Microsoft Access

Microsoft Access is a database program, used mbygtialespeople. It is a computerized
version of a “slide show.” Its versatility, howay allows you to do much more with it.
Examples of other uses are: organization chargnsiand forms.

The"Anatomy" of the Access Window

The Access program window will look similar to tisfiown below. It is possible to customize your aligplay,
but that is a topic for discussion later on.
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OBJECTS LIST
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£3 Alpha by Last Name Query
£51 Call Detals by Date Query

@ Mame and Zip Query
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@ Call Details SubForm

= togo input

@ Persanal Info Farm

[ Personal Info Form -2

I Reports 2
B salary sum

STATUS BAR

Ready |

Title Bar — Displays the name of the program (in the scrdmver Microsoft Access), and usually, the name of
the file that you are currently working on. On tight you have the three buttons that make up ¢bettol box."
From left-to-right, these buttons are:

Minimize — to shrink the application to the Windoask Bar

Windowed/Full Screen mode— controls the size of the window.
Close— to close the document window or shut down they@am.

Ribbon(s)— Contains evergption available in the program.

Tool Bar —  Populated with buttons; which are shortcutsotmes of the menu choices. You may customize
what buttons are on the tool bar.
Objects—  Are the components of an Access database (T, aDlexies, Forms, Reports, etc.)..

Status Bar— Shows helpful messages while you use variousifes. of the program.
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Microsoft Access

Tables

At

first site, an access Table looks like

a Microsoft Excel spreadsheet. Actu-

ally, you can import Excel spreadsheg-
into Access and vice versa. If you've
used other database programs, you ¢
equate Access Tables to databases,

files, etc.

The screen at the right shows a table
open ed irDatasheet View

Address ID_|

Title

| FirstName [ LastName [Spouse Name| Address | Ci

Columns = Fields
Rows = Records

Record Navigation Controls

Use to move through the recor

Desig

Go to First Record

Go to Last Record

Previous Record

Next Record

Current Record Number

n View

ity [State/Province]

L 1/ Mrs Mancy Davolio Paul 507 - 20th Ave. | Seattle WA, 9
L 2 Dr. Andrew Fuller Anne 908 V. Capital | Tacoma WA g
| 3 Mrs. Janet Leverling Robert 722 Moss Bay | Kirkland WA, 9
|| 4/ Mrs. Margaret Peacock Michael 4110 Old Redm Redmond WA 9
17| 5 M. Steven Buchanan 14 Garrett Hill | London =
|| 236 r Sean Connery 123 Secret Sery Landon WY 1
L 237 r Dick Clark 1 Times Sguare MNew York MY 1
L 238 Mr. Joseph Smith 1053 Broadway Westhury MY 1
L 233 Mr Robert Dino 720 Northern Bl Brookyille MY 1
L 240 Mr. Louis Hues 150 ¥Washingtor Farmingdale MY 1
L 241 Ms. Marilyn Struddle 235 N. Pond Av|Freeport WY 1
|| 242 | I Walter Palmer 56 5t Patrick Ay Garden City WY 1
|| 243 Ms. Ronda Talstoy 30 Cucurnber & Great Meck MY 1
|| 244 Dr. John Egon 100 Eagle Place Levittown WY 1
L 245 Ir Ken Wiltan 200 Jerusallern | Levittown MY 1
L 245 Ms Waryanne Morthrup 1775 E. Chestn Long Beach MY 1
L 247 Mr. Pete Gwangi 4925 Mexico R Massapequa | NY 1
L 248 Mrs. Marion Eberthal PO Box 3393 Ruocksille Centel NY 1
L 248 Dr. James Meswwswarthy 2 College Way | Garden City WY 1
|| 280/ Dr. Andrew Milner 100 Stewart Ave Levittown WY 1
|| 251 Geogian Krespe 50 Roosevelt Dr Plainview Y 1
|| 262 Ms Diane Balle PO Box 11576 | Roslyn WY 1
L 253 Mr lynatz Schmurtz 1500 Seamans | Seaford MY 1
L 254 Ms Betty Barfello 2345 South Ser| Plainview MY 1
#*|  (AutoNumber)

Record: 14 4 | BN E R 1 _’I

y —
et g ) |
New Record

Table Properties
Only displayed when|
this “Property Sheet”
button is turned “On.’

