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Quick reference: Access shortcut keys

Command Keystroke
Add new record Ctrl +
Builder Ctrl-F2
Check/uncheck box or option button spacebar
Close Ctrl-W
Copy Ctrl-C

Cut Ctrl-X

Cut current line and copy to Clipboard Ctrl-Y
Cycle through sections F6/Shift-F6

Cycle through tab of each object's type (toggle)

Ctrl-Tab/Shift-Ctrl-Tab

Database window F11

Delete current record Ctrl -
Edit/Navigation mode (toggle) F2

Exit subform and move to next/previous field in next record | Ctrl-Tab/Shift-Tab
Extend selection to next/previous record Shift-Dn/Up
File/Save As F12

Find Ctrl-F

Find Next Shift-F4

Find Previous Shift-F3

GoTo Ctrl-G

Insert current date Ctrl ;

Insert current time Ctrl :

Insert default value Ctrl-Alt-spacebar
Insert new line Ctrl-Enter
Insert value from same field in previous record Ctrl '

Menu bar F10

Move to beginning/end of multiple-line field Ctrl-Home/End
Move to current field in first/last record (Navigation mode) | Ctrl-Up/Dn
Move to first field in first record (Navigation mode) Ctrl-Home
Move to first/last field in current record (Navigation mode) Home/End
Move to last field in last record (Navigation mode) Ctrl-End

Move to left edge of page

Home or Citrl-Left

Move to page number/record number box

F5

Move to right edge of page

End or Ctrl-Right

Next window

Ctrl-F6

Open combo box

F4

Open in Design view

Ctrl-Enter
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Quick reference: Access shortcut keys

Command Keystroke
Paste Ctrl-v
Print Ctrl-P
Property sheet Alt-Enter
Refresh combo box F9
Replace Ctrl-H
Requery underlying tables in subform Shift-F9
Save current record Shift-Enter

Screen left/right

Ctrl-PgUp/PgDn

Select/unselect column (Navigation mode)

Ctrl-spacebar

Switch to Form view

F5

Turn on Move mode Ctrl-F8
Undo Ctrl-Z
Undo previous extension Shift-F8
Zoom box Shift-F2
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Microsoft Office Access 2007 Advanced

No ko~

Course Objectives

PivotTables and PivotCharts

Creating advanced forms

Creating macros

Exploring Access SQL

Using Hyperlinks And Customising Access
Managing databases

Security fundamentals
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Microsoft Office Access 2007 Advanced

PivotTables and PivotCharts

Unit 1 objectives

 Create a PivotTable to analyze and
compare large amounts of data

« Summarize data, display different views of
data by moving fields and showing and
hiding details, and format the table’s fields

» Create a PivotChart to graphically display
the data from a record source

Your notes: Unit 1
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Your notes: Unit 1
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Pivot Table View
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Unit 1 Practice Activity

1.
2.

8.
9.

Open Pivot Tables. Open the PivotPrac table.
Create a PivotTable based on the data in the table.

First move Year to the Row area. Then move Quarter to the Column area and
Product to the Row area (after the Year field).

Calculate totals for sales data.

Modify the view to display the data for 1999 and 2000 only (Hint: clear all the other
options from the Year list.)

Create a PivotChart. Plot the sales value in the chart. Display the legend for the
chart.

Change the type of the chart to display the sales value in a single data marker.
Change the PivotTable to display the first quarter sales only.

Save the table and close it.

10.Close the database.

