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LESSON SKILL MATRIX

Skill Exam Objective Objective Number

Getting Started

Working in the Access Window Set Navigation options.

Change views.

1.3.4

1.3.5

Using the On-Screen Tools

Using the Backstage View

Using the Microsoft Access 

Help Button

Defi ning Data Needs and Types Change fi eld data types. 2.4.5

•  Long text 

•  normal forms 

•  normalization 

•  objects 

•  primary key 

•  query 

•  Quick Access Toolbar 

•  record 

•  redundant data 

•  relational database 

•  report 

•  Ribbon 

•  Short text 

•  tab 

•  table 

  KEY TERMS  

•  Backstage view 

•  badges 

•   Change Help 

Collection menu 

•  database 

•   database management 

system (DBMS) 

•  datasheet 

•  data type 

•  dialog box launcher 

•  fi eld 

•  FILE tab 

•  form 

•  groups 

•  KeyTip 



Lesson 12

 The School of Fine Art in Poughkeepsie, New York, is the brainchild of two 

professional artists—Shaun Beasley, a printmaker, and Jane Clayton, a 

sculptor. Last year, the new private high school opened with an enrollment 

of 12 students and with Jane and Shaun as the only full-time instructors. All 

academic and business records were maintained manually by the founders. 

This year, however, you were hired as an executive assistant to help them 

manage an increasing amount of information. Enrollment is climbing, new 

full-time faculty members are being hired, and the school is receiving schol-

arship funds from local patrons. With the help of an Access database,   you 

will organize the school’s academic and business data. In this lesson, you 

will learn basic database concepts and how to defi ne data needs and types. 

  SOFTWARE ORIENTATION  

 Microsoft Access’ Opening Screen 

 Before you begin working in Microsoft Access 2013, you need to be familiar with the  primary 
user interface. In the next section, you will be asked to open a new blank desktop database in 
Access. When you do so, a screen appears that is similar to the one shown in Figure 1-1. 

Tab

Group Message bar RibbonMicrosoft Office

Access Help

Navigation Pane

Work area

 Figure 1-1 

 Opening screen for new blank Access database  

 When you create a blank database in Microsoft Access, the opening screen provides you with 
a workspace in which to build a database. Understanding the screen elements helps orient you 
to important tools and information. The elements and features of your screen may vary if 
default settings have been changed or if other preferences have been set. Use this fi gure as a 
reference throughout this lesson as well as the rest of this book. 

© baranozdemir/iStockphoto
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 GETTING STARTED  

 A  database  is a tool for collecting and organizing information. For example, as a database, a phone 
book organizes a large amount of data—names, addresses, and phone numbers—so you can ac-
cess it by name in alphabetic order. Even a grocery list is a simple type of database. A computerized 
 database management system (DBMS) , such as Microsoft Offi ce Access, enables you to easily 
collect large volumes of data organized into categories of related information. This type of data-
base allows you to store, organize, and manage your data, no matter how complex it is, and then 
retrieve and present it in various formats and reports. Organizing data by using a DBMS gives you 
the power to manipulate, view and report the data in ways that other applications like spreadsheets 
and word processing documents cannot. For example, a spreadsheet application like Microsoft 
Excel has its own unique purpose to store, analyze and report data using tools unique to it; how-
ever, Access is the better choice to perform various management functions on data such as asking 
it complex questions and creating structures to input and report it using standardized business 
structures which you’ll learn throughout this book. As with  any   program, however, the fi rst tasks 
are the most basic. This section shows you how to start Access and open an existing database.   

 Starting Access 

 Access 2013 runs on either the Windows 7 or Windows 8 operating system, and the steps to start 
Access differ depending on the version of Windows you have installed on your system.  

 You’ll see that when you start Access, a start screen with several options related to creating a data-
base appears. The Access startup screen allows you to create a new custom web app database, a 
blank desktop database, a database from a template, or open a recent database (if you have already 
created one). You can also access Offi ce.com for featured content and more information about the 
Microsoft Offi ce 2013 system and Access 2013.  

 New to the Offi ce 2013 System is the ability to sign into an Offi ce application using your  Microsoft 
or Organizational account. A Microsoft account can be easily created when you sign up for a Mi-
crosoft web service such as SkyDrive, Xbox LIVE, Outlook.com, or other Microsoft service. An 
Organizational account is an account that your workplace or school would use to connect you to 
a Microsoft service. Once you sign in, your sign-in information will appear in the upper-right 
corner of each of the Offi ce 2013 applications. This account information will include your name, 
e-mail address and user icon. You also have the ability to switch to a different user account using 
the Switch Account command beside your user icon.  Microsoft enables you to sign into Offi ce to 
make it easier for you to access and share your documents from virtually anywhere. You can open 
and save your documents using Microsoft SkyDrive, a free cloud-based fi le sharing service that 
can be accessed from any Internet-connected computer. Signing into Offi ce also allows access to 
your personalized application settings and themes, and will even remind you where you left off in 
your document. 

  In this exercise, you learn to start Access from both a Windows 8 and Windows 7 system. 

 A web app database is a new type of database introduced in Access 2013 that you can share with 
others as a Microsoft SharePoint app (an application on a network-based service that allows for 
collaboration) in a web browser or through Microsoft Offi ce 365 (a subscription-based version of 
Microsoft Offi ce provided on the web). 

STEP BY STEP    Start Access in Windows 8 

  GET READY.  Before you begin these steps, be sure to turn on and/or log on to your 

computer. 

1.   When starting Windows 8, if the Windows 8 Start screen doesn’t appear, press the 

  Windows key   on the keyboard to display it. Your screen should look similar to Figure 1-2.  

The Bottom Line

Take Note
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2.        If necessary, scroll to the Access 2013 tile, as shown in Figure 1-3.   

3.     Click   the   Access 2013   tile. The Access startup screen opens, as shown in Figure 1-4.  

Figure 1-2

Windows 8 Start screen

Figure 1-3

Access 2013 tile

Figure 1-4

The Access startup screen

    PAUSE.     LEAVE  Microsoft Access open to use in the next exercise. 

