
Access Basic

Introduction

Filetypes

Why a db?
Excel and Access

Nr of records
Working with specific objects
Integrity of data
Repetition of data

What is a RDBMS

Relationships
PK, FK
Referential Integrity

Environment

Views / Modes

Datasheet
Design
SQL
Pivot Table
Pivot Chart

Customizing

password
navigation
format
.../...

Ribbons - contextual ribbons

Database window or navigation pane

Working with objects

export / import

Getting to know Tables

Navigation - selections

Editing - adding records - deleting

Sorting

Searching

Filtering

autofilter
filter by selection
filter by form
use of operators

Formatting

Designing Tables

Field & field names

special characters and spaces
prefixes
system

Field types

Text
Text

Memo
Hyperlink

Number
Number

Currency
Autonumber

Date/Time

Other
Yes/No

OLE
Attachment

Field properties

Length
Formatting

Caption
Required

Validation
Indexing

Input mask
Lookup wizard and comboboxes

ExerciseMy Multimedia accdb or mdb

Queries

Definition and different reasons to use queries

Selecting fields

Selecting records or filtering with criteria

Sorting on multiple fields

Merging information from different tables

Preparing other queries, forms, reports

using user input with parameters

using calculated fields

grouping and (sub)totalling

analysing with pivot tables

Changing data with action queries

Using wizards to create forms
Forms

Form with subform

Using wizards to create reports
Simple report

Report with grouping
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