Index

A

Access
quitting 27
starting 6—7
Access Options window, bypass-
ing settings in 200
action queries 90
actions, changing arguments
for, 203
aligning
controls 75,172
labels 172
report controls 107
AllowBypassKey property
(VBA) 2006
Allow Zero Length property 51
AND operator 98
Answer Wizard 34
append queries 186
make-table queries vs. 182
moving records with 185
Ascending button 17
Attachment data type 35
AutoCorrect 135
automatically saving 25
AutoNumber data type 35, 43

B

backing up 226

Best Fit, applying to columns 44

Between Numbers dialog box 89

Bold button 47

bolding field values 47

bound controls, vs. unbound 172

Build button 57, 140, 142,173

building expressions 173

buttons 9

bypassing Access Options
settings 206

Byte number format 35

o

calculated controls 170, 173
calculated queries 169
calculation options in Total
row 175
calculations
building in controls 173
dates in 169
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Caption property 49
captions 49
cascading updates/deletions 131
categories
creating 195
viewing by icon 197
cells, formatting 46
Change To/Text Box command
(shortcut menu) 150
character patterns. See input masks
charts in forms 177
Check Box button 171
check boxes, adding to forms 171
clearing grid 97
Close button 27, 62
closing
databases 25
Field List 72
forms 67
columns
hiding 41
in QBE grid, sizing 181
selecting 16
sizing for best fit 44
unhiding 44
Column Width dialog box 45
combo boxes
changing to list boxes 150
defined 37
limiting entries in 38
command buttons 155, 156
Command Button Wizard 156
Compact and Repair utility 225
compacting and repairing data-
bases 225
comparison operators 97, 98
compartmentalizing informa-
tion 119
controls 71
adding 77,155
aligning 75, 172
bound vs. unbound 172
building calculations in 173
calculated 170, 173
deleting 77, 106
enabling/disabling 150
format, changing 76, 150

formatting 75

handles 72

in forms 77, 155

input order, setting 81

moving 106

right-aligning 172

selecting 72

sselecting all 73

selecting multiple 74, 107, 150

sizing 72

unbound, adding to forms 170

undoing deletion 77
Control Source property 173
ControlTips, adding to forms 157
Copy button 42, 185
copying 211

field values 41, 42

tables 123, 185

tables, to create new tables 185
correcting mistakes 41
Count function in Total row 176
counting values 175
criteria, specifying in queries 94
Criteria row 94
crosstab queries 187
Crosstab Query Wizard 91
Currency data type 35
Currency format 174, 183
current date, as field value 140
customizing

forms 70

mailing labels 112

reports 105

windows 45
custom number formats 52
custom text formats 54

data

accuracy, ensuring. See
validation rules

protecting 144

protecting, in multi-table
forms 149

restricting. See validation rules

type, specifying 56. See also
data types
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Data Entry property 150
data sharing 211
data types 34
Attachment 35
AutoNumber 35, 43
changing 36, 40
Currency 35
Date/Time 35
Field Size property 48
Hyperlink 35
Memo 35, 49
Number 35
OLE Object 35
ReplicationID 35
Text 35
Yes/No 35, 166
database design 118
compartmentalizing informa-
tion 119
determinants 119
efficiency vs. expediency 122
Normal Forms 119
normalization 119
referential integrity. See refer-
ential integrity
relationships. See relationships
rules for 119, 121, 124, 145
unnecessary fields,
removing 124
database window 189
Database Window button 189
databases. See also relational
databases
backing up 226
closing 25
columns in. See fields
compacting and repairing 225
creating 31
defined 4
errors, reducing 139
file formats 30
flat vs. relational 120
importing from 214
linking to data in 214
Normal Forms 119
opening 8
opening exclusively 209
opening multiple 23
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password protecting 209, 210

passwords, deleting 210

preventive maintenance 225

sample, opening 8

saving 25

securing 209

sharing 218

splitting 219

storing outside Documents

folder 30

tables. See tabless

trusting 207

as Web pages, exporting 82
datasheets, query 90, 92

blocking entries in 92

including/excluding fields 94

printing 92
Date() function 140, 169
Date/Time data type 35
dates

in calculations 169

as field value 140

in reports 102

values as 170
Decimal number format 35
Decrypt Database button 210
default field values 50
Default Value property 50
default values 139, 140
Default View property 153
Delete button 43
Delete Record button 43
Delete row 188
deleting

