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Starting Microsoft Access2007

Double clickon theMicrosoft Office Access2007icon on theNindows
desktop, oclick-on theStart button in thdower left corner of thescreen,
thenclick-on Programs, and therclick-on Microsoft Office Access2007.

TheGetting Started with Microsoft Office Accessscreerwill appearas follow.

ﬁ:!;. [ D Microsoft Access T
& @
Template Categories il
o eemeome || Getting Started with Microsoft Office Access
BUS‘HESS‘ New Blank Database Open Recent Database
Personal —

Sample D Blank Database [ wore...
Education

] \2007 office\Person 2003.mdb
Featured Online Templates 10/3/2006

] \tutorials word\Person 2003.mdb
10/. &
2]

2] \SCHEV\SCHEV Teachers.mdb

7172006

Office\...\Person 2003.mdb

Ca B . Wore on Office Onling:
= Online Training | Templates | Downlaads

» Getthelatest content while werking in the 2007 Microsoft
o

55 2007 User Interface
aur abjects using the new, easy access

+ NS <) o T s

For previous Access usersThe above menu screemiswin L
Access 2007 Take a few minute® peruse this screen. You e
will notice that (on the t 0P rumg e scre
Access Templates (already created databases) are still availall ..., microsoft office Onfine
. Business

As we move through this tuto featur
Access will be familiar to you.

Sample

Education

In this e-book whenever we indicate that you need to click the mouse, it will mean
to click the left mouse buttanunless we indicate that you should click BN&HT
mouse button. So, always fAclick | efto u
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Creating an Access 200Database

This tutorial will assist you in creating a database that includes the features most often used in
databases. Once you gain skill with the database you create, you will be able to use and
understand the already created Microsoft Access dasbasgtioned on the last page.

Wedl |l begin with a Bl ank Database and increas

Look at thecenter of your Access screen. You : : :
will seei Getting Started with Microsoft Geffmg Started with Micros

Office Access Below the title you will see a
Blank Database button.

/ j Blank Datsbase
Click theBlank Database button

Featured Online % oo

rew Blank Database

As soon as you clickheBlank Database
button, theright side of your Access screen
/ will change and look like the image on the left.

Hew Blank Database

Create a Microsoft Office Access
database that does not contain
any existing data or objects.

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

File Name:
|Database 1.accdb | B
C:'\Documents and Settings\Murray_TiMy Documentsh

Browse for a location to put your database
Create [ | tancel |

_J

Saving your work

One of theuniquethingsaboutAccessdatabase is thatliequiresyou tosaveyour databasas
soon as you enter the program
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You cansaveyour work on dloppy diskette in theA: Drive, on aUSB Pen/Flash Drive or on
your C: Hard Disk, or in some other drivé’lease save tone of thesareas and substitute your
Drive in the instructions.

To choosethe Drive, on which you will save your Access databadiek the small foldeto the
right of File Name:

A New File Databasemenu screen similar to the one below will appear woenclick the
folder.

File New Database @

Save in: |=cu= Local Disk {C:) v @-08 X i E-

5

My Recent
Dacuments

E

Deskkop

|

-
Tl Metwork,
Places
File name: |persu:|n w
Save as Lype: |Microsnft Office Access 2007 (Beta) Databases (*,accdb) “

4
I Ok ][ Cancel ]

In theupper left corner of theFile New Databasemenuscreen that appears, you vaéea

Save in area(seeupper left arrow above). Click-on thesmall down arrow on theright and it

will show you the varioudisk drives avalable on which you can savederight upper arrow
above. Point to thedrive on which you want to save your databasendclick-on it. If you
choose th&Y% Floppy (A:), make sure you havefarmatted disk in the A drive. If you choose

the C:drive, chaose the folder in which you want to save by double clicking on the folder. Your
selectionshould nowappearin theSave in area

Nextclick-in theareato theright of File Name: Deleteanytext that is entered in the area and
thentype-in the wordPERSON asshownat thebottom of the above imaggsee lower left
arrow).

Now click-onthe OK button or tap theEnter key (seelower right arrow on last page.
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You will now return to theGetting Started with
Microsoft Office Access screen On theright side :

. . Create a Microsoft Office Access database that does
of the screen you wikee your database File Name ot contain any existing data or objects.
andbelow it, the Drive on which you will create File Name:

your database. personaccdbl -

Blank Database

C:\2007 Office\ 2007 Access),

—)f Create l [ Cancel ]

Click theCreate button.