Another Way
On the Start screen, 

you can type the fi rst few 
letters of the application you 
want to open and you will be 
presented with context- 
sensitive matches. You can then 
click on the appropriate 
application name to open it.
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 The Microsoft Offi ce 2013 System, including Access 2013, is not compatible with Windows XP 
and earlier Microsoft Windows operating systems. 

STEP BY STEP  Start Access in Windows 7 

  GET READY.  Before you begin these steps, be sure to turn on and/or log on to your 

computer. 

1.       When starting Windows 7, o  n the Windows taskbar, click the     Start   button     and   then 

  click     All Programs .  A menu of installed programs appears  .   

2.     Click   Microsoft Offi ce  . Another menu appears  .   

3.     Click   Microsoft Access 201  3 .    The Access startup screen opens, as shown in Figure 1-5.  

Take Note

  PAUSE.     LEAVE  Microsoft Access open to use in the next exercise. 

 Opening an Existing Database  

 When you open an existing database, you access not only your previously entered and saved data, 
but the elements you created to organize that data. In this exercise, you open a database that is in 
the beginning stages of development. 

 The Open Other Files command on the Access startup screen displays the Open screen, which allows 
you to pick a recently opened fi le by using the Recent command or by choosing a location to browse 
for a fi le. You can locate fi les by using the Add a Place command to set up network locations like Sky-
Drive to browse fi les on the Internet. You can use the Computer command to fi nd fi les stored locally 
in a folder on your computer or on a CD, DVD or other removable media, or on a network drive.  

 Whether you browse for fi les using services such as SkyDrive or Offi ce 365, or browse for fi les 
using the Computer command, you must use the Browse button to access the Open dialog box. 

 The left-hand pane of the Open dialog box lists the available locations for fi les, such as a folder, 
drive, or network/Internet location. Click the location, and the folders will be displayed in the fold-
er list. From this list, you can double-click the folder you want to open. When you fi nd the fi le you 
want, double-click the fi lename to open it or click it once to select it and then click the Open button. 

Figure 1-5

The Access startup screen

Create a new  custom

web app database

Office.com

templates

Click to access

Open dialog box

Create a new blank

desktop database

Search Office.com

for templates

User account

sign-in information
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STEP BY STEP Open an Existing Database 

  GET READY.  The Access startup screen should be on the screen from the previous 

exercise. 

1.       Click the   Open   Other   Files  command on the left side of the Access startup screen.  The 

  Open   screen appears, as shown in Figure 1-6.  
Another Way
Press Ctrl1O to 

display the Open screen.

2.      Navigate to the data fi les for this lesson and select  Student Information . 

3.    Click the  Open  button in the Open dialog box (see Figure 1-7). The existing database 

opens, as shown in Figure 1-8. 

Figure 1-6

The Open screen

Returns you to the

Access startup screen
Shows recently opened files

Allows you to browse for files stored

on the Internet in SkyDrive

Allows you to browse for local files or

those on removable media, or on a network

Allows you to connect a Microsoft service

such as Office 365 SharePoint or SkyDrive

Allows you to create

a new blank database

or a database from

a template 

Figure 1-7

The Open dialog box

Open button
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 As part of the Microsoft Access 2013 security model, when you open a database outside of 
a trusted location or the database contains active content (content that can be misused by 
an unscrupulous person to cause harm to your computer), a Message Bar appears, warning 
you that certain content has been disabled. If you know you can trust the database, click 
Enable Content. 

 Since you know you can trust the databases downloaded from the book companion website, click 
Enable Content on the Message Bar for all databases in this book. 

  PAUSE. LEAVE  the database open to use in the next exercise. 

 Clicking the Open button opens the database for shared access in a multi-user environment so 
that you and other users can read and write to the database. If you click the down arrow next to 
the Open button, as shown in Figure 1-9, other options are available on the menu: 

•   Open:   Opens with default access.  

•   Open Read-Only:   Opens with only viewing ability and not editing ability. Others can still read 
and write.  

•   Open Exclusive:   Opens so that the database is only available to you. Others will receive a mes-
sage that the fi le is already in use.  

•   Open Exclusive Read-Only:   Opens with only viewing ability and not editing ability. Others 
can only view and not edit the database.  

Troubleshooting

Take Note

Figure 1-8

The existing database open 
in Access

 Your fi gures might look slightly different depending upon which folder you have stored your fi les. Take Note
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Figure 1-9

Open button menu

Open with

default access

Only view and not

edit; others can still

read and write

Only available to you;

others will receive a

“file already in use”

message

Only view and not edit;

others can only view

and not edit as well

 Each time you start Access 2013, you open a new instance or copy of Access. You can open only 
one database at a time in a single instance of Access. In other words, you cannot start Access, open 
one database, and then open another database-not without fi rst closing the fi rst database.  However, 
you can open multiple databases at the same time by double-clicking another database’s icon. For 
example, to open two Access databases, start Access, open the fi rst Access database, and then open 
a second Access database by double-clicking its database icon in Windows 8’s File Explorer (re-
ferred to as Windows Explorer in previous versions of Windows). 

 WORKING IN THE ACCESS WINDOW 

 The Access 2013 Window user interface was designed to help you fi nd the commands you need 
quickly so that you can successfully perform your tasks. You will immediately begin using the 
Navigation Pane and exploring the Ribbon. Also in this lesson, you will practice using other on-
screen tools and features, such as the Backstage view and Access Help. 

Take Note

The Bottom Line
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 Using the Navigation Pane 

 Before you can create a database, you need to understand its most basic elements. This section 
introduces you to some of the elements in a database that help you organize data and navigate 
using the Navigation Pane, object tabs, and different views. 

SOFTWARE ORIENTATION 

 Navigation Pane 

 By default, the Navigation Pane, shown in Figure 1-10, appears on the left side of the Access 
screen each time you create or open a database. 

