
 
This e-book provided by http://www.msoffice-tutorial-training.com. Visit the site for 

more FREE Office 2007 & 2003 tutorials and information. 
 

 

 1 

Special E-book -              Print This Out First 

 
Access 2007 Quick 
Reference Guide 

 
 

 

 

 

 

 

 

 

Brought to you by 
Wong Hing 

www.msoffice-tutorial-training.com 
www.GoComputerTraining.com 

http://www.msoffice-tutorial-training.com/
http://www.gocomputertraining.com/


 
This e-book provided by http://www.msoffice-tutorial-training.com. Visit the site for 

more FREE Office 2007 & 2003 tutorials and information. 
 

 

 2 

Microsoft Office 2007 Series of E-books 
 
The Ultimate Guide to Excel 2007! Ebook with Free Bonuses 
 
How YOU can easily master your Excel 2007 skills and solve your everyday Excel-related projects in the 
comfort of your own home? 
 
To discover the Secrets to Unlock Your Excel Potentials and save more time for yourself, you are invited 
to see for yourself when you go to http://www.msoffice-tutorial-training.com/excel-2007-book.html 
 
 

 

 

 

 

 

 

 

 

 
The Ultimate Guide to PowerPoint 2007! Ebook with Free Bonuses 
 
Revealed - The Practical, Step-By-Step, Roadmap To Enjoy The Totally Risk-Free, Guarantee 
Satisfaction Of Mastering The PowerPoint 2007 Program Easily At Your Own Pace! 
If you wish to know the ófast-trackô way to help you create a dynamic PowerPoint presentation with 
credibility, please visit the http://www.msoffice-tutorial-training.com/powerpoint-2007-book.html for 
more information. 
 

 

 

 

 

 

http://www.msoffice-tutorial-training.com/excel-2007-book.html
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Starting Microsoft Access 2007 
 

 

Double click on the Microsoft Office Access 2007 icon on the Windows 

desktop, or click-on the Start button in the lower left corner of the screen, 

then click-on Programs, and then click-on Microsoft Office Access 2007. 

 

 

The Getting Started with Microsoft Office Access screen will  appear as follow. 

 

 

For previous Access users: The above menu screen is new in 

Access 2007.  Take a few minutes to peruse this screen.  You 

will notice that (on the top left of the screen) that the ñoldò 

Access Templates (already created databases) are still available.  

 

As we move through this tutorial, many features of ñoldò 

Access will be familiar to you. 

 

 

In this e-book, whenever we indicate that you need to click the mouse, it will mean 

to click the left mouse button ï unless we indicate that you should click the RIGHT 

mouse button. So, always ñclick leftò unless we tell you otherwise. 
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Creating an Access 2007 Database 
 

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 databases mentioned on the last page. 

 

Weôll begin with a Blank Database and increase our database knowledge with each step. 

 

 

Look at the center of your Access screen.  You 

will see ï Getting Started with Microsoft 

Office Access.  Below the title you will see a 

Blank Database button. 

 

Click  the Blank Database button. 

 

 

As soon as you click the Blank Database 

button, the right side of your Access screen 

will change and look like the image on the left. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Saving your work   

 

One of the unique things about Access database is that it requires you to save your database as 

soon as you enter the program. 
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You can save your work on a floppy diskette in the A: Drive, on a USB Pen/Flash Drive or on 

your C: Hard Disk , or in some other drive. Please save to one of these areas and substitute your 

Drive in the instructions. 

 

To choose the Drive, on which you will save your Access database, click the small folder to the 

right of File Name:  

A New File Database menu screen similar to the one below will appear when you click the 

folder. 

 

 

In the upper left corner of the File New Database menu screen that appears, you will see a 

Save in: area (see upper left arrow above).  Click -on the small down arrow  on the right  and it 

will show you the various disk drives available on which you can save (see right upper arrow 

above). Point to the drive on which you want to save your database, and click-on it.  If you 

choose the 3½ Floppy (A: ), make sure you have a formatted disk in the A drive.  If you choose 

the C: drive, choose the folder in which you want to save by double clicking on the folder.  Your 

selection should now appear in the Save in: area 

 

Next click-in the area to the right  of File Name:. Delete any text that is entered in the area and 

then type-in the word PERSON as shown at the bottom of the above image (see lower left 

arrow ).   

 

Now click-on the OK button or tap the Enter key (see lower right arrow on last page).   
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You will now return  to the Getting Started with 

Microsoft Office Access screen.  On the right side 

of the screen you will see your database File Name 

and below it, the Drive on which you will create 

your database. 
 

Click  the Create button. 

 

Creating a Table 

 
When you click the Create button your Access 2007 screen will change to the image below.  

This is the ñnew lookò in 2007 Office.   You will now see Tabs and Ribbons that automatically 

appear for the area in Access on which youôre working.  Instead of a Menu Bar and drop down 

selections, youôll now see these new features.   

 

 

 

 

When we clicked the Create button Access assumed we desired to create ï within our Person 

database ï another database ï which is called a Table.  Youôll notice that at the top of the above 

image that the Table Tools and Datasheet Tabs appeared to assist you.  The Ribbon below these 

Tabs is composed of Groups of selections youôll use to assist you as you create your Table.  

Weôll be working with these Tabs/Ribbons throughout this tutorial.   

 

In the lower portion of the above image youôll see selections that indicate we are 

creating a new Table. 

 

On the left of the Table Tools-Datasheet Tab/Ribbon youôll see a View button.  

Click the View button. 

 

 

 

Ribbon 

Tabs 

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

design a new Table, weôll click the Design View selection. 

 

 

A Save As menu screen will appear similar to 

the image on the right.  Type personnel in the 

Table Name: area and then click the OK 

button. 

Your Access 2007 screen will now change 

again ï to the image below.   

 

 

 

Weôve enlarged the upper left corner of this image below.  
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Notice (in the image above) that our Table Tools Tab still appears.  However, because we are 

now in the Design process, the lower Tab/Ribbon has changed to Design ï to assist us with 

designing our Table.   

 

 

In the image on the last page you will 

notice that the Primary Key button is 

ñorangeò and, in our Personnel Table, that 

it is also ñorangeò ï with a little key to the 

left of ID. 

 

In database language this is called 

ñkeying.ò 

 

Keying, or indexing, is somewhat advanced.  You can get a good description by searching in 

Help for Keying or Primary Key.    

 

To ñturn offò the Primary Key, click the Primary Key button.  Youôll notice that they Primary 

Key button is no longer ñorangeò and the little key is gone from the left of ID. 

 

 

If the Personnel Table image does not ñfillò the screen, click-on 

the small square between the ñminus and the Xò in the upper right 

hand corner of the screen (see arrow and image on right ).  This 

will Maximize the screen. 

 

Notice, under the Blue Bar at the top of the Design screen there are (3) things: Field name, 

Data Type, and Description  

 

 

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

 


