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Alternative Format Statement

This publication is available in alternative media upon request.

Statement of Non-Discrimination

The Pennsylvania State University is committed to the policy that all persons shall have equal
access to programs, facilities, admission, and employment without regard to personal characteristics
not related to ability, performance, or qualifications as determined by University policy or by
state or federal authorities. It is the policy of the University to maintain an academic and work
environment free of discrimination, including harassment. The Pennsylvania State University
prohibits discrimination and harassment against any person because of age, ancestry, color,
disability or handicap, national origin, race, religious creed, sex, sexual orientation, or veteran
status. Discrimination or harassment against faculty, staff, or students will not be tolerated at The
Pennsylvania State University. Direct all inquiries regarding the nondiscrimination policy to the
Affirmative Action Director, The Pennsylvania State University, 328 Boucke Building, University
Park, PA 16802-5901; Tel 814-865-4700/V, 814-863-1150/TTY.
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Microsoft Access 2007 Overview

Office Button

The Office Button replaces the File menu. It is located in the upper left corner of the
window.

41
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2] Access Options | | X Exit Access

Many of the options in the top portion of the Office menu are familiar from the File
menu in previous versions.

The Convert option appears when opening a file in a previous format and allows for
guick conversion to 2007 file format.

The options that appear in the lower half of the menu are new. The Manage option

includes database utilities and properties. The Publish option provides new features
for services at the server level and digital signature application.
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Template Categories

Featuring . . . .

S Getting Started with Microsoft Office Access
From Microsoft Office Online

New Blank Database
Business |
Education
Personal Blank Database
< Sample > Featured Online Templates
A N o,
‘V/\ r :‘
p— ‘ —
L b \ﬁ’ F ¥ 4 ..;'
Assets Contacts Issues Events Marketing projects
) Blank Database
§ 4 v Create a Microsoft Office Access database that does
1= not contain any existing data or objects.
4 L ) File Name:
]
Projects Sales pipeline Faculty Students |Database | =

C:\Documents and Settingsthak122My Decuments}

[ Create l ’ Cancel ]

Selecting New will open the Getting Started with Microsoft Office Access page
where a Blank database or any number of database templates can be selected.

There are several Template options that are available to use when starting a new
database, both built into the application and available on Microsoft Office Online.

The Northwind sample database can be obtained as a template by selecting Sample
under the From Microsoft Office Online category heading. If the computer is online,
the template will be ready for download and will remain as a Local Template. The
template can then be saved as a database file.

Access Options
Access Options can be opened using the button located in the lower left corner of the
Office Button window.

| 3 Exit Access |

Access Options
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The Access Options dialog box provides categories of options that define how Access
functions, such as Popular (or most used), Current Database, Datasheet, and
Proofing features. There are also options to Customize and Add-In features.

Access Options

+_|Al' -
0 | I Options for the current database.

|

Papular

|—' Current Database l-|

Datasheet Application Options
Object Designers Application Title: | |
Proofing Application [con: | | [ Browse... ]
Advanced

Display Form: |[r|or1e] V|
Customize Display Status Bar
Add-ins Document Windaow Options

O Overlapping Windows
@ Tabbed Documents
Resources Display Document Tabs
Use Access Special Keys G
|:| Compact on Close
|:| Remoyve personal information from file properties on save
Use Windows-themed Cantrols an Forms
Enable Layout View for this database
Enable design changes for tables in Datasheet view (for this database)
Check for truncated number fields
Picture Property Storage Format
(¥) Preserve source image format (smaller file size)
O Conyert all picture data to bitmaps (compatible with Access 2003 and earlier]

Trust Center

Navigation

Display Mavigation Pane

[ Mavigation Options... ]

Ribbon and Toolbar Options

Ribbon Mame: v

OK ] [ Cancel
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File Format

Files saved in Access 2007 are saved in the new *.accdb format by default. This new
format allows file sizes to remain relatively smaller than the previous format files
because they are automatically compressed. This format makes data recovery more
reliable. Files also have increased security with improved encryption capabilities.

Database files from previous versions of Access can be opened in the new file format

(files from versions 95 and 97 need to be converted first). Databases created in 2002-

2003 or 2000 can continue to be saved in these versions, but they will not have the full
capabilities of the 2007 version without being saved in the new file format.

Databases created in Access 2007 and saved in the new *.accdb file format can NOT
be opened in or linked to previous versions. There is NO compatibility pack for this
application as there is for Word, PowerPoint, and Excel. An Access 2007 database can
NOT be saved in an earlier format if it uses features that require 2007 format. If this is
attempted a message will describing features that are not in earlier versions.

