard & Sort & Filter Records Find Text Formatting -
All Access Obje... ® «
Tables S
EH Employess
Queries S
2 USsAEmplayees
Forms ES
E Employees
Reports %

B Employee List

Ready
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Switch Object Tabs

If you have multiple objects open, you can use the tabs to switch between objects.

Click the tab for the object you *  Employees: Database- \Employees.accdb (Access 2007 — 2016 file format) Access 7 O
want to dlsplay Create External Data Database Tools Q Te . do... Kayla Claypool
LS Ascending z a
. View Paste B Filter B Refresh & Find ? Iﬂ_u
The object appears on the screen as a Remove Sort al- X A
Views Clipboard Sort Skt B &t Einsl Jaut, g ~

tabbed |tem All Access Obje‘.. ® «I Bl Employees | T Employees \EE usa Employees. ||i Employee List " | x

Tables E3
As you open additional objects, they ) e R EmP|°Y¢i5t

Queries %
H B USAEmpl i i
StaCk on top of each Other in the same FE mployees . LastName FirstName Title Address City State
orms 3 - 4 o R
H H H H = . Leverling Janet sales 722 Moss Bay Blvd. Kirkland WA
window. To bring a different object to B tmpioyess Represenis
h h it i bl | k i b feports = Peacock Margaret Sales 4110 0ld Redmond Redmon WA
the top, where it's visible, click its tab. t Employee List E
Representative Rd. d
Callahan Laura Inside Sales 4726 - 11th Ave. N.E.  Seattle WA
Coardinator
Davolio Nancy Sales 507 - 20th Ave. E. Seattle WA
Representative Apt. 2A
Fuller Andrew  Vice President, 908 W. Capital Way Tacoma WA
Sales
Suyama Michael  Sales Coventry House London
Representative Miner Rd.
King Robert Sales Edgeham Hollow London -
[l ¥

Ready

Modify a Database Object in Design View

CIiCk the View bUtton IiSt ¥ Employees: Database- \Employees.accdb (Access 2007 = 2016 file format) Access 7 — [m]
arrow. Create  Bxternal Datag, DatabaseTools ~ Q Tel vant to do... Kayla Claypool
b‘/ o ¥ Y 2| Ascending T - @ a > p ab.
o SeIGCt DeSIgn Vlew' \ﬁ E@ Filter %l Pe=ce h' Refresh E‘H = Find -8z _U
- Remove & All~ X - k - A-®
. . D Form View L Sort&_Fjlter . Records Find ! Text.For.matting ~
Tlp: You can alSO modlfy a database @« ]§| Employees | ] Employzc: (£ usa employees | @ Employee List x

3
. . . . . o . ‘ N Feans - —
object in Design view by right-clicking 5, votasteet view | e p—
the object’s tab and selecting Design B pesionview t Tite [Gaes Fomseraive

. Hire Date 140441392
View from the contextual menu. Forms 4
Address |722 Mozs Bay Blvd.
E Employees
City Kirkland
Reports F
B Employes List Chete it
Zip Code [sizz
Country [

Fhone [206) 5553412

Record: 4 10f9 LN Mo Filter | |Search

Ready

16 [Your Company Name]



Close a Database Object

Click the object’s Close button
in the upper-right corner of the
window.

The object closes. Remember, closing
an object is different than closing the
entire database.

Rename a Database Object

In the Navigation Pane, right-
click the object that you want

Home
D 24 Themes -
= B Colors -
= Fonts -
Views Themes

Tables

EH Employess
Queries

=P UsAEmployees
Forms

@ Employees
Reports

Employee List

Ready

All Access Obje... ® «

e Employees :
Create External Data Database Tools Arrange Format
i) T,
N E &> = =3
= [ Title = [l
Controls Insert Add Bisting Property  Teb .
- Imager “(Dateand Time i | Sy @ow
Controls Header / Footer Tools A
Z=] Employees | = Employees ‘@ USA Employees 'I__ii Employee List m
2 LRI SR RE-IEN B JCRN A SR A TR AR A AR R O AR A A AR A A N
# Form Header
# Detail
= ||I¢ T T I T T
= [Fasthame ||Lastams
[ I ! | |
1 st H{FirstM ame:
ES - [ ||I ‘
- | [Tt ||Title
2
2 || - HieDgte ||HireDate ‘
, 1 L
3 ”I r'dressl
- |[Ciw | City
L
! Ee [[5tate
- L L
. Zip Cotle ||Zip Code
? 1 L
- [County ||Caunty
N 1 L
& | PFone |Phane
- 1 1 1
# Form Footer
1
N -
] ¥
= s