Opens Navigation Pane menu

Shutter Bar Open/Close button

Search bar

Double-click database object to open it

Expand or collapse group

 Figure 1-10 

 Navigation Pane 

 The Navigation Pane enables you to open, copy, and delete tables and other database    objects . 
It also lists all the objects in your database, including:  tables  (the most basic database object 
that stores data in categories),  queries  (allow you to search and retrieve the data you have 
stored),  forms  (control data entry and data views and provide visual cues that make data eas-
ier to work with) and  reports  (present your information in ways that are most useful to you). 
You learn more about managing database objects (such as forms, queries, and reports) in later 
lessons of this book. For now, just familiarize yourself with the Navigation Pane. Use this 
fi gure as a reference throughout this lesson as well as the rest of this book. 
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 STEP BY STEP Use the Navigation Pane 

  USE  the database from the previous exercise. 

1.      In the Navigation Pane, double-click  Students  to  display  the table in the Access work 

area, as shown in Figure 1-11. 

 The Navigation Pane replaces an older tool, referred to as the Database window, which appeared 
in versions prior to Access 2007. 

2.      Click the  down arrow  next to All Access Objects at the top of the Navigation Pane to 

display the menu, as shown in Figure 1-12. 

Take Note

Double-click object in

Navigation Pane to

display it in the work area

Figure 1-11

A table open in the Access 
work area
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3.      Click  Tables and Related Views . The default group in this category is All Tables, which 

appears in the menu at the top of the Navigation Pane. Notice the Students table and 

all other objects related to it are displayed under the Students header. 

4.      Click the  down arrow    next to All Tables at the top of the Navigation Pane to display the 

menu again, and click  Object Type  to return to the original view. 

5.    Right-click in the white area of the Navigation Pane to display a shortcut menu. Click 

 View By  and then choose  Details , as shown in Figure 1-13. 

Groups that relate to

the selected category

Categories

Figure 1-12

The Navigation Pane menu
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6.      The database objects are displayed with details. Click the right side of the Navigation Pane 

and drag to make it wider so all the information can be read, as shown in Figure 1-14. 

7.      If the search bar does not appear at the top of the Navigation Pane, right-click the    All 

Access Objects  header of the Navigation Pane. On the shortcut menu, click  Search Bar . 

A search bar is now displayed at the top of the Navigation Pane. You can toggle the 

search bar display by clicking the Search Bar option. 

Right-click white

area of Navigation

Bar to display menu

Figure 1-13

The Navigation Pane 
shortcut menu
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8.    Display the Navigation Pane shortcut menu, click  View By , and then click  List  to display 

the database objects in a list again. 

9.    Click the  Shutter Bar Open/Close Button  to collapse the Navigation Pane. Notice it is 

not entirely hidden, as shown in Figure 1-15. 

Figure 1-14

Widening the Navigation Pane

Click and drag to

enlarge Navigation Pane

Database objects

with details displayed



Lesson 114

10.  Click the  Shutter Bar Open/Close Button  to expand the Navigation Pane again. 

  PAUSE.     LEAVE  the database open to use in the next exercise. 

 The Navigation Pane divides your database objects into categories, and those categories contain 
groups. The default category is Object Type, which groups database objects by their type-tables, 
forms, reports, and so on. You can change the category to Tables and Related Views, which groups 
the objects in a database by the tables to which they are related. You can also change the category 
to one of several other views as shown in Figure 1-12. 

 Using Object Tabs 

 When you create a database in Access, all the objects in that database—including forms, tables, 
reports, queries—are displayed in a single window separated by tabs. Tabs help keep open objects 
visible and accessible. To move among the open objects, click a tab. To close a tab, click its Close 
button. You can also right-click a tab to display the shortcut menu, which you can use to save, 
close, close all, or switch views. In this exercise, you practice opening and displaying object tabs.  

 STEP BY STEP  Use Object Tabs 

  USE  the database you used in the previous exercise. 

1.  In the Navigation Pane, double-click  Student Details . A new object tab opens to display 

the form, as shown in Figure 1-16. 

How do you set navigation 
options?

1.3.4

Navigation Pane

collapsed

Figure 1-15

The Navigation Pane collapsed
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2.  In the Navigation Pane, double-click All Students. A new object tab opens to display 

the report, as shown in Figure 1-17. 

Figure 1-17

A tab showing a report
Close button on the report tab

Object tabs
Figure 1-16

A tab showing a form
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3.  Click the Close button on the report tab to close it. 

4.  Right-click the Student Details tab to display the shortcut menu shown in Figure 1-18. 

5.  Click  Close  to close the form. 

  PAUSE. LEAVE  the database open to use in the next exercise. 

 Changing Views 

 Each database object can be viewed several different ways. The main views for a table are Data-
sheet View and Design View. Datasheet View can be used to perform most table design tasks, so 
you will probably use it most often. A  datasheet    is the visual representation of the data contained 
in a table or of the results returned by a query. A query is simply a question you can ask a table or 
another query. 

 To change the view, click the bottom half of the View button and then choose a view from the 
menu. When you change views, the commands available on the  Ribbon  change context to match 
the tasks you will be performing in that view. You learn more about the Ribbon in the next section. 

 STEP BY STEP Change Views 

  USE  the database you used in the previous exercise. The Students table should be 

displayed in the Access work area. 

1.  On the HOME tab, in the Views group, click the down arrow on the View button to 

display the menu shown in Figure 1-19. 

Another Way
You can also 

change an open object’s view 
by clicking on the top half of 
the object’s View button, by 
right-clicking on an open 
object’s window tab, or by 
right-clicking on the object in 
the Navigation Pane and 
choosing the desired view from 
the shortcut menu that appears 
regardless of whether the 
object is open or closed.

Right-click tab to display shortcut menu
Figure 1-18

The tab shortcut menu
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2.  Click Design View. The table is displayed in Design View, as shown in Figure 1-20. 

Notice that the DESIGN tab is now displayed on the Ribbon. 

Figure 1-19

The View menu for a table

Contextual design commands

Figure 1-20

The table shown in 
Design View

3.  On the DESIGN tab, in the Views group, click the down arrow on the View button, and 

then click Datasheet View. 