To make the version transition easier, setting the default format for saved databases to

Access 2002-2003 (*.mdb) using the Access Options dialog box and the Popular
option will ensure that others using earlier versions can open workbooks created in
Access 2007.

Access Options

I Popular
Current Database
Datasheet

Object Designers

Trust Center

Resources

I,
_Q) Change the most popular options in Access.

Top options for working with Access

Always use ClearType

Proofing ScreenTip style: | Show feature descriptions in ScreenTips w
Show shortout keys in ScreenTips
Advanced
Colar scheme:
Customize
Add-ins Creating databases

Default file format: Access 2002 - 2003 W

Default database folder: ngsihakl22\My Documents',

| ’ Browse...

Mew database sort order:

Personalize your copy of Microsoft Office

User name: |hak122 |

Initials: h |

Language Settings... ]
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View

Views

Home

53 Copy

Ribbon

The Ribbon replaces commonly used menus. It is categorized by Tabs. The main
interface of Access contains four tabs, each of which relate to the use of the database in
particular way. Some tabs are contextual and only appear when a certain object is
selected. For example, the Table Tools Tab appears only when a table is created or

modified.

Create External Data Database Tools

Calibri bt P ol ||

FRETER

Font

B I UA

Clipboard ] Rich Text

Formatting option groups such
as Font still have dialog boxes
associated with them. The
Dialog Box Launcher, located
at the bottom left corner of
certain Ribbon groups, will open
formatting dialog boxes.

Calibri

Refresh

All =

ﬂ- =i Ne T Totals ‘}l ¥ 7 Selection ~ }} ) Rey
; |
> | H save peling || k) | 7 VAdvanced~ = GoTo~
. ; Fitter Find
X Delete - = More ~ lg Select~
Recards Sort & Filter Find
- |11 ==

8 7 0)[A&E]E=-

Font

The Ribbon can be minimized by right-clicking on it. Tab names such as Home and
Create will remain visible and will show the specified Ribbon portion when selected.

Quick Access Toolbar
E:';’:l i ¥ -

il

The Quick Access Toolbar is located at the top
left corner of the window next to the Office
Button. It displays some commonly used tools by
default and can be customized to include several
more by clicking on the drop down and selecting
the desired features from the list. The toolbar can
also be customized using Access Options.

The Quick Access Toolbar can be moved below
the ribbon using the commands at the bottom of
the menu. The Ribbon can also be minimized
with a command found here.
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Customize Quick Access Toolbar
Mew
Cpen
v | Save
E-mail
Quick Print
Print Preview
Spelling
v | Undo
v | Redo
Mode
Refresh All
More Commands...

Show Below the Ribbon

Minimize the Ribbon




Status Bar

The Status Bar area along the bottom of the window includes tools pertaining to the
view of database objects as well as indicators that show if certain keyboard options are
being used. View buttons allow for ease of movement between the normal object view
and the other views available for an object such as Design View and the new Layout
View for forms and reports. The Status Bar can be customized by right-clicking on it.

Datasheet View
1 N

Current View

Caps Lock  MNum Lock  Overtype u e | (i H|
/\ )
Y
Viewing Options
(vary by object)

Y

Keyboard Tool Indicators

Access Help

To get Help, click on the Help icon in the upper right corner. A separate dialog box will
open in which to type a question. There are also several categorized links, such as
“What's New”, which open up a lists of tips, references, and other resources.

) Access Help . = X
= wr @R aME R s

—_ - J Search -

Browse Access Help
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Data pages

Macros and programmability
Conversion

Database design

External data

Forms and reports

Saving and printing

Tables

Adding charts, diagrams, or tables

Working in a different language

Activating Access Data collection
What's new Getting started
Glossary Accessibility
Getting help Access projects

Attachments

Application deployment
Customizing

Expressions

Filtering and sorting
Queries

Security and privacy

Work with SharePoint sites
File and data management

Access Demos

All Access
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Database Security

When opening a database, Access 2007 provides a default Security Warning on the
message bar to protect against dangerous material that may be part of macros, action
gueries, or VBA code. Commands deemed “unsafe” are blocked by default and will
prompt a Security Alert dialog box to open with options for opening the database.
These features use the Trust Center under Access Options. Trusted Locations can
be added to the Trust Center to allow databases from those locations to be opened
without warnings and alerts.

Q Security Warning Certain content in the database has been disabled Options...

