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Welcome to Your Access Intermediate Training Course  

 Understand Relational Databases 

 Link tables and query multiple tables 

 Create and use advanced queries 

 Create query calculations in queries 

 Design forms and include advanced controls 

 Create and group reports and include summary calculations 
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Unit 1: Creating a relational database 

 

In this unit you will learn how to: 

 

 Set relationships between tables 

 Create relationship types 

 Set referential integrity between tables 

 

Set relationships between tables  
 

Why create relationships between tables? 

 

Access is a relational database. It allows multiple tables to be linked with each other 

via common fields. The links can be made from the relationship diagram (Database 

Tools, Relationships) and the linking fields must have the same data type. 

 

Quite often the Primary Key from one table is linked to the same filed in another 

table (termed a foreign key). 

 

But why is do we have to multiple tables in the first place?  

 

The main reason for creating databases with several tables is to avoid duplication 

of data and allow changes to be made most efficiently. 

 

In this example suppose there are 300 employees and 10 departments. Without the 

department table the name, location and floor would have to be input 300 times. 

With the 2 tables only the DepartmentID needs to be entered.  
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And in the future if a department location and floor changes there is no need to 

edit each employee record. 

 

 

Relationship types 

 

One to Many 

When a primary key field is linked to a foreign field in a second table a one to many 

relationship is created. For example 

 

One employee has many orders.  

One order has many order detail records. 

One customer has many orders. 

 

One to One 

When a primary key field in one table is linked to a primary key field in another 

then a One to One relationship is created. For example  

 

 Employee records linked to payroll records. 
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The reason herefor creatign a one to one relationship is to keep the payroll data 

separate from the main employee data.  It would make sence to have both cascade 

update ans delete on for these tables. 

 

 

 

Many to Many 

A further type of relationship that occurs in a relational database is called many to 

many. 

For example,  

Many customers can buy from one sales employee and many sales employee can 

sell to one customer. 

 

So there is a many to many relationship between tblCustomers and tblEmployee.  

 

However, there are no common fields between these tables so they can’t be linked 

directly. What is needed is a third table called a conjunction table (or mapping 

table). 
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The table tblOrder is the conjunction table that links between two tables in a many 

to many relationship. 

 

Queries or reports can then be set up to show customers for each employee: 

 

 

 

or employees for each customer: 
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 To make this data easier to read a query property called unique values is set to 

yes. (no duplicate records). 

 

Join Type 

As well as there are different types of relationship there are also different types of 

join. 

The default join type is called an inner join where queries produce only data that is 

matched by both tables. For example, when querying customers and orders a query 

shows customers that have orders and not customers that haven’t.  

 

Join Type is covered in more detail in the next unit. 

 

Referential integrity between tables 

 

 

 

Once a relationship is cerated between 2 tables there futher options become 

available for controlling how data is entered or removed from the tables. 

 

Enforce Referential Integrity – Ticking this option prevents data being entered 

into the secondary table (tblEmployee)  if it the EmployeeID doesn’t exist in the 

primary table (tblOrder). 

 

In addition a record fom the Primarty tabel cannot be deleted if there are records 

in the seconday table with that EmployeeID. 
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Casecade Update - Ticking this option changes an EmployeeID in the seconday 

table if the EmployeeID filed is changed in the seconday table. 

 

Cascade Delete – Ticking this option deletes all related records if a record in the 

primary table is deleted. 

  

It would be prefereable to include both cascade update and casdade delete when 

linking tblOrders to tblOrderDetails. 

  

 

        

Supposing an order is cancelled then deleting the order record will in turn remove 

related records for that order held in the secondary table (tblOrderDetails).  
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Unit 2: Working with Related Tables 

 

In this unit you will learn how to: 

 

 Use the Lookup Wizard to create a lookup field list 

 Use Design view to modify lookup field properties. 