4.  On the Ribbon, under the TABLE TOOLS tab, click the FIELDS tab to display the 

contextual commands for that view, as shown in Figure 1-21. 
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Contextual datasheet commands on Fields tab

Figure 1-21

The table shown in 
Datasheet View

    PAUSE. LEAVE  the database open to use in the next exercise. 

 USING THE ON-SCREEN TOOLS 

 Access has many tools to help with your database needs. In this section, you explore the Ribbon, 
which displays  groups    of common commands arranged by tabs. You’ll also learn about other on-
screen tools to help you get your work done faster, such as the  Quick Access Toolbar  and KeyTips. 

 Using the Ribbon 

 The Ribbon is located across the top of the screen and contains tabs and groups of commands. It 
is divided into several tabs, which organize tasks according to similar commands you'd like to 
perform on a database.  The Ribbon is contextual, which means it offers you commands related to 
the object that you are working on or the task that you are performing. 

 Some groups have a  dialog box launcher , which is a small arrow in the lower-right corner of the 
group that you click to launch a dialog box or task pane that displays additional options or infor-
mation. Some commands on the Ribbon have small arrows pointing down. These arrows indicate 
that a menu is available that lists more options from which you can choose. 

 In the next exercise you practice using the Ribbon. 

How do you change views?

1.3.5

The Bottom Line
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STEP BY STEP  Use the Ribbon 

USE the database you used in the previous exercise. 

1.  Click the HOME tab to make it active. As shown in Figure 1-22, the Ribbon is divided 

into groups of commands. Notice the dialog box launcher in the lower-right corner of 

the Clipboard group. 

Dialog box launcher

Groups of commands

Figure 1-22

The Ribbon and dialog 
box launcher

2.  Click the CREATE tab to make it the active tab. Notice that the groups of commands 

change. 

3.  Click External Data and then Database Tools to see the commands available on 

those tabs. 

4.  Click the HOME tab. 

5.  Click the ID column header in the table to select the ID column. 

6.  Click the dialog box launcher in the lower-right corner of the Text Formatting group. 

The Datasheet Formatting dialog box appears, as shown in Figure 1-23. 

Figure 1-23

The Datasheet Formatting 
dialog box

7.  Click Cancel to close the dialog box. 

8.  Double-click the HOME tab. Notice the groups are hidden to give you more screen 

space to work with your database. 

9.  Double-click HOME again to display the groups. 

  PAUSE.     LEAVE  the database open to use in the next exercise. 
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 You can customize the Ribbon to have greater control over the commands that appear on it by 
turning off tabs and groups you rarely use, moving and/or duplicating groups from one tab to 
another, creating custom groups, and even creating custom tabs. 

 Using the Quick Access Toolbar 

 The  Quick Access Toolbar  located by default at the top-left corner of the Access screen contains 
the commands that you use most often, such as Save, Undo, and Redo. The Touch/Mouse Mode 
command also exists on this toolbar, which allows you to select either touch or mouse mode. 
Selecting touch mode creates more space between the commands on the Ribbon which helps 
optimize menu access on touch-enabled devices. Mouse mode is the traditional mode optimized 
for mouse use. 

 Located on the Quick Access Toolbar is the Customize Quick Access Toolbar button that presents 
you with a menu that allows you to quickly add commonly used commands to the Quick Access 
Toolbar, as shown in Figure 1-24. You can use this menu to choose an option to show the Quick 
Access Toolbar above or below the Ribbon; you can also use this menu to click the More Commands 
button to open the Customize screen in the Access Options dialog box, as shown in Figure 1-25. 

Take Note

Customize Quick Access Toolbar button and menuFigure 1-24

The Customize Quick Access 
Toolbar menu
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 Use this dialog box to add buttons for commands that you use most often, so they are always just 
one click away. 

 In this exercise, you use the Customize Quick Access Toolbar menu to place the toolbar below 
the Ribbon. 

 STEP BY STEP Use the Customize Quick Access Toolbar Menu 

  USE  the database you used in the previous exercise. 

1.   On the Quick Access Toolbar,     c  lick the  Customize Quick Access Toolbar  button. 

A menu appears  .  

2.  Click  Show Below the Ribbon . The toolbar is moved. 

3.   Click the   Customize Quick Access Toolbar   button again.   Click   Show Above the Ribbon . 

  PAUSE.   LEAVE  the database open to use in the next exercise. 

 Using KeyTips 

 When you press the ALT key, small letters and numbers called  KeyTips  appear on the Ribbon in 
small square labels, called  badges . To execute a command using KeyTips, press the ALT key then 
press the KeyTip or sequence of KeyTips that corresponds to the command you want to use. Every 
command on the Ribbon has a KeyTip. You learn to display KeyTips in the next exercise. 

 STEP BY STEP Use KeyTips 

  USE  the database you used in the previous exercise. 

1.  Press  ALT  .  Letters and numbers appear on the Ribbon to let you know which key to use 

to access commands or tabs. See Figure 1-26. 

Figure 1-25

The Access Options dialog box
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2.  Press    C    to activate the CREATE tab. 

3.  Press    P  to display the Application Parts menu. 

 You learn more about Application Parts in Lessons 2 and 10. 

4.  Press  ALT  to remove the KeyTips. 

  PAUSE. LEAVE  the database open to use in the next exercise .  

 Shortcut keys are keys or combinations of keys pressed together to perform a command. Shortcut 
keys provide a quick way to execute commands without having to move your hands off the keyboard 
and reach for a mouse. Keyboard shortcuts from previous versions of Access that begin with CTRL 
are the same. However, those that begin with ALT are different and require the use of KeyTips. 

Cross 
Ref

Take Note

KeyTips

Figure 1-26

Using KeyTips

 SOFTWARE ORIENTATION 

 Introducing the Backstage View 

 In Offi ce 2010, Microsoft introduced the Backstage view. The Backstage view displays when 
you click the FILE  tab  and contains access to many of the commands that were on the File 
menu in versions prior to Microsoft Access 2010. The Backstage view enables you to access 
various screens that let you perform various tasks including creating a new database, creating 
a database from a template, opening an existing database, modifying user account settings 
and application  options, and performing database maintenance tasks as seen in Figure 1-27.  