Create

External Data

\Employees.acedb (Ac

7 — 2016 file format)

Database Tools Q Tell

E Ascending @ > b
to rename. Descenting "~ L 2. B I U
View Paste Filter b Refresh Find - b
B Remove All- Sl e
e Select Rename from the Views  Clipboard 1= Sort & Filter 1 recorsfly Find Text Formatting -
: = Emplayees | UsA Empl Employee List x
contextual menu All Access Obje... ® « || Enperes LR vsheasiores [ tmplore s
Tables # | =
EH Employees .
(=2} ),
e Type a new name and press uer Open W Employee List
b# Design\
Entt = loy = Design View ame FirstMame Title Address City State
: Forms Import v
BE Employees ling  Janet Sales 722 Moss Bay Blvd. Kirkland WA
RE e Export ' Representative
. . eports
The ObJect IS rena med_ Eip Employee = Rensme ack  Margaret Sales 4110 Old Redmond Redmon WA
Hide in this Group Representative Rd. d
Delete nan  Laura Inside Sales 4726 - 11th Ave. N.E. Seattle  wa
X cut Coardinator
B lia Nancy Sales 507 - 20th Ave. E. Seattle WA
5B Copy
Representative Apt. 2A
T Andrew  Vice President, 908 W. Capital Way Tacoma WA
Sales
na Michael  Sales Coventry House London
Table Properties Representative Miner Rd.
':| King Robert Sales Edgeham Hollow London -
[] i »
Ready g = B ¥
© 2025 CustomGuide, Inc. 17



Delete a Database Object

The object is deleted.

Select the object you want to
delete in the Navigation Pane.

Press the Delete key.

Click Yes to Confirm the
deletion.

Employees: Database- \Employees.accdb (A

s 2007 — 2016 file format) Ac

Create External Data Database Tools

Ascending @ >
Descending o]+ v

Q Tell me

[m}

Kayla Claypool

View Paste Filter Refresh Find i ;
v Remove Sort All- b-|A-Y
Views Clipboard Sort & Filter Records Find Text Formatting
All Access Obje @ « ]j Emplayees lﬁ USA Employees | IE@ Employee ListY,
Tables ES
=1 Destinations ] H
| Employee List
B employees]
~ Microsoft Access X
Queries State
B usaEmpl Do you want to delete the table 'Destinations'? Deleting this object will remove it from all groups. WA
E
orms I For more information on how to prevent this message from displaying every time you delete an objedt, click
3 Employees
Report WA
ports No Help
E Employee .
Callahan a Inside Sales 4726- 11th Ave.N.E.  Seattle  wa
Coordinator
Davalio Nancy Sales 507 - 20th Ave. E. Seattle WA
Representative Apt. 2A
Fuller Andrew  Vice President, 908 W. Capital Way Tacoma WA
Sales
Suyama Michael  Sales Coventry House London
Representative Miner Rd.
King Robert Sales Edgeham Hollow London
[« »
Ready
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Tour of Tables

Tables are the heart and soul of any database. They’re where a database stores all its information. All the
other database objects are merely tools to analyze and manipulate the information stored in tables.

