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Aims and Learning Objectives 

This course provides participants with the basic skills necessary to develop a simple Access 
2010 database.  

The core learning objectives for this course are to: 

 gain an understanding of necessary relational database concepts; 

 create and use tables and set relationships between tables; 

 import external data; 

 create and use queries to manipulate the data; 

 create data entry forms; 

 create reports to present data in an attractive format using grouping and sorting options; 

 create mailing labels. 

Note: this document will be of little or no use to those using Access 2003 or earlier 
versions; those using Access 2007 will find that the Microsoft Office Button has been 
replaced by a File tab in the Ribbon and that many Ribbon items have moved, mostly to 
new locations within the same Ribbon tab, but should have no real problems. 



Using and designing Access 2010 databases (acc-29)  

 

Using and designing Access 2010 databases (February 2011) 

 © 2011 University of Bristol.  

  

Document information 

Course files 

This document and any associated practice files (if needed) are available on the web. To find 
these, go to www.bristol.ac.uk/is/learning/resources and in the Keyword box, type the document 
code given in brackets at the top of this page. 

 

Related documentation 

Other related documents are available from the web at: 

http://www.bristol.ac.uk/is/learning/resources 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 2.0 UK: 
England & Wales Licence (http://creativecommons.org/licences/by-nc-sa/2.0/uk/). Its “original author” is the 
University of Bristol which should be acknowledged as such in any derivative work. 

http://www.bristol.ac.uk/is/learning/resources
http://www.bristol.ac.uk/is/learning/resources
http://creativecommons.org/licences/by-nc-sa/2.0/uk/


Using and designing Access 2010 databases (acc-29)  

 

  

Contents 

Document information 

Task 1 Opening the Student2010 database ........................................................ 1 

Opening Access 2010 ....................................................................... 1 

Task 2 The Navigation pane and setting tabbed display .................................. 3 

Task 3 Working with tables .................................................................................. 5 

What should I know about tables before I start? ............................ 5 

Viewing data in a table ...................................................................... 5 

Sorting, navigating and finding records .......................................... 6 

Entering and modifying data ............................................................ 7 

Task 4 Create a new table and set the primary key ........................................... 9 

What do I need to know about creating tables before I start? ...... 9 

Create a new table to hold marks information .............................. 10 

Add the primary key ........................................................................ 11 

Adding data to the Marks table ...................................................... 12 

Task 5 Relationships within a database ........................................................... 13 

What do I need to know about relationships before I start? ....... 13 

Looking at the current relationships in the Student database .... 13 

Creating a relationship between students and marks ................. 14 

Looking at linked data in table view (sub-datasheet) ................... 15 

Task 6 Importing data from a non-Access source........................................... 16 

What do I need to know about importing data before I begin? ... 16 

Importing data to a new table ......................................................... 17 

Importing dates ................................................................................ 18 

Spell Check wizard .......................................................................... 19 

Autocorrect ...................................................................................... 19 

Task 7 Customising a table ............................................................................... 20 

Task 8 Create single and multi-table select queries ....................................... 22 

What do I need to know about queries before I start? ................. 22 

Select queries using simple criteria .............................................. 22 

Finding blank fields and sorting data ............................................ 24 

Saving a query ................................................................................. 24 

Using more than one criteria .......................................................... 25 

Queries using more than one table................................................ 25 

Task 9 Create a query to calculate totals ......................................................... 26 

Task 10 Create a query with an expression ....................................................... 27 

Creating a numerical expression ................................................... 27 

Creating a text expression .............................................................. 27 

Task 11 Create an Update query ......................................................................... 29 

What do I need to know about action queries before I start? ..... 29 

Task 12 Create a Parameter query ...................................................................... 31 

file:///C:/Documents%20and%20Settings/ismcj/Desktop/acc-29t.doc%23_Toc311035951
file:///C:/Documents%20and%20Settings/ismcj/Desktop/acc-29t.doc%23_Toc311035952


Using and designing Access 2010 databases (acc-29)  