Click to return to the workspace of the

currently opened  database

Click to access Open screen to select locations

to browse for databases to open

Click to access Account screen to change user

account, add services, and change application settings

Default screen. Provides info,

such as file location of open

database, and provides access

to maintenance tools

and database properties

Click to access New screen

to create new databases from

templates and new custom web

 app and desktop databases

Figure 1-27

Backstage view
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 USING THE BACKSTAGE VIEW 

 The  FILE     tab  on the Ribbon accesses the Backstage view—a menu of options and commands 
that allows you to access various screens to perform common tasks with your database fi les—such 
as opening, saving, printing, closing, and changing user account settings and options. It also con-
tains additional commands for managing your database. 

 Using the Backstage View 

 The FILE tab opens the Backstage view (Figure 1-27), a menu of basic options and commands for 
opening, saving, and printing fi les, as well as more advanced options. You can click several options 
and commands to view related screens containing various options and commands used to create 
and manage your database. The Back button returns you to the Access database workspace. 

 The following is an overview of the options in the Backstage view: 

•  Info: Default view. Use this option to view the current database fi le path and view and edit 
 database properties. Compact and repair the database and encrypt the database with a password 
to restrict access. 

•  New: Use this option to create a new database from scratch or from available templates. 

•  Open: Use this option to open an existing database and view a list of recently accessed databases. 

•  Save: Use this option to return to the open database window where objects can be saved. 

•  Save As: Use this option to save the current database object (such as a table, query, form, or 
 report) as a new object or save the database in another format that is compatible with earlier 
 versions of Access. You can save the database to a document management server for sharing or you 
can package the database and apply a digital signature. You can also back up the database. 

•  Print: Use this option to quick-print straight to the printer, open a dialog box from which to 
choose print options, or preview your document before printing. 

•  Close: Use this option to close the open database but keep the Access application open. 

•  Account: Use this option to view and modify user account settings. Change application back-
ground and theme. Add a service and activate Access with a product key.  

•  Options: Use this option to customize language settings, display settings, and other settings. 

 You practice using the Backstage view in the next exercise.  

STEP BY STEP  Use the Backstage View 

      USE  the database you used in the previous exercise. 

1.   Click the  FILE tab.    Backstage view opens, displaying a menu of options down the left 

side of the window and information about the currently opened database,   as shown in 

Figure 1-2  8  .  

The Bottom Line



Lesson 124

2.  Click the New option to view the options and commands available. 

3.  Click the Save As option to view more options and commands. 

4.  Click the Back button to exit the menu and return to the Access workspace. 

  PAUSE. LEAVE  the database open to use in the next exercise .  

 USING THE MICROSOFT ACCESS HELP BUTTON 

 If you have questions, Microsoft Access Help has answers. In fact, you can choose to use the help 
topics on your computer that were installed with Offi ce or, if you are connected to the Internet, 
you can choose to use the help that is available online. Either way, you can key in search words 
and/or click on links to browse help topics to get your answers. In this exercise, you use the Help 
button to access the Help information installed on your computer with Access 2013. 

 Using the Help Button and Change Help Collection Menu  

 The  Change Help Collection   menu  in the lower-right corner of the Access Help heading lets you 
choose between the help topics that are available online and the help topics installed in your com-
puter offl ine. If you are usually connected to the Internet, you might prefer to set the Change Help 
Collection to Access Help from Offi ce.com so you can get the most thorough and updated help 
available. But there may be times when you can’t or don’t want to be online; in those instances you 
can choose Access Help from your computer so you can get help topics that are offl ine, which 
consists of more basic help on the functions of buttons appearing on the Offi ce Ribbon. In the 
next exercise, you practice using Access Help and the Change Help Collection menu. 

 STEP BY STEP Use the Help Button and Change Help Collection Menu 

 When you rest the mouse pointer over a command on the Ribbon, a ScreenTip displays the name 
of the command. Access 2013 also has Enhanced ScreenTips, which provide you with more infor-
mation about the command. 

The Bottom Line

Take Note

Back button to return to

the database workspace

Save As option used to

view Save As commands 

New option used to

create new databases

Figure 1-28

Using the Backstage view
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  USE  the database you used in the previous exercise. 

1.   Click the  Microsoft Access Help  button  , as shown in Figure 1-29  .     The Access Help 

dialog box appears, as shown in Figure 1-  30  .   Notice the Search box and Search button. 

Also n  otice   the   C  hange Help Collection button; after selecting it, an option is set to 

Access Help from Offi ce.com   to search online for help topics. If   the     Change Help 

Collection   is set t  o Access Help from your computer  , the screen will look different.  

Microsoft Access Help button

Figure 1-29

The Microsoft Access Help 
button

Change Help Collection button

Search button

Search box

Figure 1-30

The Access Help dialog box 
when connected to Offi ce.com

2.  Click the Change Help Collection button. A menu appears, as shown in Figure 1-31. 
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3.  Click Access Help from your computer. Basic Help appears, as shown in Figure 1-32. 

Figure 1-31

The Change Help 
Collection menu

Change Help Collection

set to search help offline

Figure 1-32

The Access Help dialog box 
when offl ine
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4.  In the Search help text box, key font and then click the Search button. A list of possible 

locations on the Ribbon where fonts can be manipulated appears. 

5.  In the search results that appear, click the Font is under Home/Text Formatting link. 

Help on this topic appears. 

6.  Click the Keep Help on Top button . The Access Help dialog box is now pinned to the 

front of the window so it is always on top and easily referred and not hidden even if 

another screen element is clicked. 

7.  Click the Back button . The search results for font appear again. 

8.  Click the Home button . The home page of Access Help appears. 

9.  Click the Change Help Collection button. 

10.  Click Access Help from Offi ce.com to reset the help Collection.  

11.  Click the Close button to close Access Help. 

12. Choose FILE and then click Close to CLOSE the database without closing Access.

  STOP.  Leave Access open for the next exercise. 

 DEFINING DATA NEEDS AND TYPES  

 To create a database that achieves your goals and provides you with up-to-date, accurate informa-
tion you need to spend time planning and designing it. 