 

The Lookup Wizard 
 

Lookup fields are very useful for data entry. They help to avoid invalid data being 

entered into tables and forms. They can be set to lookup into a different table and 

can even display several columns of data. The field that stores the data is called the 

bound column. 

 

For example, from the Orderingdb database open tblEmployee in design view. 

We can change the Gender field to a Lookup by right clicking on its Data Type and 

choosing Lookup Wizard. 

 

 

 

Access offers 2 choices; to look up from a different table or to create a lookup by 

typing in the values. For the Gender field choose the second option. 
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You can then type M and F as the values to choose from and click Next. 

 

 

 

Select Limit to List if you want to prevent other values being typed (such as Male 

or Female) 

 

Click Finish and you will see the lookup field in Datasheet view. 

 

 

 



 

www.MicrosoftTraining.net 0207 987 3777 9 

If you want to add other entries, then in Design view select the Gender field and 

click the Lookup tab at the bottom of the screen. 

Select the Row Source property and enter a new value: 

 

 

 

Lookups into another table 

 

Lookup fields can just as easily be made to lookup data from another table or query. 

The data must have the same data type but can be a different field name. 

 

For example, in the Practice Linking database, Personal Details table you can create 

a lookup for the Job Code field. Provided there are no relationships you can use 

the Lookup Wizard. 

 

  

 

Choose the first option ‘I want the lookup field to get values from another table’. 

 On the next screen choose the Job Details table then choose the fields to display 

in the lookup. 
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Choose Job Code and Job Title. 

On the next screen remove the tick for hiding the key field. 

Click Finish to create the lookup. 

After saving the table design you can view the lookup field in Datasheet view 

 

 

 

Changes such as the column widths or the number of columns in the lookup can 

then be made in Table design view. 

 

Using Design view to modify Lookup field properties 

 

Lookup field properties can be altered from table design view. They can also be 

created from scratch without the need for the Lookup Wizard. This is especially 

convenient when the lookup field is already linked to another table in the database. 

 

In this example a lookup to the Site Code is created in the Personal Details table. 
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From Table design view select the Site Code field then click on the Lookup tab. 

 

 

Change the following properties: 

Row Source: Location Details 

Column Count:  2 

Column Widths: 2cm;4cm 

List Width: 6cm 

 

The Site Code field now displays as follows: 

 

If you ever want to hide a column such as the Site Code change its column width 

to 0cm. Remember the field is only hidden and not deleted so the Column Count 

is still 2 and the Bound Column (or the field storing the data for the lookup) still 

remains 1. 

Note that when you use the Lookup Wizard to lookup from another table then a 

relationship is automatically created. If you create a lookup by changing lookup 

properties a relationship is not created.    
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Unit 3: Defining data entry rules 

 

In this unit you will learn how to: 

 

 Use the Input Mask wizard 

 Setting field properties 

 Setting a Validation rule 

 

When data is entered into a table it often helps to add some control over what is 

typed in. 

Input masks are used to add additional characters or change the case of text. 

Validation rules can be included to restrict the range of data entered. There are 

further field properties that can be set to ensure a field is not left blank or that data 

is automatically entered if left blank. 

These data entry rules are set up from table design view.    

 

Use the Input Mask wizard 
When typing dates, it helps to have an input mask that types in the / symbols for 

you. When typing telephone numbers, it might help to automatically add spaces 

or brackets. 

 

For example, for the Date of Birth field select the Input Mask property then click on 

… 
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Choose Short Date. The Try It box shows how the Input mask will display. 

 

Remove 2 zeros from the year then press Finish. 

The Input Mask property then displays as 

  

00/00/00;0;_ 

 

In the second part of the code 0 means the extra characters are stored in the 

database. (1 means the / characters are display but not stored). 

 

The third part is the character used as the place holder. By default Access uses the 

underscore _. 

 

After saving the input mask this is how it appears in Datasheet view after saving 

the table and tabbing to the Date of Birth field.  

 

 

 

 

Input Mask Codes 

Here is a list of codes that are used when setting input masks.  