Microsoft Office Security Options

@ Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path: C:'\Documents and Settingsihak 122y Documents\Morthwind 20077.accdb

(%) Help protect me from unknown content {recommended)
) Enable this content

Open the Trust Center QK | l Cancel ]

Microsoft Office Trusted Location

Warning: This location will be treated as a trusted source for opening files, If you
change or add a location, make sure that the new location is secure.

Path:
|",..": \Program Files\Microsoft Office\Office 12VACCWIZ), |

Browse...

[] subfolders of this location are also trusted
Description:

Date and Time Created: &/2/2007 8:33PM

Ok ] [ Cancel
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Navigation Pane

The Navigation Pane replaces the database window in previous versions. This feature
shows what is in the database by grouping database objects. Objects can be organized
in several different ways including by Object Type, Tables and Related Views, and Date
Created. Custom groups can also be created and named as needed to organize the
objects in the database. The object lists within the groups can be expanded or collapsed
as needed. The Navigation Pane can be shown or hidden with the shutter bar in the
upper right or with the F11 key. A Search Bar can be displayed in the pane to locate
objects quickly.

The Navigation Options dialog box can be opened by right-clicking the top of or the
empty space within the Navigation Pane. This dialog box provides options for use.

All Access Objects v «
Mavigate To Category i
Marthwind Traders

+  Dbject Type
Tables and Related Views I

LCreated Date
Modified Date

Filter By Group
Tables
Dueries

Forms

Reports

Macros T
Modules

v All Access Objects

Navigation Options

Grouping Options
Click on a Category to change the Category display order or to add groups
Categories Groups for "Tables and Related Views"™
Tables and Related Views Employess S
Object Type Shippers
Morthwind Traders Customers
Orders
Products
Orders Status
Order Details
Order Details Status 2
Display Options Open Objects with
[] show Hidden Chjects [ | Show System Objects () single-dick (%) Double-dick
[ show Search Bar
oK ] [ Cancel ]
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Tabbed Display

The default format of Access 2007 allows multiple database objects to be open in the
same window using tabs for easier management. Objects may still be displayed in
floating windows as well if preferred using the Current Database category of the
Access Options.

E Custumers‘@ Inventory E_E_.| Employee List ﬂ Product Category 5ales by Month

9 Employee List

MNew Employee Coliect Data via E-mail

ID - | FirstName - | LastName -~ E-mail Address ~ | Busines:
P~ ndrew Cencini andrew@northwindtraders.cor (123)555-0
1 Nancy Freehafer nancy@northwindtraders.com |(123)555-0
8/ Laura Giussani laura@northwindtraders.com |(123)555-0
9 Anne Hellung-Larsen anne@northwindtraders.com |(123)555-0
[ L P L P e b i A e m s e e f4anicece

Creating New Database Objects

The Create Tab is the new location from which all database objects can be created. It is
grouped by object type and provides all of the options previously seen in the database
window. Selecting the Table, Form, or Report commands will automatically create a
new basic object to begin working with, while the selecting Query Wizard will open up a
New Query dialog box to make a more detailed selection before creating the query.

—
: Home Create External Data Database Tools Datasheet

i} —— E ﬂEPivUtChar‘t E E =l Labels . @ @
b B S t | Blank Report o

— |=_-|E»Ianh:Fnrm
Table Table  5SharePoint Table Form  Split  Multiple Form Report Report | Query Query Macro
Templates = Lists~  Design Form  Items ?IMWEFU"T‘S Design QREpnrthzard Design || Wizard Design =
Tables Forms Reports Other

Simple Query Wizard
Crosstab Query Wizard

- Fird Duplicates Query Wizard
Find Unmatched Query Wizard

E Custumers‘k@ Inventory on Huld‘ E Tahle‘l‘

1D - Add New Field
* {Mew)

This wizard creates a select query
from the fields vou pick,

Gk l’ Cancel ]
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Enhanced Filtering

Automatic data filters for text, numbers, and dates are now incorporated in tables,
gueries, and certain forms using the Datasheet View. These filters can be utilized by
clicking on the filter drop down that is located next to a field name. Additional filtering
options (determined by data type) can be seen by right-clicking on a data value.

lob Title - Pusiness Phu -  Home Phone - | Mobi
Owner 4| sortAtoz

Owner Z)| sotzton
Purchasing Represent] ..