e |
- = b Bxternal Data  Database Tools
The figure below shows the tablel — == P =F \
. . . . I ) X Delete R E
in Design View. Each Field (the |[ ve.  Fmasicio memin 77" oo
. . e Key Rules £5¢ Lookup Column Sheet
columns from the illustration (= _ |
- | All Access Objects | «|| Field Name Data Type Description | Property Sheet x|
above) can be configured by — v E AutoNumber ctlon fpé ToblEpropenes
H H ] H = callDetails Title Text el
CIICkIng the fleld n the upper = First Name Text | Dispiay Views on Sharepaint | Follow Database sel] |
. . . viaia Last Name Text Subdatasheet Expanded  No 1
section and making adjustments|| = - e = Errer—
= Qrientation Left-to-Right
H H H B testl City Text
the settings in the lower section.|f == . Cf i ecaion
£ Alpha by Last Name Query Hpcote Numfgr ':XZHSZEZ:?:;
. - 5 Call Detals by Date Query Field Properties || Fiter
F— Order B
Commonly, you will switch E e
1 E || |[Fietd size Long Integer Link Child Fields
between Datasheet & Design s s | Link bster P
views (on each object type) s
=5 || Capti Order By On Load ¥
J yp . BB ousinpct ilnﬂdpe)‘;: ‘es (No Duplicates) e “
S e S = PersonalInfo Form ||Smart Tags Afield name ean be up to 64 characters long,
| Text Align General including spaces. Press F1 for help on field

jj PivotTable View
ihﬂ PivotChart View

3

Design View

2 Personalinfa Form -2
| Reports
[ sslarysum

For Data input/editing

names.

Design view. F6 = Switeh panes

F1 = Help.

=] m‘zgﬂ

To design/define the structure
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Microsoft Access

FIELD PROPERTIES

Text and Memo data type field properties

Field Size - Used to vary field lengths, max size is 255 characters.

Format - Allows you to create custom formats for your text string, i.e. '@"' = text
required, '&' = text is not require, '<' = forced lower case, '>' = forced upper
case.

Input Masks - Used to ensure that all data entered into a field was the correct data entry

pattern. Forces the user to enter values in an exact format.

Caption - A naming convention given to a field to help the end user input the relevant
details. On Forms and Reports, this is referred to as a “Label.”

Default Value - A self explanatory field type, automatically populating the field with a pre-
defined default string.

Validation Rule - Allows you to set a formula that limits to values to maintain data integrity.

Validation Text - Used in conjunction with the Validation Rule will display a warning message if
the user has not met certain validation rule criteria when populating the field.

Required - Simply a value that denotes whether a field is or is not mandatory.
Allow Zero Length - Allows you to control the way that blank fields are handled.

Indexed - The crucial field property for expedient queries, sorting and field manipulation.
Indexed fields hold all tables and relationships together.

All Access Objects >l < Field Name Data Type

Tables x Title Text H

= o Lookup fields

= n Last Name Text

assau Address Text

0 People city Text You can create a field that gets it's values from
= testoge Yot T another Table or Query. You have seen those pull-
Queries 3 - .

51 Alphs by Last Name Query bos Date/Time down boxes in many computer programs. The
5 Call Detals by Date Query o R data that makes up those lists, in Access, can come
& Nome and Zip Query [General| Lookup | from a Table or Query or a simple list that you
orms e Display Control Combo Bax H o ” “ b4

F_ﬁ £all Details SUbF Ro‘;jrsiurcﬂype Table/Query type In (Ie Male and Female )

—=| tafl Letalls subkorm Row Source Nassau

== logo input Bound Calumn 1

7= Personal Info Form Ez:t:: EZ:Q: ;u on 7T = p—

= B Column Widths = | LastName - ress - i - ate
Rj :sonal Inte Form 2 List Rows 16 Connery 123 Secret Service Rd Londan NY

epol ES List Width Auto -

B Aipha by Last Name Query UmitTolst No Cla-rk 1Times Square New York NY

= Salary Sum ﬁll:;:\fal:l:;t Edits Mo Smith 1053 Broadway

e Dino 720 Northern Blvd
show aniyfows o Hues 150 Washington St.
Struddle 235 N. Pond Avenue

Design view. F6 = Switch panes. F1 = Help.
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Microsoft Access
S 2ueries ‘% . @ ' g | e Y