 When planning a database, the fi rst step is to consider the purpose of your database. You need to 
design the database so that it accommodates all your data-processing and reporting needs. You 
should gather and organize all the information that you want to include, starting with any existing 
forms or lists, and think about the reports and mailings you might want to create using the data. 

 Once you have decided how the information will be used, the next step is to categorize the infor-
mation by dividing it into subjects such as Products or Orders, which become the tables in your 
database. Each table should only contain information that relates to that subject. If you fi nd your-
self adding extra information, create a new table. 

 In a database table, data is stored in rows and columns—similar in appearance to a spreadsheet. 
Each row in a table is called a  record . Each column in a table is called a  fi eld . For example, if a 
table is named “Student List,” each record (row) contains information about a different student 
and each fi eld (column) contains a different type of information about a student, such as last name 
or email address. 

 Once you have decided to create a Student List table, you need to determine what information you 
want to store in the table—such as Age, Birthdate, or Tuition. Organize each piece of information 
into the smallest useful part—for example, use First Name and Last Name instead of just Name 
if you want to sort, search, calculate, or report using either a fi rst name or a last name (or both). 
These pieces of information will eventually become your fi elds (columns), and each record (row) 
will then contain complete information about each student. 

 For each table, you will choose a primary key. A  primary     key  is a column that uniquely identifi es 
each row, such as Student ID Number. In the case of our Student List table, the primary key 
 (Student ID Number) uniquely identifi es each student. 

 Review Database Fields 

 Reviewing preexisting database fi elds can give you an idea of the type of information that you can 
store in a database. In this exercise, you open a database that is further along in the process of 
being developed and view the fi elds in a form to see what a more advanced database looks like. 

 Another Way 
 The Access Help 

button is positioned in some 
dialog boxes for quick access 
to context-related help. Click it 
wherever you see it to launch 
Access Help. You can also 
launch Access Help by pressing 
the F1 function key on your 
keyboard. 

The Bottom Line
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STEP BY STEP Review Database Fields 

OPEN  the  Student Data  database from the data fi les for this lesson. 

1.   On the   Student List   form, click the  ID  for record  5    to display the   Student Details     dialog 

box   for Sharon Hoepf, as shown in Figure 1-  33  .  

Figure 1-33

The Student Details dialog box

2.  Click the Guardian Information tab and then the Emergency Information tab. Each fi eld 

on each tab is an example of the type of information that could be contained in a 

database table.  

3.  Click Close to close the Student Details dialog box. 

  PAUSE. LEAVE  the database open to use in the next exercise. 

 You learn more about defi ning and modifying a primary key in Lesson 3. 

 Defining and Modifying Data Types for Fields 

 When designing the database, you set a  data     type  for each fi eld (column) that you create to match 
the information it will store. A data type controls the type of data a fi eld will contain—whether it 
is text, number, date/time, or some other type of data. When defi ning table fi elds, it is important 
to defi ne them as specifi cally as possible. For example, if you are using a number, you should de-
termine whether you need to use the Currency data type, the Calculated data type, or the Number 
data type. Or, if you need to store large amounts of text, you may need to use the Long Text data 
type instead of the Short Text data type. Sometimes you may also need to modify data types for 
preexisting fi elds. In this exercise, you practice reviewing and modifying data types. 

Cross 
Ref
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 When you create a new fi eld in a table and then enter data in it, Access 2013 automatically tries to 
detect the appropriate data type for the new column. For example, if you key a price, such as $10, 
Access recognizes the data as a price and sets the data type for the fi eld to Currency. If Access 
doesn’t have enough information from what you enter to detect the data type, the data type is set 
to Short Text.  

 There are two data types new to Access 2013: Short Text and Long Text. The Short Text data 
type replaces the Text data type used in previous versions of Access; the Long Text data type re-
places the Memo data type. The  Short Text  data type is used to store up to 255 characters of data 
in a fi eld and is a good data type for a fi eld that stores small amounts of text, such as names, cities, 
and states. To store data greater than 255 characters, you can use the Long Text data type. The 
 Long Text  data type can display up to 64,000 characters on the screen, but can store about one 
gigabyte of text. This data type can be used for a fi eld that contains large amounts of text, like 
customer comments. 

 The Short Text data type and the Long Text data type each has unique properties and size limits, 
depending on whether you’re using them in a desktop database or an Access web app.  

 STEP BY STEP Review and Modify Data Types for Fields 

  USE  the database you used in the previous exercise. 

1.   Close the  Student List  form.  

2.   In the Navigation Pane, in the   S  tudents   group, double-click the  Students  table to 

open it.  

3.   Click the  Date of Birth  fi eld header.  

4.   On the Ribbon, click the  FIELDS  tab. Notice in   the   Formatting group that the Data Type 

is   Date/Time  .  

5.     In   the Format box  , c  lick the  down arrow  to display the menu of formatting options for 

that type, as shown in Figure 1-  34  .  

Take Note

Figure 1-34

Format options for the Date/
Time data type

6.  Click the Last Name header. Notice that the Data Type is Short Text and that no 

formatting options are available for that data type. 

7.  Scroll to the right and click the Address header. 

8.  In the Data Type box, click the down arrow and then click Short Text to change the 

data type.  
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 Be aware that changing a data type might cut off some or all of the data in a fi eld; in some cases, 
it might remove the data entirely. 

9.  Scroll to the far right and click the  Click to Add   column header. In the Data 

Type drop-down list that appears, click Yes/No. Notice the name of the column header, 

Field1, is highlighted. 

10.  Rename the fi eld by keying Additional Contact Info on File?. 

11.  On the Ribbon, in the Formatting group, click the down arrow in the Format box to 

display the menu of formatting options for the Yes/No data type, as shown in 

Figure 1-35. 

Take Note

Figure 1-35

The formatting options for 
Yes/No data type

12.  Click outside the menu to close it. 

  PAUSE. LEAVE  the database open to use in the next exercise. 

 Access provides 11 data types, each with its own purpose. Table 1-1 describes the types of data that 
each fi eld can store. 

