Access 2007 Step by Step
Before We Start

· Access is HUGE, this is a smattering of things you should know

· We won’t cover a lot/any intermediate/advanced areas

· A lot of this is to introduce everyone to the concepts behind database storage

· Access 2007 is quite different than 2003

Starting Access

Click the Start button on the Windows taskbar, point to All Programs on the Start menu, and then point to Microsoft Access on the All Programs submenu (Access might be inside a folder for Microsoft Office, it depends on how you installed)
Click Microsoft Access

(If the Access window is not maximized, double-click its title bar to maximize it)
Creating a New Database

On the right hand side of the screen should be a panel for Blank Database, if not available

· Click the Blank Database icon or use the Office Button...New
Click on the folder that displays on the screen to the right of File Name so you can choose your file/Database location

In the File New Database Window that appears.  Point/Click to 3½ Floppy (A:)/Your Flash Drive/Desktop…wherever you’d like to save…just remember where. [We need this for next week too]
Click in the File name text box.  
Repeatedly press the BACKSPACE key to delete db1 
Type  Alisa Vending Services as the file name. 
Click the Create button to create the database. 
Creating a Table

You should automatically see a new Table (Table1:Table)
If not click on the Create Tab and click on Table in the Tables Group

The Table that is open will be in DataSheet View where you can do simple Data Entry


(It should look a lot like Excel)

Defining the Fields in a Table
To Define the Fields we’re going to switch to Design View

On the Home Tab click the down arrow under View and select Design View

You’ll be prompted to Save…Save the Table as Driver
Type Driver Number (the name of the first field) in the Field Name column 
Press the TAB key

Text is the correct data type for what we’re about to do, [Review Data Types]

Press the F6 key to move the insertion point to the Field Size property box

Type 2 as the size of the Driver Number field.  

Use the mouse to return to the Data Type column for the Driver Number field

Press the TAB key to move the insertion point to the Description column,
Type Driver Number (Primary Key) as the description 
Access 2007 automatically assigns your first field as a Primary Key (which is generally good)

· You’ll see a small key icon next to Driver Number

If you don’t see that Driver Number is the Primary Key
· Point/Click on the Primary Key button on the Table Design toolbar to make Driver Number the primary key 
[Every table must have a primary key which identifies the records in a Table]
Press the TAB key to move to the Field Name column in the second row

Defining the Fields in a Table Cont’
Use the techniques illustrated in the previous steps to make the entries from the Driver table structure shown here: 


[image: image10.png]Customer table (last 8 records)

CUSTOMER zIp AMOUNT ~ CURRENT — DRIVER
NUMBER NAME ADDRESS ~ CITY STATE  CODE  PAID DUE NUMBER
21 Century North 1562 Butler Hansen L 38513 $8,725.00 $0.00 60

FR28 Friend's Movies 871 Adams Westport Al 37070 $4,256.00 $1,202.00 75

GN62 Grand Nelson 7821 0ok Wood Key  FL 36828 $8,287.50 $925.50 3

6529 Great Screens 572 Lee Hansen L 38513 $21,625.00 $0.00 60

W22 Lenger Moson 274 Johnson  Westport  FL 37070 50.00 $0.00 60

MES3 Merks College 561 Fairhill Bayville L 38734 $24,761.00 $1,572.00 30

RI78 Riter University 26 Grove Fernwood  FL 37023 S11,682.25 $2,821.50 75

20 Turner Hotel 8672 Quincy  Palmview  FL 36114 $8,521.50 $0.00 60





Save Table

Ctrl + S to Save or use the Office Button..Save
Entering Data in the Table
On the Home Tab click on View button to change from Design View to Datasheet View
Type 30 as the first Driver number.  

Press the TAB key to complete the entry for the Driver Number field. [Data Saves Automatically]
Type the following entries, pressing the TAB key after each one: 
Tuttle as the Last Name,
Larissa as the First Name 
7562 Hickory as the Address, 
Laton Springs as the City, 
FL as the State, and 
37891 as the Zip Code

16.00 as the Hourly Rate 
Type 21,145.25 as the YTD Earnings 
Adding Additional Records

Use the techniques shown in the previous steps to add the data for the additional records shown below.  
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Close the Driver Table
Point/Click on the X for the Driver Table (Be careful not to close Access just the Driver Table)

Unless we’ve made changes to the structure of the Table we shouldn’t be prompted to Save…Access saves data Automatically as you move from field to field
Creating a Second Table [Why multiple Tables? We’re trying to keep Data somewhat Discrete]

Creating a Table

Click the Create Tab the click Table in Tables Group 
Click the Maximize button for the Table1 : Table window (if necessary)