- T S = L | = New X Totais 3 s Selection ~ Crl ¥ 2, Replace
While the Tables hold ALL of the data for| .0 .. == ‘ 9 S zaaw u| T Sk

o = 7 Advanced - = GoTo~
B 2 Ul[A-|S-|EEE || Refresh B e Size
o || 1[4 | - | = e | X peete + B wore - e Is seiec -

ALL of the fields, Queries can be used tof| «:  aww -

Filter

A » ID - Title | FirstName - | LastName - Address -] city | stte | zipcode -] DOB +| salary -
[ F|Iter Out groups Of records | 17 Ms. Diane Balle PO Box 11576 Roslyn NY 11576 6/30/1961  $60,000.00
19 Miss Betty Barfello 2345 South Service Road Plainview  NY 11803 9/4/1959  $25,000.00

h d 2 Mr. Dick Clark 1 Times Square New York NY 10001 11/30/1929

d SO rt the records | 1M sean Connery 123 Secret Service Rd | London NY 12345 8/25/1930

H . 4 Mr. Robert Dine 720 Northern Blvd Brookville  NY 11548 7/30/1960

e Limit the fields to be shown Bue Nan el posorsms RodleCnt Y o o

. . . 30r. John £gon 100 Eagle Place Levittown | NY 11756 5/20/1979

o BUI|d |InkS to Other tables (Or Querles 12 Mr. pete Gwangi 4925 Mexico Road Massapequa | NY 11758 af24/1972

@ 5 Mr. Louis Hues 150 Washington St. Farmingdale | NY 11735 1/15/1956

° Me rge two tables (aka Ap pend) & 16 Geogin  Krespe sORooseveltDrive  Plainview WY usos  aj1/1sm

i 15 Dr. Andrew Milner 100 Stewart Ave. Levittown NY 11714 11/8/1971

d d H bl = 14 Dr. James Newsworthy 2 College Way GardenCity  NY 11530 8/31/1966

o U p ate data in a table 3 11 Ms. Maryanne  Northrup 1775 E. Chestnut Street | LongBeach | NY 11561 3/15/197

7 Mr. Walter Palmer S6StPatrickAvenue | GardenCity | NY 11530 12/25/1974

e Delete records BN e Shma wemasnetosc ot W
3mr. Joseph Smith 1053 Broadway Westbury | NY 11590 6/4/1957
6 Ms. Marilyn struddle 235N.Pond Avenue  Freeport NY 11520 2/23/1380

8 Ms. Ronda Tolstoy 30 Cucumber Avenue  GreatNeck  NY 11020 10/10/1577

The result from a Query operation (showt wwr. Witen  2jervellemave. levitoun Y wss opasfases
. . . . * New $0.00
the right) is used just like a Tabldhe Re- | = e i san

]
cord Navigation buttons operate exactly iz e CS
same.

If you update data shown in a Query, the record from the souetdeTis also updated. In effe@ueries provide
“portals” to the actual Table

(AL ems Ry - Quey Too I Iphe by Lact Name Query = Mirosoft Accers e————]

DeS|qn View W Home Ciate  ErtemaiDsta  Databaseroois | Desion -5 x
g @D Union dom SelnsertRows & Insert Columns
HARBE AN = by

: . : (=)
The des|gn of a Query is shown B! ® @ pass-Throush S Delete Rows F Delete Columns et
View Run Select | Make Append Update Crosstab Delete Show o Totals
. [ Table WZ. Data Definition || Taple o™ Builder il Return: | Al ~ Sty Parameters
on the right.
[ = Property Sheet x
— People = | selection type: Query Properties
: : PN E [General|
Upper section— is where you LastH A
Addre Description
H Default Vi Datasheet
place the Table(s) from which y¢ -
+ || Top Values All

are drawing the information. @ e Vo i

s Unique Records No
Run Permissions User's
Field: | People.t Last Name First Name aty Source Database fcurrent)
i i v Table: |Pzople People Paple People Source Connect Str [
5 sort: Ascending Ascending Record Locks |No Locks
Bottom section—is where you || .= . 2 - - -
- " s riteria: nr ODBC Timeout 60
list the fields that you want to 3 or
2 Order By
= Max Records

Orientation Left-to-Right

include in your Query. The ordg
is important as you can sort the b g Pt

. . Link Master Fields

results based on multiple fields. @ ol
Filter On Load Ine
Qrder By On Load Yes

Criteria_row — is for you to ,
specify the filters for your Queryl=== e
For example, to limit a Query on an address boatktords that include only the state of NY, you ldaype

“NY” in the criteria box for the state field.