AutoNumber fields 43

controls 77, 106

controls, undoing 77

fields 32, 120

fields, from queries 93

indexes 51

labels 106

passwords 210

primary key 40

queries 188

records 43, 188

relationships 130

report controls 105

subdatasheets 138

INDEX

deletions, cascading 131
Descending button 17
descriptions, field 47
designing databases. See database
design
Design view
creating tables in 34, 36
opening tables in 12
rearranging fields in 135
Design View button 39
desktop shortcuts 7
determinants 119-120
diagram pane 93
dialog boxes
Between Numbers 89
Column Width 45
displaying instructions in 167
Edit Relationships 127
Find and Replace 88
HTML Output Options 83
Import Objects 214
Insert Subdatasheet 137
Microsoft Office Trusted
Location 208
moving 88
Navigation Options 195
New Query 90
Password Required 210
Paste Table As 123
Print 63
Properties 198
Set Database Password 210
Show Table 92,126
Unset Database Password 211
dialog box launcher 9
disabling
controls 150
form fields 149
Double number format 35
duplicating fields 41

E
Edit Relationships dialog box 127
editing
fields 41
indexes 51
primary keys, and cascading up-
dates for related fields 131
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query datasheets 96
records 41
relationships 130, 189
undoing 42
embedded macros 201
Enabled property 150
End key, navigating tables with 15
enforcing referential integrity
127,131, 190
errors, database 139
Excel
exporting to 212
importing from 215
Excel button 216
exclusive use of databases 209
Exit command 63
exporting 211
databases, to Web pages 82
to Excel 212
tables, to SharePoint Server 221
Expression Builder 140, 142, 173
expressions 140
building 140, 142, 173
grouping query results with 176

F

field names 12,49
Field Size property 48
field values 12
bolding 47
copying/pasting 41, 42
default 50
finding 88
font, changing 46
looking up 37
overtyping 42
requiring 50
restoring original 41, 42
fields
creating 33
data types. See data types
default values. See default values
defined 4, 12
deleting 32, 120
deleting from queries 93
descriptions, adding 47
editing 41
foreign keys 122
freezing 17
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hiding 17
including/excluding from
query datasheets 181
indexing 51
in forms, disabling 149
master, linking 138
maximum size, setting 48
moving 16
navigating 14
organizing 135
partially dependent 122
primary keys. See primary keys
in queries, adding 22
in query datasheets 94
rearranging 135
renaming 32
requiring entries in 50
selecting, for queries 95
selecting entire 14
selecting multiple 121
separating information in 119
size, reducing 47
size property 48
sizing 44
sorting multiple 17
tagging entries in 51
unfreezing 17
unnecessary, removing 124
values. See field values
file formats 30
files, storing outside Documents
folder 30
filtering records 89
filters 89
defined 88
removing 89
Find and Replace dialog box 88
Find button 88
adding to form 155
Find command 88
Find Duplicates Query Wizard 91
finding
field values 88
records 88, 166
records, with wildcards 95
Find Unmatched Query
Wizard 91
Finish button 69

229

First Record button 14
flat databases 120
flat forms 148
folders, creating 30
font, changing 46
Font Name property 80
fonts in forms 80
Font Size property 80
Font Weight property 80
footers, form 71
foreign keys 122
Format property 52, 54, 174
Currency, setting value as 183
vs. Input Mask property 59
formatting
controls 75, 150
fonts, in forms 80
labels 75,150
lines in reports 110
reports 109
tables 44
values, as currency 174
Form button 66
Form Footer 71
Form Header 71
forms
adding to groups 196
calculated controls, adding 170
charts in 177
check boxes, adding 171
closing 67
command buttons, adding 155
controls. See controls
ControlTips, adding 157
creating 66
creating, based on parameter
query 168
creating, with Form Wizard 148
customizing 70
data entry in, allowing 149
default, specifying 200
default view, setting 153
defined 5
entering information in 67
Field List, closing 72
fields in, disabling 149
filtering by 89
Find button, adding 155
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forms (continued)
flat 148
font formatting 80
footers 71
formatting controls/labels 75
form selector 150
for multiple items 67
Form Wizard for 68
headers 71
input order, setting 81
labels. See labels
layout, saving 71
Modal Dialog 67
multi-table 148, 149
navigating 5
opening 17
option buttons, adding 171
PivotCharts. See PivotCharts
PivotTables. See PivotTables
preset types 67
queries and 166, 168
saving 174
selecting entire 150
setting up for data entry
only 150
sizing areas in 78
sizing Detail section 72
split 67
subforms, adding 153
table relationships in 148
tab order, setting 81
titles, adding 78
unbound controls, adding 170
formulas
as default values 139
in queries 169, 181
Form View button 67
Form Wizard 68, 148
freezing fields 17
functions
Count 176
Date() 140, 169
Group By 176
help with 140
Time() 140
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G

