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MS Access 2010 tutorial 2

	1. Overview about the  program
Create a new database
• Open Access.
• Choose Blank Database, located beneath the Available Templates heading.
o If you don’t see Available Templates, Click on New on the left side of the screen and it
will appear.
• On the right side of the window, create a
filename in place of the default filename
(usually Database1) and click on the
folder icon to the right to locate where
you’d like to save the file on your
computer.
• Click Create when done.
 


	2. A blank table  appears onscreen, ready to be populated with data.
3
 


	3. About the access  window
4
 


	4. 5
Ribbon
The ribbon, which  spans across the top of the Access screen, replaces the old Menu Bar and
toolbars used in Microsoft Office programs up through version 2003.
It organizes related functions into tabs. Those related functions are further organized into
groups. The Home tab, for instance, has a Text Formatting group that contains formatting
options for adjusting font, font size, bold face, underline and italics.
Quick Access Toolbar:
 This is a customizable toolbar at the top of the screen that provides access to commonly
use functions such as Save or Undo Last Action.
 Clicking on the down arrow gives you access to other common functions that you can
add to the toolbar.
Contextual Command Tabs:
 Contextual command tabs display in yellow and provide access to options that
pertain to a just completed action. If you open up a table, for instance, a Table Tools
tab appears, offering you functions for manipulating the datasheet. This tab would
not be necessary if the table was not open, and so it doesn’t appear otherwise.
 


	5. 6
The Navigation Pane:
List  of saved tables
Navigate among database objects
The Navigation Pane is the area on screen where you go to access or create your tables, forms,
queries, reports, etc. Clicking on the down arrow in the upper right corner of the pane provides
access to these various objects.
Security Warnings:
When you open a database, you’ll see a Security Warning beneath the ribbon. Access explains
that database content that could be harmful has been disabled. If you trust the source of the
database, you can enable the content by clicking on Options and choosing Enable content.
By not clicking it, you will be unable to access certain features that would involve the
disabled “active content.”
You may get additional security warnings asking if
you want to make the database a Trusted Document
(for instance, if the database is located on a network
server and therefore vulnerable to malicious
programming by others).
If you feel safe to do so, you can click Yes, which means that the database will open in the future
without any warnings or prompts about potentially harmful content.
 


	6. 5
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