Below is a simple Query that sorts a list of nafmgsast Name, then First Name. Notice the Firsh@ds shown twice but the
second instance has the “Show” box unchecked.ingagt done as you read the list from left —to-tjigind an unchecked
“Show” box will be hidden.

The Query also employs a filter to only show resosthere the City is “Farmingdale.

e2? Queryl : Select Query

% > % ey £
. v . g I The line connecting these two tables is a “Joinfolhinks the two tables
o Rl I together for a One-to-Many relationship. Rightklon the line to see the I
Lastiame Date I “Join Properties.” I
Adress 8 amotint e e e e e e v
< B
Field: [FirstName LastMame FirstMame Address ik State Z2ip Date Amount o
Table: |Patient Patient Patient Patient Patient Patient Patient Payments Payments
Sort: Ascending Ascending
Show: [m] ]
Criteria: i | | "Farmingdale” | | |
o i
< >
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Microsoft Access

Forms

It can be quite
cumbersome to
update records in th
views provided by
Tables or Queries.
The need to scroll to
the right to see each
field in a large set of
data can be

External Data

Database Tools

©

L Mt
— 52 copy

i I et J Format Bainter Bz HHéHJ‘;

Views || Clipboard

All Access Objects

Tables

EA canpetaits

E Nassau

E people

EH testlago

Queries

[ Alpha by Last Name Query
[ Call Detals by Date Query

¥z Selection ~
T Advanced -

=&

Sizeta  Switch

1 ri =,
) (3 |5
b)) ‘ | !zyAmsn

gi- | ¥ Delete = = More

X Totals 213
“F spelling ﬂ T

Filter

A
v

Sort & Filter Windour

3
First Name: Last Name:

fpalle

Tithe:  [M=. [Diane

PO Box 11576

Zip Code:

Address:

State:

ol

city:
[Roslyn

W Tagale Filter || Fit Form Windows ~ |

[ Name and Zip Query
Forms

Call Details SubForm
lago input

Personal Infa Farm
Persanal Info Form -2
Reports

i salary sum

confusing.

Forms, like the one
shown at the right,
are a solution to this
and other problems.
With forms, you can

Form View

DOB: 6/30/1961

Salary: $60,000.00

Record: W 1of13 | M b

& Mo Filter

| Num Lock

.ﬁ a3, Replace
= GoTor | |
Find

lg select~

arrange fields in a

window in a logical fashion. Different “looks” aeailable for different field types. You can alsolude buttons
that control different functions in your “applicatis.”

Design View

Forms are driven from Tables or Queries. First yaust select which of these you want your form awkafrom.
Then you place the fields in the workspace, arrdrageyou want them.

Properties— The properties window is your guide to contrajlievery aspect of each field or screen component.
Commonly, the properties you can adjust are:

¢ Display formats
Number formats

o Input masks (ie: ###-##-#it#H#H)
* Validation Rules
e Status bar messages
e Hiding or locking fields
e Tab key navigation order
* Size
e Color ElE-emern - ]
. Font rlnme Create  External Data T)ata«na;emn!s ;D!stgn_ At:ange : — — — (7]
'ig in I m) 1‘): L %ﬂt’i" } %f ‘-L!(“i.”# g:::ewumbers %h;lu {lba' %‘ Elg;‘]ég:: J %;Z:[::ormnm-m Ad‘%ﬁ m@fj
In more VE:S EEEK] Fm\a [ ”G:m: °%° BloateandTime | gox w%ims@ LE 0, € AdiveX Controls rieugs'";mfn".'a =1

advanced uses,

v«

All Access Objects
you can control || == ’
what happens & wassau
. . EH People
‘C‘iu”ng C"ertaln E testiogo
events,” such || quee T

[ Alpha by Last Name Query
5 Call Detals by Date Query
5 Nameand Zip Query

as what happeng
when a field is

selected or the |f foms 2
. Call Details SubFarm
mouse is moved I

Persanal Infa Form
Personal Info Form -2
Reports

B salary Sum

over a field.

