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DATABASE OBJECTS ¥ To Cut or Copy an Object: Select the

Create a new object by
clicking the New button...

...or by using a Wizard.

Objects

Tables Create table by using wizard

BOWgh 8 G

Objects
bar
Select the
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view.

Queries Create table by entering data
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object and click the [#] Cut button or [-2] Copy
button on the toolbar, or press <Ctrl> + <X>
(cut) or <Ctrl> + <C> (copy).

3 To Paste an Object: Click the || Paste
button on the toolbar or press <Ctrl> + <V>.

¥ To Import an Object from Another File:
Right-click any empty area of the Database
window and select Import from the shortcut
menu. Select the database that contains the
object(s) you want to import, click Import, select
the objects, and click OK.

)
Database objects appear
in this area.

1 Tables store related data in rows (records) and
columns (fields).

_'i'i] Queries view, filter, calculate, change, sort, and
examine the data stored in tables.

way to enter and maintain data in a table or query.

i Reports present data from a table or query in a
printed format—no data entry.

b Pages are forms saved as Web pages so that th
database can be accessed over the Internet.

a Macros automate common tasks and can be

#2 Modules are groups of procedures that are
written in Visual Basic and used to automate tasks.

3 To Open an Object: Double-click the object.

3 To Create a New Object: Click the object
type you want to create on the Objects bar. Click
the New button on the toolbar to create

the object from scratch or double-click a 2|
Wizard icon to create an object step by step.

click the Design button on the toolba

3 To Delete an Object: Select the object and
press <Delete>.

¥ To Rename an Object: Right-click the
object, select Rename from the shortcut menu,
enter the new name, and press <Enter>.

¥ To View the Database Window: Select

3 To Repair/Compress a Database: Select

and Repair Database from the menu.

==l Forms are custom screens that provide an easy

invoked by clicking a button or pressing a shortcut key.

¥ To Modify an Object: Select the object and

Window and the database name from the menu.

Tools — Database Utilities - Compact

¥ To Export a Table: Click Tables on the
Objects bar, right-click the table you want to
export, and select Export from the shortcut
menu. Enter a file name and select the file format
from the Save as type list. Click Export and
follow the onscreen instructions.

Linking Tables tells Access how two tables are
related to each other. The fields that you use to link
two tables must contain the same concept in two
different tables. A primary key field from one table is
often used when linking two different tables.

€ | % To Link Tables:

1. Click the 25| Relationships button on the
toolbar.

If necessary, open the Show Tables window by

clicking the [“2] Show Table button. Then
select the table, click the Add button, and repeat
for each table. Click Close when finished.

Find the related table fields. Drag the field from
one table and drop it on the related field in the
second table. Make sure that the field names are
correct.

TablejQuery: Related Table/Query:

2,

Address ID v Address 1D A

I

[C]Enfarce Referential Integrity

Relationship Type:  Indeterminate

(Optional) Check the Enforce Referential
Integrity box to avoid creating “orphan” data. If you
want to change the “join type” between the tables,
click the Join Type button, select the type of
join and click OK.

Click Create to create the relationship, then close
the Relationships window and save your changes.
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KEYBOARD SHORTCUTS

GENERAL
Open a Database <Ctrl> + <O>
Close a Database <Ctrl>+ <W>
Print Current View <Ctrl> + <P>
Delete <Delete>
Undo <Ctrl> + <Z>
Help <F1>
New Record <Ctrl>+<+>
Delete Record <Ctrl>+<->
Save Record <Shift> + <Enter>
Cancel Changes <Esc>
Insert Date <Ctrl>+<;>
Insert Time <Shift> + <Ctrl> + <:>
Insert Value from <Ctrl>+<’>
Same Field in (Apostrophe)
Previous Record
Check Spelling <F7>

Switch Between  <Alt> + <Tab>

Applications

NAVIGATION — GO TO:
Next Field <Tab>

Previous Field ~ <Shift> + <Tab>
Next Screen <Page Down>
Previous Screen <Page Up>

First Record
Last Record

<Ctrl>+<1>
<Ctrl>+< | >

EDITING

Cut <Ctrl> + <X>
Copy <Ctrl> + <C>
Paste <Ctrl> + <v>
Find <Ctrl> + <F>
Replace <Ctrl> + <H>
Select All <Ctrl> + <A>

LIKE THIS QUICK REFERENCE?
YOU'LL LOVE THE CD AND BOOK!

Available at Amazon.com or your local
bookstore, Personal Trainer will help
you become an Access 2003 superhero!
3 Interactive training CD
4 with more than 12
hours of engaging
lessons on Access

¥ Fully-illustrated and
. easy-to-read book

- Bite-sized lessons;
Learn what you need,
at your own pace

Click to Learn ore
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WORKING WITH DATA CREATING AND DESIGNING TABLES

Apply/Remove . . . AL .
THE DATASHEET TOOLBAR Filtor -*-To. Create a New TaI?Ie Usllzlng a Wizard: Click Tal.)les |n.the
Print Insert  Fiter By New  Database Objects bar and double-click the £ Create table by using wizard
ViTW Search  Preview ¢, paste Hyperlink  selection Record  Window Help icon. Follow the onscreen instructions.
A2 BN AR N Y A IR N A E S =R= RN ¥ To Create a New Table from Scratch: Click Tables in the
Save  prn Seell  Gopy Unto Pl Fnd Duete New Objects bar and double-click the ] Create table in Design view
Check gggcfzifﬁ:;mg/ By Form Record Object icon. Type a field name for the first column you want to create in the Field
<Tab>, cli -
THE ”‘WG‘T’O" BAR Name column, press <Tab>, click the Data Type drop-down

arrow, and select the data type for the field. Repeat as necessary to add

(Found on the horizontal scrollbar near the bottom of most windows.) new fields to the table. Close the table window, click Yes to save the table,