Open a Table

Double-click the table you S Table Tools
wa nt to open In the Navigation Create External Data Database Tools Fields Table Q Tell me..
v 2| Ascending T - = ¥ 2 |calibri RTINS
Pane. 5" e B ? Z| Descending "o+ FEDh a8 = ., oBIu (el
ew aste lter Lerresi n
- - Remove Sort all- - 8- k- A-¥-D- === 4-
. Views  Clipboard Sort & Filter Records Find Text Formatting oA
The;able opens as a tab in the All Access Objec..® « | = = ! | = = —
R - | LastName - | FirstName - itle - HireDate - ress
window. -L:IEPIEE; - ﬁ ELeverIing Janet Sales Represer 4/1/1992 722 Moss Ba
Queri e oA 2 Peacock Margaret Sales Represer 5/3/1993 4110 Old Re:
j%enei 4 3 Callahan Laura Inside Sales Co 3/5/1994 4726 - 11th A
Of course, before you can open a table, : US4 Employecs 4 Davolio Nancy Sales Represer 5/1/1992 507- 20th A
. orms * 5 Fuller Andrew Vice President  8/14/1992 908 W. Capit|
someone WI” need to have already = Employess 6 Suyama Michael Sales Represer 10/17/1393 Coventry Ho
4 eports = 7 King Robert Sales Represer 1/2/1994 Edgeham Ho|
created the table, or else you'll need to | ™" :
4 B employee List 8 Buchanan Steven sales Manager 10/17/1993 14 Garrett Hi
be us|ng a data base template that 9 Dodsworth  Anne SalesRepreser  11/15/1994 7 Houndstoq|
* (New)
already has tables created for you.
| Recora: 4 <[1oro | » m¥ N Filter | [Search 4 v

Datasheet View

Mum Lock 24
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Parts of a Table

Let’s take a closer look at the current table and identify its different components.

= Employees: Database- \Emp...

Create External Data Database Tools

Fields

Table Tools

Table

' Tell me...

O

Kayla Claypool

ab
wac

Calibri -l -
- B I U EH -
- A-W-5. === 4-
Text Formatting P b
x
Title - | HireDate -| Address

FirstName -

hanet

Sales Represer

4/1/1992 722 Moss Ba

b(‘ Y zAlAscending T - ’@ =) E
i ER z,-.;l Descendin ™~ = o
View Paste Filter 9 & Refresh =
- - Remove Sort All - M EI'
Views Clipboard Sort & Filter Records
' = Employees %,
All Access Objec...® « || F Emeloyees
1D = LastName -
Tables I =
= Employees Leverling
. Peacock
Queries %
3|Callahan
ﬁ USA Employees Davolio
F *
I;lm‘s os Fuller
-8] Employees Suyama
Reports &

King

B/ Employee List Buchanan

9l Dodsworth
+ (New)
Record: M 10f9 F MK

Datasheet View

argaret
aura
ancy
ndrew

ichael
obert
teven

Anne

a5 Filter

Search

Sales Represer
Inside Sales Co
Sales Represer
Vice President
Sales Represer
Sales Represer
Sales Manager
Sales Represer

5/3/1993 4110 Old Req
3/5/1994 4726 - 11th A
5/1/1992 507 - 20th A
8/14/1992 908 W. Capit|
10/17/1993 Coventry Ho
1/2/1994 Edgeham Ho
10/17/1993 14 Garrett Hi
11/15/1994 7 Houndstod

K

Mum Lock E b

person’s last name, address, or phone number.

record.

grid that contains all the records in a table.

working on.

in a table.

© © 0 0 0 ©

you’ll have to use the scroll bars to see all of it.

Fields: Tables are made up of groups of fields. A field is a specific type of information, such as a

Records: Together, the related fields for each individual person, place, or thing make up a single

Datasheet: Table information is displayed, entered, and modified in a datasheet. A datasheet is a

Record selector: The record selector shows indication of the record that you are currently

Record Navigation bar: You use the Record Navigation bar buttons to move through the records

Scroll bars: Tables usually contain too much information to display on the screen at once, so

20 [Your Company Name]



Next, look at the record navigation buttons near the bottom of the screen, as shown in the table below. The
record navigation buttons on the Record Navigation bar display the number of records in the current

database and allow you to move between these records.

Record: M 1ofg9

Go To

Next record

Previous record

First record in a table

Last record in a table

New blank record

Search for records
using keywords

LI

Navigation Buttons

Click the * Next record

navigation button.

Click the 4 Previous

record navigation button.

Click the M First record
navigation button.

Click the M Last record
navigation button.

Click the ** New (blank)
record navigation button.

Type a keyword in the

search box next to

the navigation buttons.