Purchasing Manager

Text Filters [ 2

Owner
Purchasing Manager (Select All
. {Blanks)
P hasi R 1 Accounting Assistant

urchasing Represen Accounting Manager
Purchasing Manager Owner
Purchasing Manager Purchasing Assistant
Purchasing Manager Purchasing Manager

Purchasing Manager Purchasing Representative

Purchasing Represent

Purchasing Represent
Purchasing Manager
Purchasing Represent

[ QK ] l Cancel

Split Forms

Two views of the same data can be displayed next to each other using a Split Form.
This type of form formatting provides both a Form View and a Datasheet View
connected to the same data source and split with a moveable Splitter Bar. The parts of
the form are synchronized at all times so fields can be selected and edited
simultaneously, as the form allows. Existing forms can be turned into split forms by
accessing the property sheet of the form and changing the Default View.

-5| Customers ',
rFy
(7 - Customers
b
1D: 1 City: Seattle
Form Company: Company A State/Province: |WA
View Last Name: Bedecs ZIP/Postal Code: (99999
First Mame: Anna Country/Region: |USA
E-mail Address: Web Page: v
SplitterBar —pp —+————
d ID -~ Company ~-| LastName ~ | FirstName - E-mail Address - Job Title ~ | Business Phi ~ |Home Phone - | Mobile
D h 1 Company A Bedecs Anna Owner (123)555-0100
ata}s eet 2 Company B Gratacos Solsol Antonio Owner (123)555-0100
View 3 CompanyC  Axen Thomas Purchasing Representati (123)553-0100
4 CompanyD  Lee Christina Purchasing Manager  (123)555-0100
- - R " .. e - femmieee Aenn

Access 2007 Overview 11



Layout View

The Layout View is a new view for forms and reports. This view provides a way to
make design changes while displaying data. While this view does not take the place of
Design View, but it does allow for control formatting to be done without having to toggle

back and forth. This view can be selected using the view button on the Home tab or the
view button on the on the Status Bar.

; D il It
= =L -
=3 Cop
["Wiew | Paste
# Forn
Report View

1
AEEEEE
o~ |:| 1
&

EEGER

Print Preview

Layout View

Design View

When the Layout View is used it opens up contextual Layout Tools tab for the form or
report being modified. The tools located on the contextual tabs are not exactly the same
as those provided in Design View, but they do allow for certain formatting to done.

J;\*.I = 5 Report Layout Tools
il
_,/I Home Create External Data Database Tools Format Arrange Page Setup
7 A - A7l o
Bl [ ) Pa— - ﬂ gy = Totak
- =2 S {1 Hide De
Wiew B 7 U|IE == Conditional $ 8% w502 ;00| | Group
- _ s = = & sort
Views Font Formatting Grouping & Totz
¥ El Inventory List l% Customers Split Form i {2l Employee Address E-o-ok
_____________________________________________
;.ﬂmdrew Cencini 4 ?123 2nd Avenue Bellevue
! Mancy Freehafer , 123 1st Avenue Seattle
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Sorting, Filtering, Grouping, and Totaling in Reports
Access 2007 provides various new features that allow for greater report interactivity
including, sorting, filtering, grouping, and adding totals to data.

Sorting and filtering options can be found both on the Ribbon and on a shortcut menu
displayed by right-clicking field names or data values. Commands for sorting and
filtering are available in Report View, Layout View, and Design View.

2 LT W7 Selection ~ 2
! V3 Advanced ~ 2| 23
Filter _
Tagagle Fitter 3 I
Sort B Filter 3] 2l
Report View =
4 7l
|1 X Totals = :
=2y Al
B 79 Hide Details
Group ;
& %ort "
Grouping & Totals
Layout View and Design View

\

Copy

Group On Order Date

Total Crder Date b
Shortcut Menu-
varies per view
(most robust in
Layout View)

Sort Oldest to Newest

>

Sort Mewest to Oldest

Date Filters b
Equals 2/23/2006

Does Mot Equal 2/23/2006

On or Before 2/23/2006

On or After 2/23/2006 )

Grouping can be used to arrange related details in a report. This can be done in Layout
View or in Design View by selecting the Group & Sort command on the Ribbon which
will open the Group, Sort, and Total pane below the report.

Group, Sort, and Total

from smallest to largest ™ « More &

|§|Su::nrt|::l11-r OrderID ™

[£= add a group

4] add a sort

Group, Sort, and Total

Sort by Order ID
| Group on select field ™

Access 2007 Overview

Order ID
Order Date
SaleAmount
ComparyMame
Shipped Date
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Access 2007 allows totals to be calculated without having to create calculated controls.
Totals can be calculated at the group level or as grand totals for the entire report using
the Group, Sort, and Total pane, the Totals command on the Ribbon, or by using the
Total command on the shortcut menu displayed by right-clicking a data value. Access
will automatically create the appropriate text box and control source for the calculation
in the appropriate group or report footer.