Getting Started window 7
grid
clearing 97
or row 99
gridlines
aligning controls to 75
turning on/off 46, 80
grid pane 93
Group & Sort button 103
Group By function in Total
row 176
grouping reports 102-103
group 196

H
handles 72
headers, form 71
help 25-26
Help button 25-26
hiding
columns 41
fields 17
Navigation Pane items 198
Ribbon tabs 205
taskbar 6
hiding fields 17
Home key, navigating tables
with 15
HTML documents. See Web pages
HTML Output Options dialog
box 83
Hyperlink data type 35

|
IME Mode property 51
IME Sentence Mode property 51
importing 211
from Access databases 214
from Excel 215
options for 215
Import Objects dialog box 214
Import Spreadsheet Wizard 216
Indexed property 51
indexes
deleting 51
viewing 51
indexing fields 51

INDEX

Input Mask property 56

vs. Format property 59
input masks 56

characters in 56

custom, creating 58

defined 55

for phone numbers 56, 59

for text, creating 59

for ZIP codes 57

testing 60
Input Mask wizard 57
Input Method Editor (IME) 51
input order in forms 81
inserting subdatasheet 137
Insert Subdatasheet dialog

box 137

Integer number format 35
Italic button 79

J

join lines 128

Join Type button 127

junction tables 129. See also
many-to-many relationships

K
key violations 189

L
Label Wizard 112
labels 71
aligning 172
aligning textin 75
basing on queries 113
deleting 106
format, changing 150
formatting 75
mailing labels 112
selecting 72
selecting multiple 107, 150
sizing 72
Landscape orientation 62
Last Record button 14
layout, page. See page layout
Like operator 95
Line Color button 76
lines in reports 110
linking
master fields 138
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tables 224. See also
relationships
tables, with foreign keys 122
to data in different data-
bases 214
list boxes, adding values to 76
locking
Navigation Options dialog
box 204
Navigation Pane 204
records 144, 145
logical operators 97
Long Integer number format 35
Lookup Wizard 37, 132

M
macro actions 201
Macro Builder 202
macros 201
embedded 201
security level, setting 8
standalone 201
mailing labels 112
customizing 112
types of 112
maintenance, preventive 225
make-table queries 182
malicious software 8
malware. See malicious software
many-to-many relationships
125, 129. See also junction
tables
margins, setting 62
master fields, linking 138
Memo data type 35, 49
menus, shortcut 205
Microsoft Access. See Access
Microsoft Office Excel. See Excel
Microsoft Office Online web
site 26
Microsoft Office Trusted
Location dialog box 208
mistakes, correcting 41
Modal Dialog forms 67
moving
controls/labels 106
dialog boxes 88
records 185
moving around. See navigating
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multi-table

forms 148

queries 169
multi-table reports 151
Multiple Items forms 67

Name property 172
names, field. See field names
navigating
fields 14
forms 5
tables 14, 15
Navigation Options dialog
box 195
Navigation Pane 194
default form, specifying 200
hidden items, displaying 198
hiding items in 198
locking 204
opening 11
unassigned objects, hiding 197
New Object button 129
New Query dialog box 90
New Record button 14, 41, 67
Next Page button 62
Next Record button 14, 18
Normal Forms 119
normalization 119
NOT operator 100
Null 52
NULL operator 100
Number data type 35
number formats 35, 52

0
objects, displaying 199
Office button 9
OLE Object data type 35
one-to-many relationships 125
one-to-one relationships 125
opening
databases 8
databases, exclusively 209
databases, multiple 23
forms 17
Macro Builder 202
Navigation Pane 11
queries 92

231

reports 23

sample databases 8

tables 12

tables, in Design view 12
operators

AND 98

comparison 97, 98

Like 95

logical 97

NOT 100

NULL 100

OR 99
option buttons 171
Option Group Wizard 171
Options dialog box 204
OR operator 99
or row 99
organizing fields 135
orientation 62