Search

Keyboard

Press the <J,> arrow
key.

Press the </*> arrow
key.

Press <Ctrl> + <Home>
(when not editing
record).

Press <Ctrl> + <End>
(when not editing
record).

N/A

N/A

Mouse

Click the record you want
to select (if displayed).

Click the record you want
to select (if displayed).

N/A

N/A

Click in the (New) row at
the end of the table.

N/A
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Tour of Queries

A query asks a question about the information in one or more tables and then retrieves the results.

For example, if you wanted to know which employees had worked for the company for more than five years,
you could create a query to examine the contents of the Hire Date field to find all the records in which the

hire date is more than five years old. Access would retrieve the information that meets your criteria and
display it in a datasheet.

Open a Query

Double_click the query you = Employees: Database- \Customguide... Tat Is
want to open in the Navigation b/‘ " C-,-gatEExteral[‘ata DatsETools Fle\ds Ta= C. what you -«‘-«anD do... Kayla Claypool
2| Ascending - L o= b3 alibri - -
Pane. V:;w o B I 2| Descerfiny "=~ R;jh # Y L5 B B .
. - Remove Sort - X - B k- A- b === 4-

. , Views Clipboard & Sort & Filter Records Find Text Formatting P
Notice that the query doesn’t look any |/ A e Obje... © «|| = Emviore 5
. . . N ID ~ | LastName ~ | FirstName -~ Title ~| HireDate - Address
dlfferent than a table' Informatlon IS %PI:,I — - 1 Leverling Janet Sales Represer 4/1/1992 722 Moss Ba
dISplayed |n a datasheet’ and you can Queriesp v n 2 Peacock Margaret Salgs Represer 5/3/1993 4110 Old Red

R k . B usa Emplayees 3 Callahan Laura Inside Sales Co 3/5/1994 4726 - 11th A

even ed|t records |n some quenes_ But, Forms B R /‘ 4 Davolio Nancy Sales Represer 5/1/1992 507 - 20th Aw

. . . ., _ - 5 Fuller Andrew Vice President, 8/14/1992 908 W. Capitd

the InfOI’matlon Ina query 1SN t a R-::L E:pmees R 6 Suyama Michael Sales Represer 10/17/1993 Coventry Hol

. . . . S - 7 King Robert Sales Represer 1/2/1994 Edgeham Hol

dUpllcatlon Of the data Ina table_lt's 8 employee List 8 Buchanan Steven Sales Manager 10/17/1993 14 Garrett Hil

H H H 9 Dodsworth Anne Sales Represer 11/15/1994 7 Houndstoo
just another way of looking at it. 0 R

* (New)
|| Record: W 10f10 [ » M ¥ Mao Filter | |Search A »
Datasheet View Num Lock B
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Display a Query in Design View

In Design View, you can see a query’s underlying tables, which fields are included in the query, and the
criteria used to specify which records to display.

0 Click the View button on the s Employees: Database- \Employees.acc.db (Ac ? ]
. Create  ExternalDsta  DatabaseTools @ Tell mewh nt to do Kayla Claypaal
rlbbon. b/‘ X Y 2] Ascending  Yi- IB = > p ap Calibri - -
\%‘ P g Filter gl Descending h' Refresh E‘E 5 Find Y Dv
In Design View, you can see a query’s . B A X - B b A--D- -

. . . Views Clipboard SorhgeFi\ter ) Records Find Text Formatting ] ~
underlying tables, which fields are All Access Obje... ® « | = E—s.at;mp.nym- i B < x
. . . . ables 2 astName - IrstName - ountry =
included in the query, and the criteria Do A T— -
used to specify which records to Queries | LR 50

= Fuller Andrew UsA
d|sp|ay. & U e Leverling Janet uUsA
Forms # Peacock Margaret USA
E Employees *
. . . Reports &
Tip: You can also display a query in B crpioyee Lt
Design View by right-clicking the query
object in the Navigation Pane and
selecting Design View. Or, click the
Design View button in the Status bar.
Record: 4 10f 5 L Mao Filter Search
Datasheet View sl B
’ N
Change a Query’s Criteria

Select the information you = Employees: Database- \Customguide...

