
Getting to Know Access

When you first start up Access, you get prompted to open a database. But even when you do, it's not very clear what you've got:
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An Access database is really just a container, or a file cabinet, that holds tables, queries and other pieces of your project. The meat is in the tables, which are listed under the first Tables tab on the container.

Interview your data

Double-click on the name of the table that contains the data you want to look over. Or select the table name and click the Open button:




You are looking for anything that might affect how you can ask questions of the data. That includes:

· The number of records in your table.

· Empty fields.

· Codes instead of words.

· Consistency

· Upper and lower case.

Compare the data to what you expected to get based on your record layout.

Close this view by choosing the menu item, File Close.

Setting up a query

To ask a question of your data, you have to make a new query. Remember to click on the Queries tab on the main container before you press the "New" button: 
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After pressing the New query button on the right, Access will ask you your view. Choose Design View.
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Then add the table you want to question by pressing the Add button once, then Close to get to your query. 
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The Query Design Window

Get to know this area now. You'll be spending a lot of time in it.




In the upper area are the tables you have chosen. They’re like a menu of fields you can pick among.

3 ways to move fields to the lower area:

You have to get fields from the menu on the top to the columns in the bottom half of the screen. Your answer will contain only the fields listed in the bottom  half. Here are three ways to move them:

· Click and drag them one by one, dumping them on top of the column in the lower section that you want to see them in. 

· Double-click to put a field at the rightmost side.

· Click in the row labeled "Field" in the column you want to use, and choose it by typing the first letter or scrolling until  you find it.
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Getting to know the lower area




Field: Shows the name of the field you’ve chosen.

Table: Shows the name of its table. 

Sort: Shows whether you plan to sort by this field, either Ascending, Descending or (not sorted) or blank. Sorts move from left to right.

Show: Whether you’ll see it in your answer. Normally, you leave this checked.

Criteria: These are the conditions under which you'll see a row. See the Filtering handout for more details.

Running a query and returning to your form
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 To run a query hit the exclamation mark on the toolbar. 

To return to the form, click on the drafting tool, or drop down the menu to find Design View.
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Tricks and traps

If you get this when you try to set up a new query:  
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You pressed the New button while you were still in the main container under Tables. Close the table without saving and try again beginning in the Queries container in the main database window.

If you added a table twice:
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Select the extra one (DAMS_1) by clicking on its title (the gray area). Hit your Delete key to get rid of it.

To start over with a fresh grid

Choose the menu item Edit, Clear Grid.

If you lose  your table in the upper window, or your form in the lower area:

Check your scroll bars. You may have just moved your work off your screen.
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