 

  

Simple parameter search ................................................................ 31 

Parameter and wildcard search ..................................................... 31 

Task 13 Using Forms ............................................................................................ 32 

What do I need to know about forms before I start? .................... 32 

Opening a pre-existing form ........................................................... 32 

Features on the Student form ......................................................... 33 

Finding data ..................................................................................... 33 

Switching between Form and Datasheet View .............................. 34 

Task 14 Create a form with subform using Form Wizard .................................. 35 

What do I need to know about subforms before I start? ............. 35 

Creating a form with a subform using Form Wizard .................... 35 

Form, subform and form/subform join properties ........................ 37 

Task 15 Customising a form - basics ................................................................. 39 

What do I need to know before I start customising a form? ....... 39 

Moving and resizing ........................................................................ 39 

Formatting options .......................................................................... 40 

Controls and adding new objects .................................................. 41 

Format Painter ................................................................................. 42 

Selecting and formatting multiple fields ....................................... 42 

Aligning and sizing objects ............................................................ 43 

Resizing and repositionsing the subform ..................................... 43 

Task 16 Customising a form – more advanced methods.................................. 45 

Properties ......................................................................................... 45 

Locking fields and removing them from the tabbing list ............. 46 

Changing the order of data entry (tabbing order) ........................ 46 

Adding an image .............................................................................. 47 

Task 17 Add a dropdown box .............................................................................. 48 

Limit to List ...................................................................................... 49 

Disallowing null values ................................................................... 49 

Task 18 Add a calculation to a form ................................................................... 51 

A simple calculation ........................................................................ 51 

Using the previous calculation in a subsequent calculation ...... 51 

Conditional calculations ................................................................. 52 

Task 19 Using filters ............................................................................................. 53 

What do I need to know about filters before I start? .................... 53 

Selection filter on a whole field ...................................................... 53 

Selection filter on only part of a field ............................................. 54 

Selection filter using more than one filter ..................................... 55 

Filter By Form .................................................................................. 55 

Filter records by using Advanced Filter/Sort ................................ 57 

Task 20 Using and creating reports .................................................................... 58 

What do I need to know about reports before I start? ................. 58 

Viewing existing reports ................................................................. 58 

Creating a report using Report Wizard .......................................... 59 

file:///C:/Documents%20and%20Settings/ismcj/Desktop/acc-29t.doc%23_Toc311036000


Using and designing Access 2010 databases (acc-29)  

 

  

Task 21 Customising a report ............................................................................. 61 

Look at the design of an example report ....................................... 61 

Redesigning the report you created earlier .................................. 62 

Task 22 Produce mailing labels .......................................................................... 66 

Task 23 More table practice (optional task) ....................................................... 68 

Default date ...................................................................................... 68 

Table Lookup using another table ................................................. 68 

Table Look up using a specified list of values ............................. 69 

Table Lookup using values from the same table .......................... 69 

Task 24 More easy queries (optional task) ......................................................... 70 

The not operator .............................................................................. 70 

Date expressions ............................................................................. 70 

Using Functions .............................................................................. 70 

More Grouping ................................................................................. 70 

Task 25 More advanced queries (optional task) ................................................ 71 

Finding a person’s age using a simple date expression ............. 71 

Finding a person’s age using the Datediff function ..................... 71 

Rounding (as well as basing one calculated field on another) ... 71 

Date difference in months .............................................................. 71 

Set properties on an expression .................................................... 71 

Crosstab query using the Crosstab Query Wizard ....................... 72 

Customising a crosstab query using the QBE grid ...................... 72 

Outer Joins ....................................................................................... 72 

Task 26 More advanced forms (optional task) ................................................... 73 

Adding a calculation ....................................................................... 73 

Adding a tab control to a form ....................................................... 73 

Creating a calendar on a form ........................................................ 73 

 



Click here to download full PDF material

https://www.computer-pdf.com/database/138-tutorial-using-and-designing-access-2010-databases.html