 

Character  Explanation  

0 Can enter a digit (0 to 9). 

9 Can enter a digit (0 to 9). 

# Can enter a digit, space, plus or minus sign. If skipped, Access enters 

a blank space. 

L Must enter a letter. 
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Character  Explanation  

? Can enter a letter. 

A Must enter a letter or a digit. 

A Can enter a letter or a digit. 

& Must enter either a character or a space. 

C Can enter characters or spaces.  

. , : ; - / Decimal and thousands placeholders, date and time separators.  

> Coverts all characters that follow to uppercase. 

< Converts all characters that follow to lowercase. 

\ Characters immediately following will be displayed literally.  

"" Characters enclosed in double quotation marks will be displayed 

literally. 

 

 

Examples of Input Mask 

This table shows a few examples of input masks. 

 

Input mask Example Notes 

(000) 000-0000 (206) 555-0199  

(999) 000-0000 (206) 555-0199 

or ( ) 555-0199 

Extension is optional 

> E4 9RU All letters upper case 

>L<?????????????? Maria Proper case 

ISBN 0-

&&&&&&&&&-0 

ISBN 1-55615-507-7  

>LL00000-0000 DB51392-0493 Start with 2 capital letters and 

8 numbers 

00/00/00 25/12/15  

00\->L<LL\-00 25-Dec-15  

\P000 P123 3 numbers starting with P 
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Setting field properties 

 

In Design view there are several properties that can be applied to each field. They 

vary depending on the data type.  For example, for the Surname in the tblEmployee 

table you can set the following: 

 

Required 

Required:   Yes 

Allow Zero Length: No  

 

 

 

Setting these properties makes Surname a mandatory field. It cannot be left blank. 
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Field Size 

Another property that can be set is Field Size. For Short Text fields the maximum 

field size is 255 character. In the tblDepartment table set Floor to a field size or 2. 

This prevents a number greater than 99 being entered. 

If you need to type more than 255 characters, for example paragraphs of notes or 

comments then change the data type to Long Text.   

 

Format 

As with the input mask property, the Format property can be set to display 

additional characters or change text to upper case.  

Here are some examples of how a Format setting changes the appearance of data. 

 

Data  Format Setting Result 

Number fields 

1 000 001 

1 \E000 E001 

Text fields 

London > LONDON 

 @;Unkonwn Unknown 

12345678 @@@-@@-

@@@@ 

123-45-6789 

Date/Time fields 

01/01/2016 ddd dd/mm/yy Fri 01/01/16 

 Short Time 15:00 

 Medium Time 03:00 PM 
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Unit 4: Use advanced query features 

 

In this unit you will learn how to: 

 

 Join tables in queries 

 Create a calculated field 

 Create action queries to add, delete, update and make tables. 

 

Join tables in queries 
 

Joining tables in design view 

 

When creating a query by Query Design Access will automatically try to create 

links between fields with the same name. For example, using the 

OrderingPracitceLinking database create a query for the tables tblEmployee and 

tblDepartment. 

 

   

 

Suppose you want to include the employee salary then add tblPayroll. This time 

there is no automatic link so create a link manually from EmplloyeeId to 

EmployeeID. 



18 0207 987 3777  www.MicrosoftTraining.net 

 

 

Now add a link line by joining EmployeeID and include the Salary in the query. 

  

 

 

Using the Query Wizard 

When creating queries on multiple tables with the Query wizard links between 

tables are not automatically created.  The tables would need to be added and linked 

in the Relationships diagram.  
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Adding tables to the relationships diagram allows 1 to many and 1 to 1 

relationships to be created with Enforced Referential Integrity set.  

 

 

This option prevents department id’s being added to tblEmployee that don’t exist 

in tblDepartment (or delectated from if they exist in tblEmployee). 