H H H . jome Create ernal Uata atabase lools esign O ell me wha

want to edit in the Criteria row I - .~y P er———

A 1Update nion = Insert Rows i Insert Columns 5
and type in your changes. D g = R [ Crosstab ) Pass-Thiough =] Delete Rows | % Delete Columns
View  Run Select Make Append Show Show/
. Table i ! Delete £ Data Definition  Taple <2 Builder 28 Retumn: |All | Hide~
Results Query Type ) Query Setup A
All Access Obje... @ « || = UsA Employess X‘
Tables ES Employees
(::JE::;D‘D'E: . Firsthlam ™~
=5 USA Employees E::Date
Forms E Address |7
E8 Employees hd
Reports P :
E Employee List Field: | FirstName Country

Table: | Empl; Empl Empl
: | Ascending Ascending

Show: O
Criteria: UK
or:

Form View o [
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Display a Query in Datasheet View

0 Click the View button on the
ribbon.

Access runs the query and displays its
records.

Home Create

-— #!Update (D Union + 2= InsertRows U Insert Columns
==l .
N [ Crosstab @Paﬁ-Through Delete Rows X Delete Columns
View Run' Select Make Append | ow : Show/
. Table !x Delete  Ef Data Definition  Tope < Builder T Return: | Al || Hide=
Results Query Type Query Setup ~
1 ® T3 USA Employees x
All Access Obje... @ « | F Pl
Tables * Employees
EH Employees <
Q - Firstham
ueries S
Title
= usa Employees HireDate
Forms & Address |~
E Employees -
Reports : '
W employee List Field: | FirstName Country
Table:
Sort: | Ascending Ascending
Show: O
Criteria: UK
or:
4 v
Form View s |EE

External Data

Database Tools
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Tour of Forms

Forms make it easy to view and work with the information in tables and queries. Forms can include fill-in-
the-blank fields, check boxes, drop-down lists, buttons, and more.

There are a few different kinds of forms in Access:

e Form: A traditional form view. In Layout view, you can edit the form design while also displaying
data.

o Split form: Creates a split screen that allows you to view information through a Form view and
Datasheet view at the same time. You can use the Datasheet view to locate a record and the Form
view to edit it.

e  Multiple items form: Allows you to view multiple records at a time—unlike a regular form where

you can only work with one record at a time. It looks much like a datasheet, but allows for more
customization.

e Other forms types: You may also come across forms that look like datasheets, or Modal Dialog

forms that pop out in their own dialog box windows (instead of appearing as tabbed items next to
the other database objects in the main database window).

Open a Form

Double_click the fo rm you WwWa nt 7 Employees: Database- \Employees.accdb (Access 2007 — 2016 file format) Access 7 — O
. : . reate ernal Data atabase Tools o @ Tell me what you want to do... Kayla Claypool
to open in the Navigation b N, Wi .
p g b nding
Pane. Vie Paste @ Filter IE":l-n: t.m:l i o M Find

Views Clipboard Sort & Filter Records Find Text Formatting ~

The form opens in the window in Form ||\ ... Objec..® «
View_ Tables 2

—] Employees

Queries %
=7 US4 Employees

Forms Ed
% Employees

Reports A

B Employee List

Ready

© 2025 CustomGuide, Inc. 25



Navigate a Form

o Use the record navigation & Employees: Database- \Employees.accdb (Access 2007 — 2016 file format) Access 7 O
buttOI‘\S near the bOttom Of the Home Create External Data Database Tools Q Tellm vant to do... Kayla Claypool
. M/‘ C- T 5] Ascending Y- = > e
screen to move to the first, 5@ . P i Elpecesing T30 Rh i ;Od >- B I U
. iew aste ilter S Tes| B in o Ao
last, next, or previous records. T femevesen ai- X k-l A
Views Clipboard SortBe_Fnter Records Find Text Formatting ~
All Access Ohjec...® « || 5 mioyees’ il

»

Tables R Lasthame Lz zing
EH Employees Firgth arne: [Janst

Queries E3 Title Sales Representative
KE USA Employees Hire Date 1/04/1992
Forms ES