 The Number data type should be used only if the numbers will be used in mathematical calcula-
tions. For numbers such as phone numbers, use the Short Text data type. 

 Some of the available data types in Access 2013 can only be chosen in table Design View and not 
from the Data Type drop down menu on the Ribbon. You will learn more about table Design 
View in Lesson 9.  

How do you change fi eld 
data types?

2.4.5

Take Note

Take Note
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 Defining Database Tables 

 Tables are the most basic organizational element of a database. Not only is it important to plan the 
tables so they will hold the type of data you need, it’s important to plan how the tables and infor-
mation will be connected. In this exercise, you view a visual representation of the relationship 
between two tables. 

 In a simple database, you might only have only one table. Most databases, however, will have more 
than just one table. The tables you include in a database will be based on the data available. For 
example, a database of students might have a table for contact information, a table for grades, and 
a table for tuition and fees. 

 In database applications like Access, you can create a relational database. A  relational database  
stores information in separate tables and these tables are connected or linked by a defi ned relation-
ship that ties the data together. 

Data Type Example Description

Short Text (formerly Text data 

type in versions prior to Access 

2013)

Last Name: D’Amato

Street: 1234 Landau Ave.

The most common data type for fi elds. Can store up to 255 

characters of text, and numbers (or a combination of both).

Long Text (formerly Memo data 

type in versions prior to Access 

2013)

Comments: Student will make 

monthly payments on the 15th 

of each month of $247.

Stores large amounts of text—up to 1 gigabyte (GB) —but only the 

fi rst 64,000 characters of text, and numbers (or a combination of 

both) will be visible on the screen.

Number Age: 19

Grade: 95.5

Stores numeric data that can be used in mathematical calculations.

Date/Time Birthday: September 5th, 1972 Stores date and/or time data.

Currency Registration Fee: $50.00 Stores monetary data with precision to four decimal places. Use this 

data type to store fi nancial data and when you don’t want Access to 

round values.

AutoNumber Student ID: 56 Unique values created by Access when you create a new record. 

Tables often contain an AutoNumber fi eld used as the primary key.

Yes/No Insurance: Yes Stores Boolean (true or false) data. Access uses 1 for all Yes values 

and 0 for all No values.

OLE Object Photo Stores images, documents, graphs, and other objects from Offi ce 

and Windows-based programs.

Hyperlink Web addresses Stores links to websites, sites or fi les on an intranet or Local Area 

Network (LAN), and sites or fi les on your computer.

Attachment Any supported type of fi le You can attach images, spreadsheet fi les, documents, charts, and 

other types of supported fi les (up to 2 GB per record) to the 

records in your database, much like you attach fi les to email 

messages.

Calculated FullName: John Derenzo Stores an expression based on two or more fi elds within the 

same table.

Example using concatenation operator (&):

           First: John

           Last: Derenzo

FullName stored as: [First]&” “&[Last]

Table 1-1

Types of data stored in fi elds
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2.  CLOSE the Relationships tab. 

3.  CLOSE the Students tab. 

  STOP. CLOSE  the database. 

 You learn more about table relationships in Lesson 3. 

 An important principle to consider when planning a database is to try to record each piece of in-
formation only once. Duplicate information, or  redundant data , wastes space and increases the 
likelihood of errors. Relationships among database tables help ensure consistency and reduce re-
petitive data entry. 

 As you create each table, keep in mind how the data in the tables are related to each other. Enter 
test data and then add fi elds to tables or create new tables as necessary to refi ne the database. The 
last step is to apply data normalization rules to see if your tables are structured correctly and make 
adjustments as needed.  Normalization  is the process of applying rules to your database design to 
ensure that you have divided your information items into the appropriate tables. 

 Database design principles include standards and guidelines that can be used to determine if your 
database is structured correctly. These are referred to as  normal     forms . There are fi ve normal 

Cross 
Ref

Figure 1-36

A relationship between tables 

STEP BY STEP Defi ne Database Tables 

USE the database you used in the previous exercise. 

1.   On the   DATABASE TOOLS   tab, in th  e   Relationships     group, click  Relationships  to display 

a visual representation of the relationship between the Students and Guardians tables, 

as shown in Figure 1-3  6  .  
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forms, but typically only the fi rst three are applied, because that is usually all that is required. The 
following is a summary of the fi rst three normal forms: 

•   First   Normal   Form (1NF) : This form divides each fi eld according to its smallest meaningful 
value, removes repeating groups of data, and creates a separate table for each set of related data. 

•   Second   Normal   Form (2NF) : With this form, each non-key column should be fully dependent 
on the entire primary key. Create new tables for data that applies to more than one record in a 
table and add a related fi eld to the table. 

•   Third   Normal   Form (3NF) : Use this form to remove fi elds that do not relate to, nor provide a 
fact about, the primary key. 

 Before normalizing a database and defi ning fi elds for the effi cient storage of data in tables, it’s im-
portant to know where your data will come from. Data can be brought into an Access database in 
a number of ways, including linking and importing. When defi ning tables, you have to decide 
whether data should be linked to or imported from external sources. When you import data, Access 
creates a copy of the data or objects in the destination database without altering the source. Linking 
lets you connect to data from another source without importing it, so that you can view and mod-
ify the latest data in both the source and destination databases without creating and maintaining 
two copies of the same data thereby reducing redundant data. Any changes you make to the data in 
the source are refl ected in the linked table in the destination database, and vice versa. 

 You learn more about importing data and linking to an external data source in Lesson 14. 

 SUMMARY SKILLS MATRIX 

In This Lesson You Learned How To: Exam Objective Objective Number

Get Started

Work in the Access Window Set Navigation options.

Change views.

1.3.4

1.3.5

Use the On-Screen Tools

Use the Backstage View

Use the Microsoft Access 

 Help Button

Defi ne Data Needs and Types Change fi eld data types. 2.4.5

 Knowledge Assessment 

 Matching 

  Match the term in Column 1 to its description in Column 2.  