 

Once tables are added and linked in the relationship diagram then queries and 

reports can be created with the query wizard and report wizard.   
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Inner Joins 

An inner join is a join that selects only selects records from two tables that have 

matching values. It is sometime called a equi-join and it is the default join type in 

Access. 

 

 

 

For example, an inner join shows only the products that match with those in order 

details table (tblOrderDetails). 

 

Outer Joins 

An outer join displays all records from one table and only those records where 

values match from the other table. For example, all products and matching records 

in tblOrderDetails. 

 

  

Selected records (matching 

values) 

Products 
Order 

Details 
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To create an outer join double click on the join line and select ‘Include ALL records 

from tblProducts…” 

 

 

 

This is sometime called a left outer join because the primary table (or 1 table in a 1 

to many relationship) is conventionally placed on the left in the query. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note that with the outer join query two extra product id’s 011 and 013 are 

displayed.  These products do not have order Ids. 

  

Selected records (All Products 

and matching values) 

Products Order 

Details 
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To display only these products, add Is Null as a Criteria for the OrderId field 

 

A right outer join is the third join type option. ALL records from tblOderDetails and 

only those that match from tblProducts.  

 

This would show any records in tblOrderDetails where the product ids have been 

left blank. 

 

Self-Join Queries 

A self-join is a join that relates data within a table itself. As with other joins the 

fields that are  

inter related must have the same data type. 

 

For example, suppose an Employee table contains both an EmployeeID and a 

ManagerID You then wish to create a query showing the Employee names with 

their Manager’s name. 

 

First create a query bases on tblEmployee adding the Surname and Forename 

fields. 
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Now add tblEmployee again create a self-join between ManagerID and 

EmployeeID. 

It makes it clearer to change the name of the second table from Employee_1. 

To do that right click the tblEmployee_1 field list and choose Properties. Type 

Managers for the Alias property. 

 

 

Now add the query grid the Surname field from the Mangers field list. 

Finally change the caption property of the Managers Surname field to Manager. 

 

 

 

 

The result of this query shows employees together with their manager’s name. 
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Create calculated fields 

 

Calculations can be performed within a query by typing the expression at the top 

of a blank column. For example, suppose you wish to calculate the total cost of 

orders made by each salesperson. Start by creating a query and save it as 

qryOrdersbyEmployee including the fields shown below. 

  

 

 

At the top of the black column right click and choose Build… 
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Double click on fields to select them and add a name for the calculated field as 

follows: 

TotalCost:[Quantity]*[UnitCost].  

 

Combining fields (concatenation) 

 

A second example of a calculated field is to create the FullName rather than 

showing the employee names as separate columns. The calculated field combines 

or concatenates the two fields into one by using the & symbol. As before use the 

expression builder to avoid spelling errors: 

 

FullName:Forename & “ “ & [Surname] 

 

The space “ “ is added to separate the two names. 

 

Now delete the Forename and Surname and view the query. 
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This query can then be saved for later use to create a report of sales by each 

employee. 

 

Using Functions in calculations 

 

Functions can be included in query calculation. They can be selected with the 

expression builder and included into a calculated field.  For example, suppose a 

discount is to be given for quantities above a certain amount.  

 

To perform the discount calculation, use an IIF from Functions, built in Function 

(the extra I stands for Immediate). 
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After selecting the IIF function select the qryOrdersbyEmployee from the left 

column and complete the calculation as follows, naming the expression Discount. 

 

 

Finally select Properties and format the calculation as Currency. 

 

  

Create action queries 

 

 

 

 

The most common type of query is called a Select query. It is the default type used 

when a query is created. Select queries display results but don’t directly change 

tables.  

 

There are other types of queries called Action Queries that perform actions directly 

in tables. There are four types of Action queries: 
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Append query This type of query is used to append data from one table 

to another. 

 

Delete query  This type of query is used to delete records from tables 

based on specified criterion. 

 

Update query  This type of query is used to update data in different 

tables at the same time. 

 

Make-table query  This type of query is used to create a table from the 

result of a query. 