Design View

" Property Sheet x
[5] Personal Info Form Selection type: Form
[=]] :
i rtstlol=] - |
Na u
No
Display on SharePoint Site | Do Not Display
Default View Single Form
Allow Form View Yes
Allow Datasheet View Yes
Allow PivotTable View Yes
Allow PivotChart View Yes
Allow Layout View Ves
Picture {none)
Picture Tiling No
..... Picture Alignment Center
Picture Type Embedded
Picture Size Mode Clip
‘Width 5"
Auto Center Na
Auto Resize Yes
Fit to Screen Na
Border Style Sizable
Record Selectars Yes
MNavigation Buttons Yes =
BT

Num Lock || E TR e
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Microsoft Access

Modifying Objects on a Form or Report

Objects you place on a form may need some changes to their size or position. The
process of selecting, moving, sizing, or copying is the same for all types of controls on
both forms and reports.

* Selecting

You can select a control by clicking on it with the mouse button. To select several
controls, hold down the Shift key while clicking on the objects. You also use a
"selection box" (with the pointer tool selected, draw a box around and/or through
the objects) to select multiple objects. The selected item(s) will have sizing
handles around the edges.

» Moving a control

Click on the control when the cursor looks like a flat hand and drag it to a new
location.

1“ * Moving a label or text box

To move a label or data box separately, click on the larger square in the upper left
corner of the object and drag & drop while the cursor looks like a pointing finger.

* Resizing a label or text box

"h Position the cursor over one of the square boxes (sizing handles) and it will
change into a double arrow. Drag and drop this arrow cursor to change the size of

the control. H I f N

o Edit the text of a label or text box

Click a label or text box once and then you will see the | -beam...click while the
I-beam is there to get the cursor and then edit the contents.

I |

Select the control, by clicking on it, then use the standard Cut, Copy, and Paste
commands, or you can press the Delete key to remove the selected control(s).

» Copying and deleting
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Microsoft Access

Now let’s create a form (the process is identical to creating a report). From the “Field
List,” drag the fields onto the form area.

Then, use the skills described on the previous page to move and organize these fields
so it looks neat and easy for the data input people to use.

Home  Create  ExternalData  DatabaseTools  Design | Amange 7]
— A= By @ = L] E e ]_—abl Ag [ BN 23S = = s = gl
=1 o] - & = =T B page Numbers: | = BLOEEEe | = % E_B_\ Use Control Wizards| || = = \_I: Lo
view || Conditional || Gridiines Logo Text Label Bitton __ . 0 . oo | . 8 lAdd Existing| Property
- IEEE =0 .l 7 [ pateand Time | gy B ® a0 | Z- B Scacivex Controls Fields 3 Sh;:ertty =]
Views Fonit e Controls Toals

I All Access Objects || Fieid List X

Tables

E caliDetails
E Nassau
E peaple
EH testlogo

Fields available for this view:

g
Title
First Mame
o Last Name
n Acidress
City
Queries State
o Zip Code
3’.‘ Alpha by Last Name Query s DOB
@ Call Detals by Date Query Salary

@ Name and Zip Query

Forms

Call Details SubForm

loga input
Personal Info Form
Personal Infa Farm -2

Reports
E Salary Sum
|5 Show all tables
Design View Num Lock || E/E B @0 1 E |

E -Return the standard arrow pointer

l -Magic Wand (needed for automatic invoking of helpards)
An -Label

ab| -Text Box (or data field)

b o] BB\ 2 S

Box @Lﬁ@ _lELUJ

Controls

-Option Group
-Toggle Button
-Option Button

-Check Box
The Controls section of the -Combo Box (aka: Drop-Down List Box)
ribbon allows you to add -List Box
different controls and -Button
objects onto the form or -Image

-Unbound Object Frame
-Bound Object Frame
-Page Break

-Tab
-Subform/Subreport
-Line

-Rectangle

report. On the rightis a
brief description of each
control.