Online support forum and knowledge base

Visit our forum to have your questions answered by our Microsoft certified

E’] ] www.microsofttraining.net/forum

trainers.
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Creating advanced forms

Unit 2 objectives

Build a form based on joined tables

Use functions to automate data entry in
forms

Create and use grouped controls in forms
Make a form’s interface user-friendly

Create and use a subform to view data
from multiple forms

Your notes: Unit 2
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Your notes: Unit 2
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Create A Form From A MultiTable Query

Form Layout Tools

External Data

Table

Table
Templates =

SHarePoint Table
Lists=  Design

Certain content in the database has been disabled

=) «

*

Retailer

=
=
F Product
=
=

»

Database Tools Format Arrange
g fEe=| fila PivotChart E o
= b= ~=If| |
. —— —' []Blank Form == .
Form Split  Multiple Form Report

Form  Items EI Mare Forms ~ pesign

2l Labels

—! t | Blank Report
Repo

E&Repor‘twizard Design || Wizg

REports

=i ==
e 2

port Cudg

Options...

~=| Retailer_product

Create & Form

Select A Query then
in the Ribbon Select

Output All Fields

=¥ Retailer_product

* -

Transad|
Transad =
Produc —
Qty_sol =

7 Retailer,

| Retailer_code: | ROO1
Product_ID: POOL
Address: 2306 Palisade Ave
Record: M 4 |[1of10 | » M F i Search

BQL  SOL View
Datasheet View
iK%

PivotTable View

*

L

Retailer,

Contact fll PivotChart View

Contact +

S showTable...

4 [l "i—;] Parameters...
7 Query Type | o

Field: | Retailer_code % Product_ID Address .

Table: |Retailer Transaction Retailer S S CECY b

Sort: 133 Relationships...

Showr:

Criteria: ;’2? Properties...
ar: 15
| Cx  Close

Then create the form
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Date Function

Microsoft Access

Home Create External Data Database Tools

A
53]

Conditi |
= onditiona

All Access Objects
Tables &

=) «

Options...

Arrange

bl

Text
Box

Label Button

B customers

# Form Header
2=z Order_details

A value that is automatically entered in this field for new records

igstat. @ E 7

&= A Ad

The Date-Add Function

Expression Builder.

Dateddd ('d", 3, Date (1) Ok
Cancel
Undo
+ - f *| & == cos] and or Mot Like| () paste | help |
[ orderfarm A | <all= Al [CDate ~
[ Tables | | Arrays — ||cvDate =
. Canversion Drate
(1 Queries Database Dated
(] Forms Date(Time Datendd B
3 Reports | | Domain Aggregate DateDiff
=1 Functions Error Handling DatePart
ESEBLil-In Functions Financial — | |DateSerial
7 Ad aqf 3 General Datevalus
vanced_rorm |58 Inspection Day
< | % |Math ¥ | |Hour A
Date Addinumber)
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Create An Option Group

[ Select the Option Group

What label do you want for each option?

10

Label N Label Names Values
abel Names
» | Standard ——w Standard
M Mext Day 2
ext Day :
B B Courier Courier 3

| ==

/ What type of controls do you want in the option

Tab Controls

_1 Select the Tab Control
|

[m | | | |
Retailer | Transaction
| |

| Retailer_code:

Retailer_name:

|
Retailer_code

:

Retailer_name
Contact_first_nam Contact_first_nam

Contact_last_nam Contact_last_nam

Address: Address
i Phone_no: .Phone no
—

Setting Form Properties for a Read-Only Form

“2| Form View

; lg Design View

Layout View
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The Switchboard

B8 switchboard

{4 Place An Order

J Product Catalogue
J View Retailers

J Reurn to Main Switchboard

The Sub Form

B Retailerform

Retailer Details ‘
4 - .
R etailer code |HDD1 Bletiefler memie m—
Contact first narme |Earn:n| Farhet sk meme |h-1urra_l.l
Address |23|:|E Palizade Awve Elvems e EAGEESA5D
Tranzachion detailz
Transactions
4 Tranzaction (D 1
Tranzaction date 1/1/1999
Product 1D |F'EIEI'I
by 2old 100
Fietailer code |HEIEI'I
Recard: W 4 [1of2 | b M b | | [search
Record: 4 <[lof12 [ » M b [ & | [search
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Unit 2 Practice Activity

1.
2.

