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“Like a lot of other people, I understand things best when
I see them visually. Your books really make learning easy
and life more fun.”

John T. Frey (Cadillac, MI)

“I have quite a few of your Visual books and have been
very pleased with all of them. I love the way the lessons
are presented!”

Mary Jane Newman (Yorba Linda, CA)

“I just purchased my third Visual book (my first two are
dog-eared now!), and, once again, your product has
surpassed my expectations.” 

Tracey Moore (Memphis, TN)

“I am an avid fan of your Visual books. If I need to learn
anything, I just buy one of your books and learn the topic
in no time. Wonders! I have even trained my friends to
give me Visual books as gifts.”

Illona Bergstrom (Aventura, FL)

“Thank you for making it so clear. I appreciate it. I will
buy many more Visual books.”

J.P. Sangdong (North York, Ontario, Canada)

“I have several books from the Visual series and have
always found them to be valuable resources.”

Stephen P. Miller (Ballston Spa, NY)

“Thank you for the wonderful books you produce. It
wasn’t until I was an adult that I discovered how I learn
— visually. Nothing compares to Visual books. I love the
simple layout. I can just grab a book and use it at my
computer, lesson by lesson. And I understand the
material! You really know the way I think and learn.
Thanks so much!”

Stacey Han (Avondale, AZ)

“I absolutely admire your company’s work. Your books
are terrific. The format is perfect, especially for visual
learners like me. Keep them coming!”

Frederick A. Taylor, Jr. (New Port Richey, FL)

“I have several of your Visual books and they are the
best I have ever used.”

Stanley Clark (Crawfordville, FL)

“I bought my first Teach Yourself VISUALLY book last
month. Wow. Now I want to learn everything in this easy
format!”

Tom Vial (New York, NY)

“Thank you, thank you, thank you...for making it so easy
for me to break into this high-tech world. I now own four
of your books. I recommend them to anyone who is a
beginner like myself.” 

Gay O’Donnell (Calgary, Alberta, Canada)

“I write to extend my thanks and appreciation for your
books.  They are clear, easy to follow, and straight to the
point. Keep up the good work! I bought several of your
books and they are just right! No regrets! I will always
buy your books because they are the best.”

Seward Kollie (Dakar, Senegal)

“Compliments to the chef!! Your books are extraordinary!
Or, simply put, extra-ordinary, meaning way above the
rest! THANK YOU THANK YOU THANK YOU! I buy them
for friends, family, and colleagues.”

Christine J. Manfrin (Castle Rock, CO)

“What fantastic teaching books you have produced!
Congratulations to you and your staff. You deserve the
Nobel Prize in Education in the Software category.
Thanks for helping me understand computers.”

Bruno Tonon (Melbourne, Australia)

“Over time, I have bought a number of your ‘Read Less -
Learn More’ books. For me, they are THE way to learn
anything easily. I learn easiest using your method of
teaching.”

José A. Mazón (Cuba, NY)

“I am an avid purchaser and reader of the Visual series,
and they are the greatest computer books I’ve seen. The
Visual books are perfect for people like myself who enjoy
the computer, but want to know how to use it more
efficiently. Your books have definitely given me a greater
understanding of my computer, and have taught me to
use it more effectively. Thank you very much for the hard
work, effort, and dedication that you put into this series.”

Alex Diaz (Las Vegas, NV)

Praise for Visual Books

July 05
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How to Use This Teach Yourself VISUALLY Book

Do you look at the pictures in a book or newspaper
before anything else on a page? Would you rather see
an image instead of read about how to do something?
Search no further. This book is for you. Opening Teach
Yourself VISUALLY Microsoft Office Access 2007 enables
you to read less and learn more about Microsoft Office
Access 2007.

Who Needs This Book

This book is for a reader who has never used this
particular application. It is also for more computer-
literate individuals who want to expand their
knowledge of the different features that Access has to
offer. I assume that you are already familiar with
Windows XP or Windows Vista, whichever one you have
on your PC, with basic skills such as clicking, double-
clicking, dragging, and opening/closing windows.

Book Organization

Teach Yourself VISUALLY Microsoft Office Access 2007
has 15 chapters:

Chapter 1, “Getting Started with Access 2007,” covers
starting and exiting the program, opening files and
objects, and creating a new database file.

Chapter 2, “Entering and Editing Data,” discusses
adding records to a database table, editing and deleting
records, and viewing datasheets.

In Chapter 3, “Working with Tables,” you will learn
how to create new tables and SharePoint lists, set
primary keys and composite keys, and rename and
delete tables.

Chapter 4, “Working with Fields,” covers setting up
fields within tables, including inserting and deleting
them, changing their data types, setting field properties,
and constructing input masks and validation rules.