  Column 1   Column 2  

 1. record a. most basic database object; stores data in categories 

 2. fi eld b.  database object that presents information in a format that 

is easy to read and print

 3. redundant data c. duplicate information in a database

 4. primary key d. row in a database table

 5. database e. database object that asks a table a question 

Cross 
Ref
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 6. table  f. column in a database that uniquely identifi es each row

 7. query g.  database object that simplifi es the process of entering, 

editing, and displaying data

 8. report h. column in a database table

 9. form  i. kind of information a fi eld contains

10. data type  j. tool for collecting and organizing information

 True/False 

  Circle T if the statement is true or F if the statement is false.  

  T   F     1.  Any list you make for a specifi c purpose — even a grocery list — can be 

considered a simple database. 

  T   F     2.     By default, the Navigation Pane appears on the right side of the Access screen 

each time you create or open a database.  

  T   F   3.     Forms, queries, and reports are examples of database objects.  

  T   F   4.     The dialog box launcher contains the commands that you use most often, such 

as Save, Undo, and Redo.  

  T   F     5.     When you press the Shift key, small letters and numbers called KeyTips appear 

on the Ribbon.  

  T   F   6.     The C  hange Help Collection   menu lets you choose between the help topics that 

are available online and the help topics installed in your computer offl ine.  

  T   F     7.     In a database table, data is stored in rows and columns—similar in appearance 

to a spreadsheet.  

  T   F     8.     Each fi eld in a table must be designated for a particular data type.  

  T   F     9.     An important principle to consider when planning a database is to try to record 

each piece of information as many times as possible for easy access.  

  T   F     10.     Normalization is the process of applying rules to your database design to 

ensure that you have   organized   your information items into the appropriate 

tables   and columns within tables  .    

 Competency Assessment 

  Project 1-1:  Personalizing Access 

 When working in Access or another Microsoft Offi ce application, it is useful to personalize your 
copy of the software. Personalizing your software helps credit you as the creator of the Access da-
tabase or other Offi ce application. 

  GET READY.   LAUNCH  Access if it is not already running. 

1.   Click the  FILE tab. 

2.   Click the  Options    command   to display the   Access Options   dialog box.  

 Throughout this lesson you will see information that appears in black text within brackets, such as 
[Press  Enter ], or your e-mail address. The information contained in the brackets is intended to be 
directions for you rather than something you actually type word-for-word. It will instruct you to 
perform an action or substitute text. Do  not  type the actual text that appears within brackets. 

3.   In the   Personalize your copy of Microsoft Offi ce   section   of the dialog box  , key 

 [your name]  in the User name box and ke  y   [ your initials ]   in the Initials box.  

4.   Click  OK  to close the dialog box.  

  LEAVE  Access open for the next project. 

Take Note



Database Essentials 35

  Project 1-2:  Using the Navigation Pane 

 As a busy editor at Lucerne Publishing, you use Access to organize and manage your task list. 

  GET READY.   LAUNCH  Access if it is not already running. 

1.   OPEN   Task_List  from the data fi les for this lesson. 

2.  To display the Navigation Pane, click the Shutter Bar Open/Close Button. 

3.  Click the Contacts group header in the Navigation Pane to display those database 

objects. 

4.  Click the Supporting Objects group header to display those database objects. 

5.  In the Supporting Objects group, double-click Tasks to open that table. 

6.  In the Tasks group, double-click Tasks by Assigned To to open that report and view 

data taken from the Tasks table. 

7.  In the Navigation Pane, click the Tasks Navigation header to display the menu and then 

click Object Type. 

8.   CLOSE  the database. 

  LEAVE  Access open for the next project.  

 Profi ciency Assessment 

  Project 1-3:  Understanding Database Creation 

 You work at Margie’s Travel, a full-service travel agency that specializes in providing services to 
senior citizens. You plan to create a database of tours, cruises, adventure activities, group travel, 
and vacation packages geared toward seniors, but fi rst you want to learn more about ways you can 
begin creating a database. 

  GET READY.   LAUNCH  Access if it is not already running. 

1.  OPEN Access Help. 

2.  Search for “Basic tasks for an Access 2013 desktop database.” 

3.  Read the article titled “Basic tasks for an Access 2013 desktop database” to understand 

the paths you can take to create an Access desktop database. 

4.  OPEN a new Word document. 

5.  List the two general ways you can create a new Access desktop database with a short 

description of each. List the benefi ts of choosing each way. 

6.   SAVE  the document as  database_  creation  and then  CLOSE  the fi le. 

  LEAVE  Access open for the next project. 

  Project 1-4:  Planning Table Fields 

 You are a volunteer for the Tech Terrace Neighborhood Association that holds an annual March 
Madness 5K Run. In the past, all data has been kept on paper, but you decide it would be more 
effi cient to create a database. Decide what fi elds would make sense for a table holding data about 
the runners. 

  GET READY.     

1.  Think about what fi elds would be useful in a database table that contains information 

about the runners in an annual 5K road race. 

2.  OPEN a new Word document. 
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3.  In the document, key a list of the names of at least six possible fi eld names. 

4.   SAVE  the document as  race_fi elds    and keep the fi le open. 

  LEAVE  Access open for the next project. 

 Mastery Assessment 

  Project 1-5:  Planning Data Types for Fields 

 Now that you have decided what fi elds to use in a database table containing information about 
runners in an annual 5K road race, you need to determine what data type should be used for 
each fi eld. 

  USE  the document you used in the previous project. 

1.   Beneath the name of each possible fi eld name for the table about runners in the 

annual 5K road race, key the data type that would be used with a short explanation of 

why you chose that type.  

2.     SAVE   the document as   data_type   and then   CLOSE   the fi le.  

  CLOSE Word. LEAVE  Access open for the next project. 

  Project 1-6:  What’s New in Microsoft Access 2013 

 Your supervisor at Margie’s Travel has suggested that you research what’s new in Access 2013 
 before you begin to create a database. 

  GET READY.   LAUNCH  Access if it is not already running. 

1.  OPEN the Backstage View and access the Help menu. 

2.  Use Access Help to locate the article “What’s New in Access 2013.” 

3.  Read the overview. 

  CLOSE  Access. 