Open Practise_Advanced_forms

Create a form based on the query Products_suppliers. You'll need to display all
the fields from the Tables Products and Suppliers. Modify the properties of the
query to show all the fields from both the tables. Save the form as
Product_supplier and close it.

Open the form Orderform in Design view. Add an option group control to the form
to display Cash and Credit Card as the two payment modes. Cash should be the
default mode of payment. The value of the option group should be stored in the
Payment_mode field of the Order_details table.

Switch to form view and add a record to the table. Verify that the correct value is
stored in the Order_details table. Update and close the form.

Open the form Order_shipment_dates in Design view. Change the properties in
this form to prevent modification or deletion of any data in the form. However, you
should be able to add new records to the form. Switch to Form view and try to
change the value of Order date with the Order ID as 1, to 12/10/99. Verify that the
data does not change. Save and close the form.

Open the form Productform in Design view. Add Orderform as a subform to this
form.

Switch to Form view and navigate through the records in the main form. Verify that
the corresponding data is shown in the subform. Update and close the form.

Close the database.

Online support forum and knowledge base

E“j ] www.microsofttraining.net/forum

Visit our forum to have your questions answered by our Microsoft certified
trainers.

© Best Training 2007
www.microsofttraining.net
Tel: 020-8682-4973

12



Microsoft Office Access 2007 Advanced

Creating macros

Unit 3 objectives
« Create and run macros to automate tasks

» Attach macros to the events of database
objects

Your notes: Unit 3
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Your notes: Unit 3

14
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Macro in Design View

To edit an existing macro right click the macro and select Design View

® Open_retailers

.
Action Comment -
OpenForm hd =
b
Action Arguments
Form Mame Retailerfarm
View Form
Filter Mame
Where Condition o ; in F i Desi . Print
pens a form in Form view, Design view, Prin
Da.ta I E Preview, or Datasheet view. Press F1 for help on
Window Mode Maormal {efe s hTm,

Attach Macro to an Event on a form

On Key Press

On Undo

On Open Abhout_employeeform

On Close
On Resize About_employeeform

On Activate Open_retailers

On Deactivate sample

On Unload

© Best Training 2007
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Data Validation Macro

#® Require_Address

Condition Action Comment -
lAddress] Is Mull CancelEvent Won't save record if Addressis not entered =
MsgBox ¥ Gives user message
GoToControl Mowes focus back to Customer_ID field
h i

Action Arguments

Message Incomplete infarmation Please enterthe address
Eeep Yes

Type MNone

Title Missing Address

Displays a message box containing a warning or
informational message. A commaon use is a
message that appears when a validation fails.
Press F1 for help an this action.

On the Customerform, call the macro from the On Lost Focus Event of the Address
text box.

AutoKeys

Create keyboard shortcuts

® AutoKeys

Macro Mame Action Comment -
A OpenForm Shortcut to open Employeeform =
B CpenForm Shortcut to open Productform

© Best Training 2007
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Unit 3 Practice Activity

1.
2.

8.
9.

Open Practise _macro.

Create a macro to open the Customers table. The table should open in the Edit
mode.

Save the macro as Add_customer.

Run the macro to open the Customers table and in the Customers table edit the
Customer_name for the last record to read Brian Johnson. Close the table.

Modify the macro to also display a message. Click OK to add details for a new
customer.

Update and run the macro to verify the modification and then close the table. Close
the macro.

Create a new macro to open the form Orderform. Save the macro as Open_order.
Open the Customerform in Design view. Add a command button to the form.

Change the caption of the command button to read “View orders”.

10. Attach the macro Open_order to the command button. The macro should run when

you click the command button.

11.Switch to form view. Click the command button to verify that Orderform opens.

Update and close the forms.

12.Close the database.