First C t R d Last Total Number of R ds i i
Rlv;séord Nﬂ:ﬁ)rélr ecor RFiord ti:)ee'll'ablljg,1 QeL:eory, c?rclg{lt:rm p‘;;terrayt;‘ge name, and click OK.
Record: i}[i“ 26 [E}[ﬂjte{g] of 155 (Filtereld) 6
Previous Next New Filter Data Type Description
Record Record Record Indicator Text (Default) Stores text, numbers, or a combination of both, up to 255
¥ Database information can be directly added and modified from tables and characters long.
some queries and forms. Memo Stores long text entries—up to 64,000 characters long.
¥ To Add a New Record: Click the New Record button onthe [|Number Stores numbers that can be used in calculations.
Navigation bar. Date/Time Stores dates, times, or both.
* . D Currency Stores numbers and symbols that represent money.
To Select a Record: Click the L>/ Record selector to the left of the "4 ;ioNumber Automatically fills in a unigue number for each record.
record or select Edit — Select Record from the menu. Yes/No Stores only one of two values, such as Yes or No.
3 To Delete a Record: Select the record and click the |»%| Delete OLE Object Stores objects created in other programs, such as a
Record button on the toolbar, or select Edit — Delete Record from graphic, Excel spreadsheet, or Word document.
the menu. Hyperlink Stores clickable links to Web pages on the Internet or files

. i on a network.
¥ To Spell Check: Click the [¥] Spelling button on the toolbar. Lookup Wizard A wizard that helps you create a field whose values are

¥ To Find Information in a Table: Place the cursor in the field that selected from another table, query, or list of values.

contains the value you want to search for, then click the |#4| Find button a"ER’Eg
on the toolbar or press <Ctrl> + <F>. Type the value you want to search

for in the Find What box and click Find Next. Click Find Next until

you've found what you're looking for. THE pEf’G” a”ERy IWIIDOW
¥ To Replace Information in a Table: Place the cursor in the field that _
. . To add a field to i - 1 | -
contains the value you want to replace, then select Edit — Replace from | e query, click | rhe queried tables
the menu or press <Ctrl> + <H>. Then type the value you want to search ;}n:tggllg it from Ly [cstomo _/— Tourm appear here. You
. . . . e EmployeslD = TourName :
for in the Find What box and the new value in the Replace With hox. down to the L pormres can also link tables.
Click Find Next until you've found what you're looking for, and then click QBE grid. - -
Replace or Replace All to replace every instance of the value. ~ —
. . ) Sort order e [T e T
3% To Sort Information: Place the cursor in the field that you want to sort | ot [Ascering recording )
. . = ) = ) Show result show: QBE Grid
by and click either the [24] Sort Ascending or[£l] Sort Descending |  Criera rows — L[ o s |
button on the toolbar. . _

¥ To Filter by Selection: Place the cursor in the record and field that

matches the selection criterion and click the || Filter By Selection
button on the toolbar.

¥ To Create a Select Query: Click Queries in the Objects bar and

double-click 2] Create query in Design view icon. Select the table
you want to query and click Add. Repeat for all the tables you want to add

¥ To Filter by Form: Click the [ %] Filter by Form button on the to the query. Click Close when you're finished. Find the field you want to
toolbar. Click the down arrow next to the field that contains the selection query (use the scroll bars) and drag the field down to the QBE grid. Repeat
criterion and select the value you want the filtered records to match. You can until you have added all the fields you want to include in the query. If you
use more than one field to filter data. want to filter records, enter the criteria in the Criteria row. Close the query

window, click Yes to save the query, enter a query name, and click OK.
¥ To Remove a Filter: Click the Remove Filter button on the quen; query

toolbar. ¥ To Switch Views: Click the View button on the toolbar.
¥ To Calculate Total Values: Open the Query in Design View, select
Fomg ‘"p “rong View — Totals from the menu, find the query field you want to calculate
or group by, and select a calculation from the field's drop-down list.

¥ To Create a Form Using a Wizard: Click Forms in the Objects bar | Criteria Example Description

and double-click the | Create form by using wizard icon. Follow “London” Displays records where the field equals “London.”

the onscreen instructions. Between 1/1/00 and | Displays records where the date is between 1/1/00 and
¥ To Create a Report Using a Wizard: Click Reports in the Objects | 12/31/00 12/31/00.

bar and double-click the 2] Create report by using wizard icon. NOT "USA" or Displays record_s where the field does not contain the

Follow the onscreen instructions. E>kS* E?Xt 'I'USA" anddls ”ﬁt blagl]k.r AT e—
¥ To Toggle between Form/Report and Design View: Click the ISI l\?ULL DE&Z@ :228: dz xhgg thg f::| q ise)z)lgnir. SWihan o

View button on the toolbar. IS NOT NULL Displays records where the field is not blank.

>100 Displays records whose field value is less than 100.
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