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Access Top Tips


	I want to…

	1. 
	Open a database application

Click on the Access icon, or go to Start, all programs, Microsoft Office, Access



	2. 
	Create a new database

Click on Blank Database



	3. 
	Save a new database

Name the database, specify where you want to save it and click on create



	4. 
	Create a table

In the Database Objects screen, double click on Create table in design view



	5. 
	Name fields

Enter the field name in the Field Name column



	6. 
	Set a data type

Select the correct data type from the drop down list in the Data Type column



	7. 
	Set a field size or format

Add the correct field size or format from the choice available in the General tab area field size box (the first box in the list). Click on the arrow for choices



	8. 
	Set a number format with decimal places

In a number field, General tab, select field size, decimal. In the Decimal places box select the number of places you require



	9. 
	Select a suitable primary key from a selection of fields

Look for a field with name containing ref, No, ID or similar



	10. 
	Set a primary key

Click on a field (in design view), click on the golden key icon



	11. 
	Save a table in a database

Click on the red X , save changes and name the table



	12. 
	Enter records in a database

Open the table and add information



	13. 
	Set the width of columns in a table

Highlight the columns, format, column width, change the width, OK
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Sort the records in ascending or descending order by field

Highlight the column, click on as required



	15. 
	Print a database table in landscape

File, page setup, Page tab, select landscape



	16. 
	Create a 1-to-many relationship between tables

Right click in the white area of the Database Objects screen. Add the tables you want to link. Click on the field in the first table, hold down the left button and drag to the same field in the second table



	17. 
	Create referential integrity between tables

Tick the enforce referential integrity box



	18. 
	Create a simple screen form using a wizard

Click on forms in the Database Objects screen. Double click on create form using wizard. Select the correct table, transfer over the fields you require and follow the wizard to make the form. Give it a name



	19. 
	Edit a form’s header or footer
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Go to design view (the blue triangle). Drag the line down between Form Header and Detail. Click on the icon.

Add suitable text boxes

and format as normal



	20. 
	Save a form

Save as any other file



	21. 
	Print the first record from the form

Open the form, file, print, click on Print selected record, OK



	22. 
	Open an existing database and table

Open the file as normal, double click on the table in the Database Objects screen



	23. 
	Find an entry in a table

Highlight the column, click on the binoculars icon, enter what you are searching for, click on find next, 



	24. 
	Replace a record

Click on the replace tab, enter the change information, click on replace



	25. 
	Add a record to a table

Open the table and add the information



	26. 
	Delete a record

Click on the little arrow at the left side of the record, press the delete key



	27. 
	Index a field, with or without duplicates

Open the table in design view (blue triangle), select the field, General tab, click on indexed box, select the suitable indexing



	28. 
	Re-order the fields in a table

Open the table in design view (blue triangle), click on the white triangle to the left of the field name, drag to field up or down to its new position. You will see a thick black line, this is where the field will move to. Close and save 

	29. 
	Change a field’s properties

Open the table in design view (blue triangle), click on the field name, General tab, adjust the format as required



	30. 
	Create a query using a wizard

Click on queries in the Database Objects screen. Double click on create query using wizard. Select the correct table, transfer over the fields you require and follow the wizard to make the form. Give it a name



	31. 
	Create a query using various criteria

Go to design view (the blue triangle). Add a suitable criterion on the criteria box, click on the red exclamation mark to check if the query has worked



	32. 
	Create a query between two linked tables

Click on queries in the Database Objects screen. Double click on create query using wizard. Select the first table, transfer over the fields you require, select the second table, transfer over the fields you require and follow the wizard to make the form. Give it a name



	33. 
	Delete fields in a query

Go to design view (the blue triangle), highlight the field, press delete



	34. 
	Delete a query

Click on it in the Database Objects screen , press delete



	35. 
	Create a report

Click on reports in the Database Objects screen. Double click on create query using wizard. Select the correct table, transfer over the fields you require and follow the wizard to make the form. Give it a name



	36. 
	Group data in a report

Step 2 of the wizard, click on the field that you want to have the information grouped by



	37. 
	Sort data in a report

Step 3 of the wizard, click on the field that you want to have the information sorted by and choose ascending or descending.



	38. 
	Create summaries in a report

This only works if you have number fields in your report. Step 3 of the wizard, click on summaries and then choose the type of summary you want.



	39. 
	Add a label box in a report header

Go to design view (the blue triangle). Drag the line down between Form Header and Detail. Click on the icon.

Add the suitable label  box

and format as normal



	40. 
	Move data from a header to footer

Highlight, right click, cut, go to where you want it to appear, paste

Or click on the field and drag it to the new position



	41. 
	Insert a picture into report

Insert, picture, from file, select the picture, insert



	42. 
	Print 1 page of a report

File, print, select pages from, select the page number, OK



	43. 
	Explain what a database is

A database is a collection of related information



	44. 
	Explain what relating tables in a database allows to happen

You can information from both tables



	45. 
	Explain what the number of characters in a field allows

It limits the amount of information that you can enter into a field



	46. 
	Explain what a primary key does

It created a unique reference, this means that the value in the field cannot be duplicated



	47. 
	Explain what an index allows

It allows for quicker sorting of information




ADDITIONAL NOTES
ADD A FIELD TO AN EXISTING TABLE

Open the table in design view, the blue triangle, top left hand corner and add the new field name, data type and format.  Close the table and save changes
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