Online support forum and knowledge base

E“j ] www.microsofttraining.net/forum

Visit our forum to have your questions answered by our Microsoft certified
trainers.
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Exploring Access SQL

Unit 4 objectives

« Identify different clauses in an SQL
statement

» Write SQL statements to create queries

 Attach an SQL statement to a database
object

Your notes: Unit 4
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Your notes: Unit 4
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Structured Query Language (SQL)

SELECT Product.Product_ID SELECT * FROM RETAILER
FROM Product;

SQL statement to display Matching Data

SELECT [Produdt].[Product_ID], [Producdt].[Productname],
[Transaction],[Qty_sold]

FROM Product, Transaction

WHERE [Producdt].[Product_ID] = [Transaction].[Product_ID]

SQL statement to find Unmatched Data

SELECT [Retailer].[Retailer_code], [Retailer].[Address]
FROM Retailer

WHERE [Retailer].[Retailer_Code] Mot In
[SELECT [Transaction].[Retailer_Code] FROM Transaction);

© Best Training 2007
www.microsofttraining.net
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Unit 4 Practice Activity

1.
2.

Open Practise_sq|l.

Write a query to display all details about all customers from the Customers table.
Save the query as Show_customers.

Run the query to view the results.

Modify the Show_customers query to display only the Customer_ID,
Customer _first_ name, and Customer _last_name from the table Customers.

Update and run the query. Close it.

Write a query to view the details of orders from the Order_details table where the
Quantity is greater than 50. Save the query as Bulk_order.

Create a command button on the form Orderform.

Attach the query Bulk_order to this command button. The query should run when
you click the command button. Set the command button’s caption to View Bulk
Orders.

Run the form and click the command button to verify that the query runs. Update
and close the form.

10.Close the database.

Online support forum and knowledge base

E’] ] www.microsofttraining.net/forum

Visit our forum to have your questions answered by our Microsoft certified
trainers.
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Using Hyperlinks And Customising
Access

Unit 5 objectives
» Create and use hyperlink fields in tables
» Customise Access

Your notes: Unit 5

22

© Best Training 2007
www.microsofttraining.net
Tel: 020-8682-4973



Microsoft Office Access 2007 Advanced

Your notes: Unit 5
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Hyperlink field in Design View

Customer_last_name Text Last name of the customer.
E-Mail yperlink v Customer's E-Mail address
Address Text Street or post-office box.

Insert E-Mail Hyperlink

Insert Hyperlink

Link, ko Text to display: | 1Smith@company, com | ScreenTig, ..

E-mail address;

Existing File ar |mailtu:u:JSmith@cnmpany.cDm| |
Web Page

Subject:

Recently used e-mail addresses;

E-mail Address

()4 l [ Cancel

© Best Training 2007
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Customising Access
Access can be modified to suit every facet of your needs.

Click Access Options on the Office menu to view the options dialog box

./ Publish
— i

,
Cloze Databaze

2] Access Options | X Exit Access

The Options dialog box

Popular — This pane will allow you modify some of the more basic options.

Access Options

I- Popular -]

r 'h
2 Q, Change the most popular options in Access.
Current Database

Datasheet

Object Dezigners

Top options for working with Access

Always use ClearType

Proofing ScreenTip style: ‘ Show feature descriptions in ScreenTips b
Advanced Show shortcut keys in ScreenTips

T LColor =chems:

Add-inz Creating databases

Trust Center

Resources

I
Default file format: | Accessz 2007 R ‘

Default databasze folder: !C:\Duu:uments and Settings\Carlos\Wy Documents\

| [ Browse...

MNew database zort order: ‘ General v ‘

Personalize your copy of Microsoft Office

User name: |‘-.-‘irtuaIF‘C |

Intiale: P |

Language Settings...

=

© Best Training 2007
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Current Database — Adjust the settings, look and functionality of the database you
currently have opened.

Access Options

26

~
Popular Application Options =
I' Current Databaze ] — .

Application Tithe: | |
Datashert Application Jcon: | | l Browse...
Object Dezigners Use a=s Form a ~
Proofing Dizplay Form: (none) b
Advanced Dizplay Status Bar

Document Window Options
Customize (%) Overlapping Windows
Add-inz O Tagbed Documents .