Defining the Fields in a Table
To Define the Fields we’re going to switch to Design View

On the Home Tab click the down arrow under View and select Design View

You’ll be prompted to Save…Save the Table as Customer
Type Customer Number (the name of the first field) in the Field Name column 
Press the TAB key

Enter Text as the correct data type, [Review Data Types]
Press the TAB key to move the insertion point to the Description column,
Type Customer Number (Primary Key) as the description 
If necessary, Point/Click on the Primary Key button on the Table Design toolbar to make Customer Number the primary key [Every table must have a primary key]
Press the F6 key to move the insertion point to the Field Size property box

Type 4 as the size of the Customer Number field.  
Use the mouse  to return to the Description column for the Customer Number field
Press the TAB key to move to the Field Name column in the second row

Defining the Fields in a Table Cont’
Use the techniques illustrated in the previous steps to make the entries from the Customer table structure shown here:
(In Access 2007, Name is reserved, please use Customer Name)
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Save Table

Click Save via the Office Button or Ctrl + S
Setting an Input Mask, Default Value, and Lookup Field
There are three things in this Table that we “know”. First, the Customer Number will always be Two capital letters followed by two numbers. Second, as we are a Central Florida Company all of our customers are in Florida. Third, we want to include the Driver Number in the Table for Customers as one Driver is always assigned to a Customer
Because of this, we can set some things to make data entry easier and more structured (read as: fewer mistakes will be made when people enter data)


Input Mask

Click anywhere in the Customer Number Row so we know we’re working on that area

F6 to go to Field Properties area and push the down arrow on your keyboard 2x to go to Input Mask

In Input Mask type >LL00 (that’s  > capital L capital L Zero Zero).  This tells Access that the Customer Number must be two letters followed by two numbers the > converts lower to upper case automatically
(See Access Help for Input mask syntax and examples if curious about others)


Default Value

Click anywhere in the State Row

F6 to go to Field Properties

Arrow down to Default Value and type FL
This will put FL in the field by default, but still allow other entries to by typed
Lookup Field
Click Data Type in the Driver Number Row
Choose Lookup Wizard from the list that appears

Select …values in a Table or Query

Select Table:Driver and click Next

Double Click Driver Number to move it to the Selected Fields Area and click Next

Select Driver Number from the drop down menu and click next

Click Finish

You’ll be prompted to Save the Table so that Access can create a Relationship from the Customer Table to the Driver Table, Click Yes

(If you press F6 and click on the Lookup Tab, you’ll see the SQL for the Lookup Table has been written)
Close the Table

Click the Close Window button for the Customer Tab
You may be prompted to save changes, if so
Click Ok to Save
Adding Records to a Table

Right-click the Customer table in the Alisa Vending Services: Database window
Click Open on the shortcut menu

If your window is not already maximized, click the Maximize button to maximize the window containing the table.  
Type ba95 as the first Customer Number.  

Press the TAB key to complete the entry for the Customer Number field.  
Type the following entries, pressing the TAB key after each one: 
Bayside Hotel as the name, 
287 Riley as the address, 
Hansen as the city, 
FL as the state, and 
38513 as the zip code

21876 as the amount paid amount 
Type 892.50
Select 30 as the driver number to complete the record

Use the techniques shown in the previous four steps to add the data for the second record shown here:  
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Close the Table

Click the Close Window button for the Customer Tab
Save if Prompted
Using the New the Create Tab  to Create a Form
(While adding records in Datasheet view is ok, using Forms makes the experience much more user friendly)
Make sure the Alisa Vending Services database is open, the Database window displays, and the Customer table is selected (Just click on it once in the Navigation Pane).
Click the Create Tab and click Form from the Forms Group
Use Ctrl+S to Save

Click Ok to Save the Form as Customer

Making our Form more visually pleasing and easier to use
After you create the Form you get a Form (this wasn’t always the case)
But let’s make it look a little nicer

On the left hand side of the Database Toolbar let’s click on View – Design View

· (Yes, in 07 you can use Layout View, but bear with me)

Maximize the Form Window if it isn’t already maximized
Increase the Canvas size of the Form by clicking on the lower right side of the form and stretching it to give yourself more workspace (You may first need to click on a blank area of the screen to unselect all the fields and labels)
Create a Form Header (Access 2007 automatically gives you a Form header)
Click on Customer in the Form Header (there because of the Table name)

Change the Font to Arial 14pt

Change the text to Customer Entry Form (Don’t worry if it’s not in the exact right place)
Click the Select Tool (White Arrow) on the Toolbar

Use the Mouse or Arrow Keys to position the box where you want it in the Header

Click away from the box, but still inside the Header area to deselect the box
Ctrl+S to Save
Change the Color of the Form (Access 2003 made everything gray, 2007 at least tries…)
On the Toolbar click the down arrow by the Paint Bucket tool
Select a light brown color from the list that appears