= Address |722 Moss Bay Blvd.
ZE| Employees

Reports 2 Ciy W

B Employee List State IWA_

Zip Code i

Couritry ,IJEA—

Phone W

Q

J Recordf 1 1 0f 10 LN I Mo Filter | [Search

Form View = 3
Add a Record
o Click the New Record button 5 Employees: Database- \Emplayees.accdb (Access 2007 — 2016 file format) Access 7 mi
on the Record Navigation bar. (BN Create  ExiernalData  DatabaseTools Q' Telime what you want to do... Kayla Claypool
YAl % Y 2| Ascending T~ @ - 3 ab.
et | M) B il Descending T~ & v 2. B I U
A blank form appears, ready to | view peste e 7T Refrh Find .
accept your information_ Views Clipboard & Sort & Filter Records Find Text Formatting ~
All Access Objec...® « ’j i m
e Complete the form fields. Tables o || | Lastiame [ B

3 Bad Customers Firsthlame [Margaret
When you're finished typing o s e L.

) ) i Queries % Hie Date [prisaas

information into a form, press & usaemployees Addess [FiT00d Fednend Fd.
Forms A .

the Tab key to move on to the 2 Employees o Rednond

State YT
Reports Sy
Bl Employee List Zip Code 38052

Country NS

e When you’ve finished entering Prone o
the record, you can close the é
form. Click the New Record
button to create another
record, or use the Record

R . . || Record: 4 4[2of10 | » ¥ ¥ Mo Filter | [Search

Navigation buttons to view Form view = v
another record.

next field.

A simple form may contain only fill-in-
the-blank style text fields, but many
forms are more complex and may
contain lists, combo boxes, check
boxes, and sub-forms.
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Tour of Reports

Reports present data in a table or query in printed format. Reports can be a simple list of records in a table
or a complex presentation that includes calculations, graphics, or even charts.

Although you can directly print tables and queries, they don’t have any format or display options.

Open a Report

Double-click the report you ¥ Employees: Database- \Employeesacedb (Atcess 2007 = 2016 file format) Access 7 O
. . . Create ernal Data atabase Tools @ Tellme what youwant to do... Kayla Claypool
want to open in the Navigation M — '“t sl ’T” . ke e
Ascending a
Pane. o | pacte By Fiter R Descending o = g B I _u
Remove Sort x - A -3
. . Views Clipboard =& Snrt&_Fl\ter Records Find Text Formatting A
The report appears in Report View. All Access Objec..® «
Tables 2
= Employees
Queries E
@ USA Employees
Forms A
2 Employees
Reporis 2

Bl Employee List

"2 Y

Ready

Switch to Layout or Design View

To edit a report’s structure, you need to change to Layout or Design View.

° Click the View button list F  Employees: Database- \Employees.accdb (Access 2007 — 2016 file format) Access
& H Create External Data Database Tools Q Tell me what ant to do...
arrow in the Views group on =
E Ascending IB p 2
the Home tab. Descending o]+ 3- B I U
View Filter . Refresh Find ah
o Remove Sort All- k- ;
Select Layout View or Design e ) Sort & Filter Records Find Text Formatting ~
. j Report View .8« B Employee List \ X
View. - :
IZE)\ Print Preview =
Employee List
i i E Layout View
Most edits can be made in Layout 0 LastName  FirstName Title Address city  State
VIEW, bUt com plex taSkS reqUIl’e DESIgn '.é Design View Leverling Janet Sales 722 Moss Bay Blvd. Kirkland WA
V|eW # Representative
. =l Empl
T employees N Peacock Margaret Sales 4110 0ld Redmond Redmon WA
Reports - Representative Rd. d
il Employee List
Callahan  Laura Inside Sales 4726 - 11th Ave. N.E. Seattle WA
Coordinator
Davaolio Nancy Sales 507 - 20th Ave.E. Seattle WA
Representative Apt. 2A
Fuller Andrew  Vice President, 908 W. Capital Way Tacoma WA
sales
Suyama Michael  Sales Coventry House London
Representative Miner Rd.
King Robert Sales Edgeham Hollow London -
[« »
Report View 0 & B O
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Help

When you don’t know how to do something in Access, look up your question in the Access Help files. The
Access Help files can answer your questions, offer tips, and provide help for all of Access’s features.