Chapter 5, “Working with Relationships and
Lookups,” covers creating relationships between tables,
viewing object dependencies, and creating lookups
from one table to another.

Chapter 6, “Finding and Filtering Data,” discusses
Find and Replace, filters by selection and by form, and
saving filters as queries.

Chapter 7, “Creating Simple Queries,” explains how to
create queries with the Simple Query Wizard and in
Query Design view, how to add sorting and aliases to
queries, and how to define basic criteria.

Chapter 8, “Creating More Complex Queries,” covers
defining a calculated field, running action queries, and
creating queries that prompt the user for parameters.

Chapter 9, “Creating Forms,” covers building basic
forms with the Form Wizard and in Form Design view.

In Chapter 10, “Modifying and Formatting Forms,”
you will find out how to create forms with multiple
sections, apply AutoFormat styles, and create
conditional formatting and tabbed sections.

Chapter 11, “Creating and Formatting Reports,”
covers creating and printing reports and changing a
report’s layout.

Chapter 12, “Grouping and Summarizing Data,”
explains creating summary reports, reports with
aggregate functions, and PivotTables.

Chapter 13, “Creating Mailing Labels and Charts,”
describes creating and formatting labels and working
with PivotChart views.

Chapter 14, “Working with External Data,” covers
linking, importing, and exporting data in popular
formats, including Excel, Access, HTML, and plain text.

Chapter 15, “Maintaining a Database,” covers setting
up a trusted location, saving and opening files between
different versions of Access, backing up a database, and
compacting and repairing a database.

Chapter Organization

Each chapter of this book consists of sections, all listed
in the book’s table of contents. A section is a set of
steps that shows you how to complete a specific
computer task.

Each section, usually contained on two facing pages,
has an introduction to the task at hand, a set of full-
color screen shots and steps that walk you through the
task, and a set of tips. This format enables you to
quickly look at a topic of interest and learn it instantly.

Chapters group together seven or more sections with a
common theme. A chapter may also contain pages that
give you the background information needed to
understand the sections in a chapter.

How to Use This Book
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Using the Mouse

This book uses the following conventions to describe
the actions that you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-Click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-Click

Press your right mouse button. When you right-click
anything on the computer screen, the program displays
a shortcut menu containing commands specific to the
selected item.

Click and Drag and Release the Mouse

Move your mouse pointer and hover it over an item on
the screen. Press and hold down the left mouse button.
Now, move the mouse to where you want to place the
item and then release the button. You use this method
to move an item from one area of the computer screen
to another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Teach Yourself VISUALLY Microsoft
Office Access 2007 to distinguish different types of
information.

Bold

Bold type represents the names of commands and
options that you interact with. Bold type also indicates
text and numbers that you must type into a dialog box
or window.

Italics

Italic words introduce a new term and are followed by
a definition.

Numbered Steps

You must perform the instructions in numbered steps in
order to successfully complete a section and achieve
the final results.

Bulleted Steps

These steps point out various optional features. You 
do not have to perform these steps; they simply give
additional information about a feature.

Indented Text

Indented text tells you what the program does in
response to you following a numbered step. For
example, if you click a certain menu command, a dialog
box may appear, or a window may open. Indented text
may also tell you what the final result is when you
follow a set of numbered steps.

Notes

Notes give additional information. They may describe
special conditions that may occur during an operation.
They may warn you of a situation that you want to
avoid, for example the loss of data. A note may also
cross-reference a related area of the book. A cross-
reference may guide you to another chapter or another
section with the current chapter.

Icons and Buttons

Icons and buttons are graphical representations within
the text. They show you exactly what you need to click
to perform a step.

You can easily identify the tips in any section
by looking for the TIPS icon. Tips offer
additional information, including tips, hints,
and tricks. You can use the TIPS information

to go beyond what you have learned in the steps.

Operating System Differences

This book depicts Microsoft Office Access 2007 running
under Windows Vista. If you are using Windows XP, you
will notice minor differences in dialog boxes in which
you are saving or opening files.

In order to get this information to you in a timely
manner, this book was based on a prerelease version 
of Microsoft Vista/Microsoft Office 2007. There may be
some minor changes between the screen shots in this
book and what you see on your desktop. As always,
Microsoft has the final word on how programs look 
and function; if you have any questions or see any
discrepancies, consult the online help for further
information about the software.
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1 
chapter 

Getting Started with
Access 2007

Are you new to Access or
upgrading to the latest
version? This chapter
explains how to start a
database and navigate
through the new-and-
improved Microsoft Office
Access 2007 interface.
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4

Tables, Records, and Fields
In Access, data is stored in tables, and each individual
entry in the table is called a record. For example, in a
Customers table, the information about each
customer is a separate record. Each record is
composed of one or more fields that contain
individual pieces of data. For example, customer
fields may include Name, Address, City, State, and Zip.