P

page indicator 62
page layout 61-62
parameter queries 166, 168
parameters 166
partially dependent fields 122
Password Required dialog
box 210
passwords 209
deleting 210
rules for creating 210
setting 210
Paste button 42, 185
Paste Table As dialog box 123
pasting field values 41, 42
phone number input masks 56, 59
PivotCharts 67
PivotTables 67
placeholders 56
preventive maintenance 225
previewing reports 107
Previous Record button 14
Primary Key button 121, 130
primary keys
adding 47
assigning fields as 123, 130
defined 36
deleting 40
determinants as 120
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primary keys (continued)
editing, cascading updates for
related fields 131
two fields as 120
primary tables 137
Print button 62, 92, 105
Print command 63
Print dialog box 63
printing
Landscape 62
query datasheets 92
reports 105
tables 61
Print Preview 61, 105
Print Preview button 107
Properties dialog box 198
protecting
data 144
data, in multi-table forms 149
databases, with passwords 209

Q
QBE grid
sizing columns in 181
Update To Row 183
queries
action 90
adding all fields 95
append 186
append, moving records
with 185
based on multiple tables 169
basing forms on 168
basing labels on 113
calculated, creating 169
changing type of 182
converting results to tables
181, 182
creating 90, 92
creating tables with 181
crosstab 187
defined 4,19, 90
defining relationships in 127
deleting 188
deleting fields from 93
deleting records with 188
displaying list of 19
fields, adding 22
forms and 166
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formulas in 169, 181
grouping results, with
expressions 176
including/excluding fields 181
make-table, rerunning 182
moving records with 185
opening 92
operators. See operators
parameter 166, 168
running 20, 93, 94
saving 94, 98
saving with new name 100, 181
select 90
selecting records with 92
sorting with 96
specific fields, returning 90
specifying criteria in 94
SQL. See SQL
tables, adding 93
Total row 175
updating 183
updating records with 183
wildcards and 95
query datasheets 90, 92
blocking entries in 92
editing 96
fields, including/excluding 94
printing 92
updating tables with 96
Query Design button 92
Query Type button 186, 188
query window 20, 93
tables, adding 169
Query Wizard button 90
question mark wildcard 96
Quick Access toolbar 9
Quick Launch toolbar 7
quitting Access 27

rearranging fields 135
record indicator 14
records

with AutoNumber fields,

deleting 43

creating 40

defined 4, 12

deleting 43, 188

editing 41

INDEX

entering 40, 67, 82
entering in multiple tables 152
filtering 89
finding 88, 166
finding, with wildcards 95
grouping in reports 102
locking 144, 145
moving, with queries 185
moving to specific 14
multiple, working with 180
new, moving to 41
saving 41, 144
selecting 43
selecting, with queries 92
selecting entire 14
selector. See record selector
sizing 45
sorting 17
sorting, in reports 103
sorting, with queries 96
updating with queries 183
record selector 40, 43
redundancy 118
referential integrity 125, 190.
See also relationships
enforcing 127, 131
testing 128
related tables 137
relational databases
defined 116
vs. flat databases 120
relationships. See also referential
integrity
between tables, displaying 189
creating 125
creating, with Lookup
Wizard 132
defining, in queries 127
deleting 130
editing 130, 189
in forms 148
join lines 128
join types 127
many-to-many 125, 129.
See also junction tables
one-to-many 125, 126
one-to-one 125
types of 125
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Relationships button 126,
134, 189
Relationships window 134
renaming fields 32
reordering fields 16
repairing databases 225
replacing text as you type. See
AutoCorrect
ReplicationID data type 35
reports
calculated controls, adding 173
controls, aligning 107
controls, deleting 105
creating 100, 101
creating, with Report

Wizard 101
customizing 105
defined 6

deleting controls/labels 106

design, modifying 105

Design view, switching to 32

displaying 101

formatting 109

grouping records in 102

layout, selecting 104

lines, formatting 110

multi-table 151

opening 23

previewing 107

printing 105

saving 107

sections, sizing 111

sorting records in 103
Report Wizard 101
Required Entry property 50
restoring original field values 42
restricting data. See validation rules
Ribbon tabs 9

turning on/oft 205-206
right-aligning controls 172
Right arrow, navigating tables

with 15

Row height dialog box 45
rows. See records
Run button 93,94, 170
running queries 20, 93, 94
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S