The Header area should automatically fill with that color

Click somewhere in the body of the Form

Click on the arrow by the Paint Bucket tool again and click on a light green on the same line
This should turn the body of the Form to a light green
Ctrl+S to Save

Move/Resize Controls

First Lasso all the various Controls(Labels and Boxes) in the Body of the Form

Change the font size to 14 rather than 11
Click on empty area of form to deselect

You’ll see that the Label Areas are now too small

Lasso just the Labels, hover to the right of one till you see a double headed arrow, click and drag slowly to the right and let go when the box is big enough

If you go too far or make a mistake Ctrl+Z to Undo, then try again

Ctrl+S to Save
Adding a New Record Button

On the Design Ribbon (there because we’re in Design View), click  Button from the Controls Group
Move the Pointer to the Right of Customer Entry Form in the Form Header
Click where you want the button to go

The Command Button Wizard will appear

Click Record Operations

Double Click Add New Record

Select Text and Click Next

Name the Button New Record and Click Finish
Reposition Button if necessary

Ctrl+S to Save 

Entering Data using the Form

On the Database Toolbar click the down arrow by the View button to see Form view

Click on Form View

(See that the records that were already entered can be seen/changed via the Form)

Use the Form to enter the Data Below (Click the New Record Button to Start and each time you need a new record or push Tab/Enter when done with a record):
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Close the Form
Click the Close Window button for the Customer Form
If you are prompted to save changes
Click Ok to Save

(Congratulations, You now have two Tables and a Form for Data Entry, just wait till you see what we do with this next week, Open Customer Table to see that records were added via Form, then close Customer Table)

Previewing and Printing the Contents of a Table

Right-click the Customer table

Click Print Preview on the shortcut menu.  
Click the magnifying glass mouse pointer in the approximate position shown on the previous slide

Right-click the report and then point to Page Setup

Click Setup
Click the Page tab
Click the Landscape and then click the OK button
Click the Close button on the Print Preview 
(If Time Filter by Selection/Filter by Form/Sort)

Obtaining Help 
Using Access Help (Question Mark)
Click the Question Mark on the right side of the Ribbon.
 Type how do I remove a primary key in the box

Press the ENTER key

Point and Click the Remove the primary key topic

Click the Close button on the Microsoft Access Help window title bar

Quitting Access

Click the Close button in the Microsoft Access window

Next time
More about Table Relationships
Filtering

Creating Queries & Reports
[image: image1][image: image6.png]DATA FIELD PRIMARY
FIELD NAME TYPE SIZE KEY? DESCRIPTION
Driver Number Text 2 Yes Driver Number (Primary Key)
Last Name Text 10 Last Name of Driver
First Name Text 8 First Name of Driver
Address Text 15 Street Address
City Text 15 (ity
State Text 2 State (Two-Character Abbreviation)
Tip Code Text 5 Tip Code (Five-Character Version)
Hourly Rate Currency Hourly Rate of Driver
YD Earnings Currency YTD Earnings of Driver




[image: image7.png]Data for Driver table

DRIVER LAST FIRST zip HOURLY  YTD
NUMBER ~ NAME  NAME  ADDRESS crry STATE ~ CODE  RATE EARNINGS
30 Tuttle Larissa 7562 Hickory Laton Springs  FL 37891 $16.00 $21,145.25
60 Powers Frank 57 Ravenwood  Gillmore L 31512 $15.00 $19,893.50

75 Ortiz Jose 341 Pierce Douglas L 37613 $17.00 $23,417.00




[image: image8.png]Structure of Customer table

DATA FIELD  PRIMARY
FIELD NAME TYPE SIZE KEY? DESCRIPTION
Customer Number ~~ Text 4 Yes Customer Number (Primary Key)
Name Text 20 Customer Name
Address Text 15 Street Address
City Text 15 City
State Text 2 State (Two-Character Abbreviation)
Zip Code Text 5 Tip Code (Five-Character Version)
Amount Paid Currency Amount Paid to Customer This Year
Current Due Currency Amount Due to Customer This Period
Driver Number Text 2 Number of Customer's Driver




[image: image9.png]Customer table (first 2 records)

CUSTOMER zIp AMOUNT ~ CURRENT  DRIVER
NUMBER NAME ADDRESS  CITY STATE ~ CODE  PAID DUE NUMBER
BA9S Bayside Hotel 287 Riley Hansen L 38513 $21,876.00 $892.50 30

BRY6 Boldwin-Reed 267 Howard Fernwood  FL 37023 $26,512.00 $2,672.00 60