Relational Databases
Microsoft Access creates relational databases — that
is, databases that can contain multiple tables with
links between them. For example, a business may
have a Customers table for storing customer
contact information and an Orders table for storing
information about orders placed. Each customer in
the Customers table has a unique ID, and each
order in the Orders table references a specific
customer ID.

Customers

ID 3251 Greiner Garden Supply
6756 Zoe Way, Chicago IL 60602

ID 3252 Growing Things
903 Gulder St., Chicago IL 60602

ID 3253 Flower Power
13 West St., Chicago IL 60612

ID 3254 Wicker Park Gardening

322 W. 9th St., Chicago IL 60603

ID 3255 Allen’s Greenhouse

4745 Brandon Chicago IL 60602

ID 3250 The Good Earth
60 Wicker Ct., Chicago IL 60612

Orders

ID 3251 Greiner Garden Supply
01/13/07  - Order Shipped

ID 3250 The Good Earth
01/05/07  - Order Shipped

ID 3252 Growing Things
01/10/07  - Order Shipped

ID 3250 The Good Earth
01/10/07  - Back Order

ID 3254 Wicker Park Gardening01/13/07  - Order ShippedID 3252 Growing Things01/16/07  - Back OrderID 3255 Allen’s Greenhouse
01/16/07  - Order Shipped

Name Address City ZipState

Name

Table
Name Address City State Zip

RECORDS
RECORDSTABLESTABLES FIELDSFIELDS

Microsoft Access 2007 is a
program for creating databases
to store business or personal
information. You can use Access
to create, retrieve, and manage
large or small collections of
information.

AccessAccessAccessAccessAccess
20072007200720072007

Phone Numbers

Office Mate
Address

Phone

E-mail
Fax

United Delivery
Address

Phone

E-mail
Fax

Mann Electronics

Address

Phone

E-mailFax

My DVD Collection
# 001 Summer Memories
#002 Dad’s Birthday
#003 Dance!#004 Sci-Fi Matinee

#005 A Far Planet
#006 Sing To Me, Season 1

#007 Sing To Me, Season 2

#008 Lost in New York City

#009 The 1940s in Music
#010 Late Night Nightmares

#011 London, Summer 2007

#012 Katie’s Bachlorette Party

#013 Katie & Joe’s Wedding

#014 Dark Ambition, Season 1

Custo
mer L

ist

Payroll

An Introduction 
to Access
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Getting Started with Access 2007 chapter1

5

Filters and Queries
It is often useful to display a filtered view of a table.
You can filter a table to show only certain records, only
certain fields, or both. You can run a one-time filter, or
you can create a query, which is like a saved filter.
Queries also enable you to combine data from multiple
related tables into a single datasheet of results.

Reports
Tables and query results appear in plain datasheets, which
are not very attractive when printed. Reports present data
from tables and queries in an attractive, customizable
format — complete with titles, headers and footers, and
even logos and graphics.

Datasheets and Forms
By default, each table appears as a spreadsheet grid
called a datasheet. You can type directly into a
datasheet. To make data entry more convenient, some
people choose to create onscreen forms, which are like
dialog boxes that prompt for field entries. An attractively
formatted form is easier and more pleasant to use to
enter new records than a plain datasheet. NameJon Grey

Clayton
9a W. 8th

Address City State ZipayayCC
a W

Add
CiCC

Indiana

David
Last Name First Name City State Zip

1
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Jim
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Chris
David
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O’Malley
Benson
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Smith
Kirkley
Eames
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Show only records in
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Before you can create or open a
database file, you must first start
Access. When you are finished
working with Access, you should
close the program.

START ACCESS

1 Click Start.

2 Click All Programs.

44

22

33

11

Start ACCESS
Start ACCESS
Start ACCESS

LaunchLaunchLaunch

A
CC

ES
S

A
CC

ES
S

A
CC

ES
S

A
CC

ES
S

CC
ES

AA
CC

ES
SSSS

AA
CC

ES
CC

ES

Start and Exit Access

Start and 
Exit Access

6

3 Click Microsoft Office.

4 Click Microsoft Office Access 2007.

The Access program window opens,
and the Getting Started with Microsoft
Office Access screen appears.
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EXIT ACCESS USING THE OFFICE
BUTTON

1 Click the Office button ( ).

2 Click Exit Access.

22

11

11

Getting Started with Access 2007 chapter1

7

11

22

Can I start Access from the shortcut 
above All Programs on the Start menu?
Yes, if Access appears there. That is a list of recently 
used programs, and it is constantly changing with 
your Windows usage. To permanently pin the Access 
shortcut to that top-level menu, follow these steps:

1 Right-click Microsoft Office Access 2007.

2 Click Pin to Start Menu.

 l The shortcut appears at the    top of the Start menu.

 l To unpin it from there, right-click it and    choose Unpin from Start Menu.