sandbox mode 8
saving 144
databases 25
form layouts 71
forms 174
queries 94, 98
queries, with new names
100, 181
records 41
reports 107
tables 34, 41
scroll bars 14
scrolling 12
Search Bar, displaying 197
search box 26
sections, sizing in reports 111
securing databases 209
selecting
columns 16
controls 72-73
controls, multiple 74, 107, 150
fields, entire 14
fields, multiple 121
forms 150
labels 72
labels, multiple 107, 150
records 43
records, entire 14
records, with queries 92
Selection button 89
Selection command 89
select queries 90
separating information into
fields 119
Set Database Password dialog
box 210
setting margins 62
SharePoint List button 224
SharePoint Server
compatibility with 220
exporting tables to 221
host providers for 219
libraries 220
linking to 219
lists 219
sharing databases 218
sharing information 211

233

shortcut menus, turning off 205
shortcuts 7
shortcuts, desktop. See desktop
shortcuts
Show Table button 169
Show Table dialog box 92, 126
Simple Query Wizard 91
Single number format 35
sizing
columns, for best fit 44
columns in QBE grid 181
controls/labels 72
Detail section of forms 72
fields 44
form areas 78
records 45
report sections 111
subforms 154
windows 44
Smart Tag property 51
Smart Tags 51
sorting
multiple fields 17
records 17, 96, 103
Sort row 97
spaces in field names 49
split forms 67
splitting databases 219
SQL 21
standalone macros 201
Start button 7
starting Access 6
structuring tables 47
sub-subdatasheets 137
subdatasheets 136
deleting 138
inserting 137
Subform/Subreport button 151
Subform/Subreport Wizard 153
subforms 152
adding to forms 153
creating 152
sizing 154
subreports 151
Subreport Wizard 151
substituting text for field name 49
switchboards 194
system objects, displaying 199
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T

Tab key, navigating tables with 15
table boxes in Relationships
window 134
Table Names button 94
Table row 94
tables
adding to queries 93
converting query results to
181, 182
copying 123,185
copying, to create new
tables 185
creating 31, 39, 129
creating, in Design view 34, 36
creating, with template 32
creating from existing 181
creating with queries 181
defined 4
design considerations 118
dragging to query window 169
exporting, to SharePoint
Server 221
fields in. See fields
formatting 44
indexes, viewing 51
junction 129
linked, creating 224
linking, with foreign keys
122. See also relationships
looking up values in 37
navigating 14, 15
opening 12
opening, in Design view 12
populating 36, 39
primary 137
printing 61
records in. See records
related 137
relationships between. See
relationships
saving 34, 41
structuring 47
updating from query
datasheets 96
windows, sizing 44
Table Wizard 30
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tab order, setting 81
tabs, Ribbon 205-206
tagging entries in fields 51
taskbar, hiding 6
templates 30
creating tables with 32
opening 8, 32
testing
input masks 60
referential integrity 128
text
custom format 54
input masks, creating 59
Text Align property 172
Text data type 35
text placeholders 56

time, grouping by in reports 102

Time() function 140

titles, adding to forms 78
Toggle Filter button 89
Total row 175

Totals button 176

trusted locations 207
turning off AutoCorrect 135

unbound controls
adding to forms 170
vs. bound 172
Undo button 43, 129
undoing edits 42, 77
unfreezing fields 17
unhiding columns 44
unhiding fields 17
Unset Database Password dialog
box 211
Up arrow, navigating tables
with 15
update anomalies 118
updates, cascading 131
Update To row 183
updating queries 183

v

validating data 51
Validation Rule property 51
validation rules 141
validation text, entering 143

INDEX

Validation Text property 51
values

adding to list boxes 76

as dates 170

counting 175

formatting, as currency 174
values, field. See field values
views

changing 9

displaying list of 13

setting default for forms 153
View toolbar 9
viruses. See malicious software
Visual Basic for Applications (VBA)

AllowBypassKey property 206

Web pages, exporting databases
to 82
wildcards 95, 96
windows
customizing 45
sizing 44
wizards 30
Command Button 156
Crosstab Query 91
Find Duplicates Query 91
Find Unmatched Query 91
Form 68, 148
Input Mask 57
Label 112
Lookup 37
Report 101
Simple Query 91
Subform/Subreport 153
worksheets, Excel 212

Y
Yes/No data type 35, 166

4

zero-length strings 52
ZIP code input masks 57
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