ALY L

$1,560.00
Company CC

52,490.00
Company F

aroup, Sort, and Total

Sort by Order ID

10

Type

Totals
Total On

Sum

[] show Grand Total

[ ] show group totals as %% of Grand Total
[ ] show in group header

[ 1 show in group footer

.| Group on SaleAmount ™ from smallest to largest ™ ¢ by entire value ™ ¢ with SaleAmount totaled ™, with tile Sales Amount ,

with a header section ™ » without a footer section ™ » do not keep group together on one page ™ ¢ Less

External Data Tab

The External Data tab provides commands that can be used to import or export data.
Many of these tools were previously located under the file menu. There are additional
tools here that allow collaboration with other Microsoft products like Outlook 2007 and

SharePoint services.

3
—"  Home Create External Data Database Tools Datasheet
I‘j “, '=| JTextFlle 'I'j M T 1, Wwo a7 | &y Discard Changes :E?l
xr - { N - -
< XML File &/ sl Sl 9 m " Text File B P d
Saved | Access  Excel SharePamt = Saved Excel SharePoint PDF = Create Manage Move to
Impaorts List "_;l Mare ™ | Exports List orXps tpeMore~ E-mail Replies : SharePoint
Import Export Collect Data SharePaoint Lists
Database Tools Tab
The Database Tools tab includes tools from several different locations in previous
versions. Applying code can be done here by writing VBA or creating Macros. The
Relationships window can be opened from this tab. Many of the database utilities that
were previously found under the tools menu are located on this tab as well.
> Home Create External Data Database Toals Datasheet
sem g Run Macro =] 2 Database Documenter s (4 [ .} Switchboard Manager 7]
ﬂ - S ol ; ﬁ Ly : o :
3¢ Create Shortcut Menu from Macre _‘:,jl:lbject Dependencies -:_:_—"I#.nal],-ze Performance (4% Encrypt with Password ¥
Visual Relationships 50l Access hed T e, . Make
Basic =s5age Ba 1 Analyze Table Server Database ' & Add-ins = ACCDE
Macro Show/Hide Analyze Mave Data Database Toals

Access 2007 Overview

14



Other New Functionality and Discontinued Features

Two new data types have been added to Access 2007 to allow for increased
functionality. One new data type allows data fields to store attachment documents or
other files. The other new data type will accept multiple data values in a field.

Although the new version does have added functionality, it is important to note that
some features from previous versions are no longer applicable in Access 2007. The
new file format does NOT support database replication. User-level security is not
supported unless it was setup in a previous version and the database was NOT
converted to the 2007 file format. Switchboard forms created in earlier versions will
still support some functions, but will NOT support commands such as “display database
window” as this feature no longer exists. An alternative to using this command is to use
the Navigation Pane to create and display custom groups of database objects.

Access 2003 to Access 2007 Command Reference Guide
http://office.microsoft.com/en-us/access/HA102388991033.aspx
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Technology Training Resources

To look for more advanced sessions of today’s training topic visit:
http://its.psu.edu/training/catalog/

To browse or register for future technology training visit:
http://its.psu.edu/training/

To learn about Training On Demand (sessions upon request for groups of 5 or more) visit:
http://its.psu.edu/training/ondemand/

To browse or join in online discussions about technology topics at Penn State visit:
http://technologytraining.psu.edu/

To learn about or subscribe to receive training news (RSS) feeds through
your news aggregator visit:
http://its.psu.edu/training/rss/

To join the Training News List and receive monthly e-mail notification of all upcoming
technology training opportunities, send a blank e-mail to:
L-TRAINING-NEWS-SUBSCRIBE-REQUEST@LISTS.PSU.EDU

To find free online books on a variety of popular technology topics visit:
http://proquest.safaribooksonline.com/

To explore hundreds of free video tutorials that are available for self-paced learning visit:
http://its.psu.edu/training/lynda/

Follow us on Twitter at http://twitter.com/psulTStraining/

Become a Facebook fan of ITS Technology Training at
http://www.facebook.com/psuitstraining/

Technology Help Resources

To contact the ITS Help Desk with general technology-related questions e-mail:
helpdesk@psu.edu

To search for technology-related information in the ITS Knowledge Base visit:
http://kb.its.psu.edu/

PENNSTATE
i)

Technology Training Provided by ITS Training Services
23 Willard Building e University Park, PA 16802
Phone: (814) 863-9522 e Fax: (814) 865-3556 e itstraining@psu.edu

\4 Nl

Visit the ITS Training Services Web site at
http://its.psu.edu/training/
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