StateUNIVERSITY o

University Information
Technology Services

Microsoft Office Access 2013

Intro to Access 2013

University Information Technology Services

Training, Outreach, Learning Technologies and Video Production




Copyright © 2014 KSU Department of University Information Technology Services

This document may be downloaded, printed, or copied for educational use without further permission of the
University Information Technology Services Department (UITS), provided the content is not modified and this
statement is not removed. Any use not stated above requires the written consent of the UITS Department.
The distribution of a copy of this document via the Internet or other electronic medium without the written
permission of the KSU - UITS Department is expressly prohibited.

Published by Kennesaw State University — UITS 2014
The publisher makes no warranties as to the accuracy of the material contained in this document and
therefore is not responsible for any damages or liabilities incurred from its use.

Microsoft product screenshot(s) reprinted with permission from Microsoft Corporation.

Microsoft, Microsoft Office, and Microsoft Access are trademarks of the Microsoft Corporation.




University Information Technology Services
Microsoft Office Access 2013

Intro to Access 2013

Table of Contents
INEFOTUCTION <.ttt et e e ettt e e ab e e ab e e e bb e e e b b e e s bt e e e abeeeeabteeembbeeeabeeesabeeeaaneesanseesanneenas 4
M T a1 e T 0] o JT=T ot VPP 4
The OffiCe 2013 INTEITACE ....eeeeieiieee et ettt et e s et e et e e s bt e e s bt e s eabeeseabeesasbeesnneesnneenas 5

ThE BACKSTAZE VIBW .eeiiiiiiiiiiiiiiie ettt ettt s et e sttt e e st a e e e e sttt e e e s e asta e e e e abaeeeesabaeeeesassaeesenssaaeeeansseeeesanssnnesanns 5
THE RIDDON <.ttt e et e e e bt e e s bt e e et e e e e bt e e e abeeeeabeeeeabeeeeabeesanneesanneenas 7
(O oF AT aY - T D E N - | o I ] PSR 8
(O oF LT a Y= T - | o] (TP 9
Things to Remember When Creating @ Table ... .ttt ettt e e s e e e e saaaeeeean 11
[ S 10 0T T a2 (=TSO TRTRTTRRRRRRRRRR 11
[ g o] gl I = PP UUPRPRRPPIOt 12
(D T2 ol §] o1 4 T0] o |- UOT TR 14
Ao Ko 1T g Y= ST T=1 o £ SRS 15
DETAUIT VAlUBS ...ttt sttt e s bt e e a bt e e bt e e e bt e e e bt e e e abte e e bt e e eabeeseabeeseabeeenabeesanbeesnneas 16
Creating @ Drop-DOWN LiST......ccooiiiiiie i e ettt e s e e e e e e ettt eeeeeeeeeeeataaa e eeeeereeatanaaaeseeeeernnnnnnnn 18
0pening and CloSiNg the Table ... .. e e e e e e e e e e e e e s esntrraeeeeeeeeesennraeaeeeeens 20

ENtering Data iNto the Tabl@ ... et e e e e e et r e e e e e e ees e atsraeeeeeeeesesansraneeeeeesennnns 20

PN Lo [ A To T =1 I XY ] = [ Lol < 23



Introduction

Microsoft Access 2013 allows people to effectively and efficiently organize data. The various
sections presented in this document will help you to build a solid knowledge foundation of the

software.

This booklet is the companion document to the Intro to Access 2013 workshop. It includes an
introduction to the Microsoft Access 2013 interface and covers the various aspects of database

creation and management in Access 2013.

Learning Objectives
After completing the instructions in this booklet, you will be able to:

Identify the components of the Access 2013 interface.
Create a new database.

Understand how to create a table.

Know the purpose of the primary key.

Implement error traps.

Enter descriptions for fields.

Understand how to add fields.

Know how to enter various types of data into the table.
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The Office 2013 Interface

The Office 2013 interface is very similar to the Office 2010 interface, with a few minor changes. The following
describes the Office 2013 interface.

The Backstage View

The Backstage view is more prominent in Access 2013. When first opening the program, the user will be

presented with options to open recent documents, start a new blank database, or select from a number of
database templates (see Figure 1).
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Figure 1 - Backstage View (First opening Access 2013)
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