Creating a Table

When youclick the Create button your Access 200%creen will change to thmage below
Thi s mnew lodkdh €200 Office You will now seelabs andRibbonsthat automatically
appearor theareain Access on whi c.hinstead of@ Menu Baoanddrop down

selections, youboll now new features
.'/-.,:e::.;\‘ = Cu 7 Table Tools person ; 2007
e

—) Home Create External Data Database Tools Datasheet

M ﬂ_l ':_':Hjl = & Insert Data Type: - 'I_ ‘

e % dH pejete Format Formatting Is Requi®d ==/

View MNew Add Existing Lookup = T Relationships Object

- Field Fields Column [1:@ Rename $ % » || %0 s Dependencies

Views Fields & Columns Data Type & Formatting Relationships

All Tables v « || Tablex |

Tablel -3 1D - | Add New Field

= Tablel : Table * (New)

When we clicked the Create button Access assumed we desired toicvadian our Person

databasé another databagewhich is called a TableY o u 6 | | notice that at t
image that the Table Tools and Datasheet Tabs appeared to assist gdRiblidn below these
Tabs is composed of Groups of selections youbd

We 61 | be wo rTabsiRipbonshraudhout thisawsoaal.

I n the | ower ortion owae/aee“ifﬁ;:k youbol

ti Table. i
creating a mgm%Q T ! Groups | -
On the left of the Tabfr TooBat asheet Tab/ Riew m VyoC bg? see a

Click the View button. — | T

View
.-/l.-:;«-g\- Ho-© = 5
1 a } 1
—/ Home Create e

["Wiew ||| Mew Add Existin
- Field Fields

ﬂil Datasheet View 6
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When you click the View button the image on the left will appear. Since we want to create or

designanew Tableye 61 | c¢cl i ck the Design View selection
A Save As menu screen will appear similar to | taple Mame:
the image on the right. Type personnel in the persannel |
Table Name: area and then click the OK
button. L Ok J [ Cancel ]
Your Access 2007 screen will now change
againi to the image below.
@ |- s Table Toal: person : Database (Access 2007 (Beta)) - Microseft Access AR
~ Home  Create  ExtemalData  Database Tools es @
e =
V\fw Ps:r:!y Builder Test \,p“.zl‘l;jsatl-nn @Lnukup i Pr;‘p:ertly Indexes
ALLE'rv:bles VT”:'S 7] personnel -
%m:::mm“ﬁme & \?»E Field Name Aulel:J):'t‘:l:(pe Description é
[ GeneralLookup,
;??Ez Yes (No Duplicates)
B e
Webve enlarged the upper |l eft corner of this
O\l 1 - - )3 Table Tool per.
: Home Create External Data Database Tools Dresign
L% 4% =¥ 2= Insert Rows & =7
: 1@ P EEY, =, £ S
| g == —l = Delete Rows = =
i |Primary| Euilder Test Validation Property Indexes
- | KE}I | Rules @Ltmkup Column Sheet
Views Tools Show/Hide
all Tables v « || =] personnel
personnel & Field Name Data Type
£ personnel: Table i AutoMumber
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Notice (in theimage abovg that ourTable Tools Tabstill appears. However, because we are
now in the Design process, tloaver Tab/Ribbon has changedo Designi to assist us with
designing our Table.

In the image on the last page you will

notice that the Primary Key button is —

Aforangeo and, in our Personnel Table, that
it i s aligvith aiittte key to the 0

left of ID. —

In database language this is called /

Akeying. o

Keying, or indexing, is somewhat advanced. You can get a good description by searching in
Help for Keyingor Primary Key

To 0

t n offo the Primary Key, c¢click the Prim
Key b t

ur
utt on i s nddhe littte Rey is goneffrom therleft ef dD. a n

If the Personnel Tablemaged o es not ff,clicklom t he s CJ‘ een
thesmall squareb e t w e eminugahdethe %0 i mppér hight %

hand corner of the screensge arrowandimageonright). This

will Maximize the screen.

Notice, under the Blue Bar at thetop of theDesignscreenthere areJ) things:Field name,
Data Type,andDescription

Voo l

And, in thelower half of the window;Field Properties.

\