OB mERREL IHI® L
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Microsoft Access

Reports

Now, you've built and populated a great databasa)we provided meaningful Queries and you've siffigdi data
management with Forms. What's left? Well repgrtine data, of course. Most commonly, reportdassgned
to print to paper. The main types of reports aldd are:

e Column s i
. o [T ] showMatgins. [ || ) :l EEEE . = | i@ word
(One record per line) |fju |10 AR (&[] =eeoees f )  IONE ) (2|56 S B,
Print Size |Portrait|Landscape Margins __ Page  Zoom | One | Two More £ & arePoint o Close Print
® Form - ~ == Columns Setup ~ | Page | Pages Pages~ s b More - Preview
| Prln{ FargerLﬂmut & Z?nm 4 Data . C,‘“E,,P',”‘f“'
(One record per page | aiacesoness - «

| Tables = ||
= calietsils
= ossa Alpha by Last Name Query
B people

f| B2 testiogo

e Mailing Labels

LastName First Name Address Gity ZipCode  Salary
Queries A

l| FF Alpha by Last Name Query Balle Diane PO Box 11576 Roslyn 11576 tenpns

I Call Detals by Date Query Barfello 2345 South Service  Flainview 11803ttt

& NameandZip Query

] Forms S

[ Call Details SubForm Connery 123 SeoretService  London 12345

Clark 1Times Square New Yark 10001

= 10go input Dino Robert 720 Northern Bivd  Brookville 11548
2 rersonalinfo Form
Eberthal  Marion PO Box 9999 Rockville Center 11671
3 Personalinfo Farm 2
IFeee 7| Edon John 100EaglePlace  Levittown 11758
| 18 aipha by Last Name Query Gwangi 4925 MexicoRoad ~ Massapequa 11758
| @ sataysum
Hues 150 Washington St Farmingdale 11735
I Il -
Ready | Num Lock [[E/E B )

Design View

Designing a report is much like designing a Foithe only difference is that your user doesn't htdnee
opportunity to input data to the fields you layo&eports are also driven from Tables or Querkgsst you must
select which of these you are reporting from. Then place the fields in the workspace, arrangegbasvant
them.

Properties— The propertles window is also similar to thaadform. Commonly, the object properties you can

adjust are: : : ——
e Display formats e e Tt | (e el ®. x|
¢ Number fOrmatS E ‘F:’_‘";"G;t"_"j‘:““k ~:§ :: WIZJ“ x);:wdelnetaus @ E :‘I:‘J *:J Bbl Ag lex] il}lggzg Tﬂ ‘—L‘
° H|d|ng fle|dS V‘fw = = ;_! ‘: onal §'§:n Grldvhnes s Loge D Te:; Label Button EHEEe 5 E 0 Addﬂ?:::mg Fr;hp:!ey‘

Views Font Grouping & Totals Gridlimes Contrals Toals

e Si -
S|Ze All Access Objects |« ~ |Property Sheet 2
Selection type: Multiple selection
e Color == 8 :
£ calipetails |+]
o Font E wassau Format | Data | Event | other | Al
“ ” E2 People Visible Vs =]«
e “Can Grow” and it |
“ H ” jmmgg— Zip Code]|| || Hetont 0.2083"
Can Sh”nk Queries % 1 Top 0.0417°
| =3 aipha by Last Name Query il 0.25

Back Style
Back Calor P
Border Style Transparent

F3 Call Detals by Date Query

Mal|ll’lg Labe|S — are = Name and Zip Query = Barder Width Hairline
: Forms 2 =iowi) - Pags & [Page) Border Color #ASE44E
very useful report and |l| 5. oe suorom J t‘ e specalftert
there are many & togo mput g o=
Text Align
E2 Personal Info Farm 5 Fant Weight
standard Avery label | - =" """ : m
| eS— Font Italic No
formats for you to | Reports Z |18 i3
h f . h I&  aipha by Last Name Query v En:\spax«? T ? t
C oose rom |nt e & salary sum Z Gridline Style Bottom Transparent
HH o Gridline Style Left Transparent
Mailing Label o H [T — e —
“WIZard," Design View | Num Lock || &1/ G 8 |

Compact and Repair Database

Each time you use your Access database, the figevgill grow larger—even if you added no
records, or (oddly enough) you deleted data! Tankhhe file size (and also to repair
DAMAGED databases, you can run a “Compact and Répatiabase,” which can be found at:

Office Button == Manage==§p Compact anBepair Database

) b e L3¢ 1t e

Paul J. Montenero paulj@clearcutcomputing.com Rage
Clear-Cut Computing (516) 845-4081 x1 www.clearoutputing.com