- - Compacting makes

Trust Center B R R : i L

Use Access Special Keys (i querylng faSter
Resources

|:| Remove perzenal information from file propertiez on =ave

|:| Use Windows-themed Controlz on Forms

Enable Layout View for this database

Enable de=ign changes for tables in Datasheet view (for this database)

|:| Check for truncated number fieldz

Picture Property Storage Format

O Preserve source image format (smaller file size)
@ Conyert all picture data to bitmaps (compatible with Access 2003 and earlier)
v
ok || cancel

© Best Training 2007
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Datasheet — The options in this pane adjust how datasheets are displayed, the color
schemes used in the cells, the font, and the effects applied directly to the datasheet.

Access Options

Popul [ . :
e I_ﬁ Customize the way datasheets look in Access.

Current Databaze

| Datashest 1| Default colors

Object Designers Erd e
Proofing

Background color:
Advanced

Alternate background color:
Customize

Gridlines color:

Add-ins

_ Gridlines and cell effects
Trust Center

Default gridiines =showing

Horizental
Vertical
Default cell sffect

& Flat
) Raised
) Sunken

Default column width:

Default font

Resources

Font: |Agenc',r FB w

Size: 11 |w

[ underiine

[] talic

Ok

] [ Cancel

© Best Training 2007
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Proofing — These options deal with AutoCorrection and the error checking Access uses
when dealing with input from a user.

Access Options @

Popular y?‘ Change how Access automatically corrects and formats the contents of your
—4 databases, and how it indicates the errors that it finds

Current Databaze

Datazheet AutoCorrect options
Object Designers Specify how Access corrects text as vou tvpe | AutoCorrect Options...
~Proofing ]
When correcting spelling in Microsoft Office programs

Advanced

lgnore words in UPPERCASE;
Cu=stomi

LRk lgnore words that contain numbers

Add-inz lgnore Internet and file addresses
Trust Center Flag repeated words

|:| Sugge=st from main dictionary only
Resources

[ LCu=tom Dictionaries. .. ]

Dictionary language: ‘ Englizh (U.K.} W |

ok | [ cance
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Unit 5 Practice Activity

1.
2.
3.

Open Practice_internet_access.
Open the Retailer table in design view.

Insert a new hyperlink field, Contact_email, in this table. You’ll store the email
address of each contact person.

Enter the address for the Retailer with the Retailer_code R001 as
Carol@somecompany.com.

Update and close the table.

Online support forum and knowledge base

E’] ] www.microsofttraining.net/forum

Visit our forum to have your questions answered by our Microsoft certified
trainers.
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Managing databases

Unit 6 objectives

» Work with database utilities to optimize
resources

» Use database uitilities to secure data
» Encrypt and decrypt databases

Your notes: Unit 6

30
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Your notes: Unit 6
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Work Backwards

To open a database in an earlier version, search Files of Type: for the required version

File narne: -
Files of bYPe: | micrasoft Office Access |'v_
A
‘Micros ffice Arccess
crosoft Offce Access Databases
Mictosoft Office fccess Database Templates

To save a database in a previous format click Save As and select the required file type

y | Save the database in another format

l{: Access 2007 Database
Sawve a copy that will be compatible with

Access 2007,

@ ] Access 2002 - 2003 Database

Save a copy that will be compatible with
Access 2002-2003.

L@ ] Access 2000 Database

Save a copy that wil be compatible with
Access 2000.

Default Database Saving to an Earlier version

If you make databases in Access 2007 for use in older versions of Access, use the
Popular tab in the Access Options window to set the file format.

Modify the file format in the Creating Databases section

Creating databases

Default file format: Access 2002 - 2003 B8
Default databazse folder: ChAaccess Databazes

Mew databaze sort order: | General W

NB If you create a file to use on an older version of Access, it is a good idea to
periodically check the file on the old version.