EXIT ACCESS USING THE CLOSE
BUTTON

1 Click the Close button ( ).
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A blank database contains no
database objects: no tables,
no data, and no helper items
such as queries or forms. It
provides the freedom to
create exactly the objects that
you want for your project.

1 From the Getting Started with Microsoft
Office Access window, click Blank
Database.

The Blank Database options appear.

2 Type a name for the database file.

3 Click Create.

11

22

33

Create a Blank Database

Create a 
Blank Database

8

l A new database opens, with a new
blank table started.
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Getting Started with Access 2007 chapter1

11

22

Close a Database

You can close a database without
closing Access 2007 itself.
Multiple databases can be open
at once, but closing a database
when you are finished with it
frees up your PC’s memory.

1 Click .

2 Click Close Database.

Close a 
Database

9

The Getting Started with Microsoft
Office Access screen reappears.
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You can create a new database
based on a template. Templates
provide a jumpstart in creating
a database by supplying tables,
forms, and queries that you 
are likely to need.

1 From the Getting Started with Microsoft
Office Access screen, click the template
category that you want.

l The templates you see may be different
than shown here.

11

44

33

22

Te
m

pl
at

es

torytorytorytotory
ContactsContactsFirst NameLast NameE-mail AddressJob Title

CompanyBusiness PhoneHome PhoneMobile PhoneFax NumberExt. Number

Create a Database Using a Template

Create a Database 
Using a Template

10

The screen for the template that you
chose appears.

2 Click the template that best matches
your needs.

3 Type a name for the database file.

4 Click Download.

Note: If you chose a template stored on your local hard
drive, the button name in step 4 is Create.
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l For an online template, the template is
downloaded from the Internet.

55

Getting Started with Access 2007 chapter1

11

22

55

How can I prevent the startup form 
from opening when a database opens?
Databases based on Microsoft-supplied 
templates commonly load a startup form as 
a navigational aid. To prevent the form from 
opening automatically, follow these steps:

1 Click      .

2 Click Access Options.

   The Access Options dialog box appears.

3 Click Current Database.

4 Click here and then select None.

5 Click OK.

11

33

44

l A form appears. The form and its
appearance depend on the template that
you used.

5 Click to close the Access Help box.
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You can open a database that you
previously created to continue
creating its structure, entering
data into it, or analyzing its data.
Database files can be stored on a
local hard drive or on a network
or SharePoint server.

BROWSE FOR AND OPEN A
DATABASE FILE

1 Click .

2 Click Open.

Note: Alternatively, you can press + instead
of performing steps 1 to 2.

11

22

33

44

David
Last Name First Name City State Zip

1
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Clayton
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Taylorville
Clayton
AllentownAllentown

Lee
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Paige
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Kelly
Anne
Chris
David
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Billie

Wong
Cramer
Martin
St. James
Lee
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O’Malley
Benson
Waters
Tyler
Smith
Kirkley
Eames

Open a Database File

Open a 
Database File

12

The Open dialog box appears.

l If needed, you can click here and
navigate to a different location.

3 Click the name of the file that you want
to open.

4 Click Open.
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IF A SECURITY ALERT BAR APPEARS

5 Click Options.

6 Click Enable this content.

7 Click OK.

The database file opens.

66

77

55

22
11

Getting Started with Access 2007 chapter1

13

Why does the Security Alert bar
appear?
A security alert appears when you are
opening a database that is stored in a
location that is not trusted.
The message implies that
the file contains
dangerous content,
but that is not
necessarily so; even a
blank database can
trigger the warning.

How can I prevent the security
alert from appearing?
Add the location to your Trusted
Locations list to prevent the
Security Alert bar from
appearing. To do so,
see Chapter 15.

OPEN A RECENTLY USED FILE

1 Click .

2 Click the recently used database file that
you want to open.

Note: This list of recently used databases also appears on the
Getting Started with Microsoft Office Access screen when
Access starts, so you can click the file from there.

The database file opens.
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Access 2007 has a consistent user interface with
that of other Office 2007 applications, including
Word and Excel. It contains an Office button, a
multiple-tabbed Ribbon, and a status bar.

Understanding the 
Access 2007 Interface

14

Office button
Displays a menu of 
database commands.

Tabs
Contain buttons and other 
controls for working with data.

Ribbon
Displays and organizes tabs.

Record selector
Displays the current record 
number and navigates to 
other records.

Dialog box launcher
Opens a dialog box 
related to the group.

Groups
Organize controls into 
sections within tabs.
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