Click the Microsoft Access
Help button on the ribbon.

The Access Help window
appears.

Select a topic or click in the
Search box.

A list of help topics appears.

Type a topic and click the
Search icon.

Click the topic that best
answers your question.

Information regarding the
selected topic displays.

Create

View Paste Filter

Views Clipboard 5|

All Access Obje... @
Tables

B3 Employees

Queries

@ USA Employees

Forms

@ Employees

Reports

B Employee List

Ready

Access 2016 Help
CRONY_ Wy A 4

craate table x P

¢

Top categories

+ Get started I
+ Work with Access web apps

+ Design tables

+ Understand queries

+ Create forms

+ Create reports

+ Use expressions

[m}

Kayla Claypool

Formatting ~

Mum Lock

View Paste Filter

Views Clipboard s

All Access Obje... =
Tables

ez | Employees

Queries

@ USA Employees

Forms

= Employees

Reports

B Employee List

4 o

Ready

Access 2016 Help

[CRORAN- I

create table R

Create a make table query

Create a make table query. You use a make table query
when you need to copy the data in a table or archive
data. A make table query is a select query that runs

and ..

Create an Access app from a template
Create an Access app from a template. Organizing your
data with an Access app is fast, and it's especially fast if
you use a template to get started.

Create, edit or delete a relationship
Create, edit or delete a relationship. A relationship helps
you combine data from two different tables. Each
relationship consists of fields in two tables, with data ..

Create an Access app -
support.office.com

m}

Kayla Claypool

Formatting ~

Num Lock
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e Select a specific topic.

This way, you jump straight to the
topic you really need.

Shortcut: You can also open the Help
dialog box by pressing F1.

Create

View Paste Filter

Views Clipboard

All Access Obje... ®

Tables

B3 Employees
Queries

@ USA Employees
Forms

@ Employees
Reports

Employee List

Ready

Access 2016 Help

© 3 Ge A

create table L

Create a make table query

You use a make table query when you need to copy
the data in a table or archive data. A make table
query is a select query that runs and then creates a
new table based on the results. If you already have a
select query you want to use as the basis for a make
table query, use the procedure shown here. If you

need some morej ation before vou g d,
go to the sectioq Learn about make table gueries,

below.

NOTE This article doesn't apply% cess web apps
— the kind of database you design'with Access and
publish online. SeeICreale an Access app]or mare
information. !

1. Open your select qu Jesign view, or

switch to Design view.

Mum Lock
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Close and Exit Access

When you’re finished using a database, you should close it. When you close a database, however, the Access
program doesn’t stop running. To stop using Access completely, you need to exit the program.

Close a Database
o Click the File tab. : Employees: Database- \Employees.acc.db (Access 2007 - 2016 fils format)... ? - [m]

Creste  DBxternal Data  Database Tools Q@ Te Y8 want to do... Kayla Claypool
o Select Close. b % B— 53 g
[EE] Descending & B u
Paste Filter g Refresh & Find
Remove Sort All 9 A
The database closes. Views Clipboard Sort & Filter Records Find Text Formatting ~
Employees: Database- \Employees.acc.db (Access 2007 - 2016 file format)... ? - ml X
Kayla Claypool
CustomersTours
C: » Desktop
N Compact & Repair View and edit database properties
i Help prevent and correct database file
Compact & problems by using Compact and Repair.
Repair Database
= Encrypt with Password
Use a password to restrict access to your
Encrypt with database, Files that use the 2007
Account. Password Microsoft Access file format or later are
encrypted,

Options

Feedback
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Exit Access

Click the Close button on the

Access

titl e ba r Create External Data Database Tools Q Tell me what you want ta do... Kayla Clay
) 3& Ascending z
View Paste : Filter Descending Refresh = Find N Ia‘-ll
The Access program closes. Remove Sort Al- X
Views Clipboard Sort & Filter Records Find Text Formatting ~
If prompted to save changes before
exiting, click Yes.
Clicking the Close button on the title
bar also closes any open databases.
Ready
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