As not all of the features from one version to the next will work correctly in an older
version, your database object design may need to be modified.

© Best Training 2007
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Performance Analyzer

__% Database Documenter

B Performance Analyzer x

% Anahyze Performance

- Tables Queries Forms B reports & Macros
?j Analyze Table +% Modules Current Database All Object Types

I E y
W [ Order_details
v [ Performance
[ Procuct

v [ Retsiler Deselect
v [ Transaction
v g cityouery
v 5 Coordinste event Deselect Al
v Order_guery
~ Flace Crier -

<
]

Cancel

-~

Select All

j

ﬁ Performance Analyzer

Analysis Results:

? Form 'ReportPreview. Remowve the module behind this form or repoart. A
Q Form 'ReportPreview". Use an Option Explicit statement

3 Form ‘Retailerform’ Use an Option Explict statement Select Al
-4 Form 'Transactionform®. Remove the module behind this form or report.
1 Form ‘Trangactionform’ Use an Option Explicit ststement Deselect Al
? Report 'Transaction_report’. Remove the module behind this form or report.
‘@ Renort 'Transaction report'; Use an Cuation Explicit statement v Cloze

Key: ! Recommendation % Suggestion @ Idea + Fixed
Analysis Notes:

Thiz optimization will benefit the Form Transactionform' and potentially other objects in your
database.

This form or repart has a module that contains no code. You can make the form or report run

faster by removing the module behind it. Caution: Do not do this if you are using the form or
report as a dass. (Example: Dim f as Mew Form_Form1.)
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Split A Database

== |
i IR

saL | Access NB: Before splitting your database, it is
ol recommended you create a backup copy first.
ficeess Batabase You must also close all open database
Split a database into two files: one H
containing the tables and one ObleCts

containing the queries and forms.

Database Splitter

This wizard moves tables from your current database to a
new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous front-end
development without affecting data or interrupting users.

If your database is protected with a password, the new
back-end database will be created without a password and
will be accessible to all users, You will need to add a
password to the back-end database after it is split.

It could be a long process, Make a backup copy of your
database before splitting it.

Would vou like to split the database now?

Split Database i [ Cancel

File name: analyzing_be

Save as bYPe! | Microsaft Office Access 2007 Datsbases

Split ] [ Cancel
Tables
*E customers The database removes the tables from the source file
*F Order_details and saves them in the back-end database.

*ﬁ Performance
o ﬁ Product
*F Retailer

*ﬁ Tran=action

All of the tables, when viewed in the objects section of
the database, are shown as linked to the back-end
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Unit 6 Practice Activity

1.
2.

Open Practise_manage_database.

Save this database to the Access 2002-2003 version as Practise_access2003.
(NB This database will be saved with a 2003 Access icon)

Open Practise_manage_database. Analyse the performance of all the objects in
the database.

Spit the database

Observe both the database and the Back-end paying attention to the linked tables

Online support forum and knowledge base

E’] ] www.microsofttraining.net/forum

Visit our forum to have your questions answered by our Microsoft certified
trainers.
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Security fundamentals

Unit 7 objectives
» Use a password to secure database files

Your notes: Unit 7
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Password Protect Database

Open the database as Exclusive to password protect it

| Open v][ Cancel ]I

Open

Open Read-Onby

Open Exclusive

Open Excluzive Read-Onby

Select Encrypt with Password and set the password

i5% Switchboard Manager  57ia) Sgt Database Password

Hf Password:

Yerify:
|****** |

IL'i_* Encrypt with Password |
e ] Make
j Add-ing ACCDE

v

ol ][ Cancel ]

Password is needed to open the database

Password Required

Enter database password:
Bl it i |

Ok ll Cancel l

Remove Password

Open Exclusive

Unset Database Password

5 Switchboard Manager 57(%) F—

|l'_i_* Decrypt Database |

v

e ) Make
j Add-ins ACCDE

Ok ][ Cancel ]
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