 

 

Another difference between Action and Select queries is that you must click on the 

Run (!) button rather than the Datasheet view. If you click only on Datasheet view 

you see the data before the Action query is performed.  

 

Example of action queries 

 

Suppose you want to transfer completed orders from one table to another. This 

can be done as follows using an Append and Delete query. 

 

Creating an Append Query 

 

First create a blank copy of the table tblOrders called tblOrdersCompleted. 

 

Change the OrderID field data type to Number. This allows the value of the OrderID 

to be retained. 

 

1. Select Create, Query Design 

2. Select tblOrders as the table to append from 

3. Click Append Query 

4. Choose tblOrdersCompleted as the table to append to. 
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5. Add all fields to the query grid. 

6. Now typing Yes (or TRUE) into the OrderComplete criterion will tell the 

query to only append completed records. 

 

Tip: To select all fields in the field list double click the title of the list. 

 

 

 

Now to run this Append query press the Run (!) button.  

 

A message appears alerting you that a table will be modified. 

 

 

 

After selecting Yes a second message informs you how many records will be 

appended. 
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Creating a Delete query 

 

The append query in the previous example copied the completed orders to a 

different table but didn’t actually move them. A delete action query can be set up 

to remove the completed order records. 

 

Follow these steps to create the delete query: 

 

1. Select Create, Query Design 

2. Select tblOrders as the table to delete from 

3. Click Delete Query 

4. Add all fields to the query grid. 

5. Now typing Yes (or TRUE) into the OrderComplete criterion will tell the 

query to only delete completed records. 

 

When you press the run button Access prompts twice to alert you that data is about 

to be deleted. 

 

 

 

Creating an Update query 

 

Another type of action query is an Update query. An Update query is used to 

directly change data held within a table. 
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For example, suppose you have a table containing salaries and you wish to increate 

all values by a given percentage. First create a query (in the Orderingdb) and 

choose the table tblPayroll. 

Click the Update query type and in the Update To option type: 

[Salary]*1.05 

 

 

     

 

To see the original values before running the update query click View. 

To update and increase all salaries by 5% click Run. 

 

Next you will be prompted to confirm that you want to update the salaries of all 20 

records. 
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Open tblPayroll to see that the salaries have changed. Take care not to press run a 

second time! 

An alternative and perhaps safer method is to create a new field in the tblPayroll 

called NewSalary. First insert the NewSalary field in tblPayroll table. 

 

 

Exercise 

 

1. Insert a new field called NewSalary at the end of the tblPayroll table. 

2. Create an update query to update the NewSalary field with the 5% salary 

increase. 

3. Run you query to view the new salary values. 

4. Save the query as qryCreateNewSalaries. 

 

 

 

Repeat the above exercise but this time use a MakeTable query to create a new 

table called tblPayRollNew. (Hint: create a select query first and then a calculated 

field called NewSalary). 
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Unit 5: Create advanced queries 

 

In this unit you will learn how to: 

 

 Find duplicate records 

 Find unmatched records in different table 

 Create cross-tab queries 

 Use parameter queries to view results based on criteria entered while 

running a query 

 Create indexes to speed up sorting and filtering data in tables  

 

 

Find duplicate records 

 

The Query wizard offers additional queries for perform specific operations.  

 

  

 

The find duplicates wizard can be useful for displays duplicate records and allowing 

you to choose which to remove from a table. 

 

For example, suppose you wish to find duplicate records accidentally entered into 

the tblEmployee table. (For example copy and paste employee 004 and 007 as new 

duplicate records). They have the same details but different employee ids. 

 

Select Create, Query Wizard 

Choose Find Duplicate Query Wizard and select tblEmployee 



34 0207 987 3777  www.MicrosoftTraining.net 

Click Next and then select the fields that contain duplicate values.  

Select Forename, Surname and DateofBirth 

 

 

 

Click Next and choose to view all fields in the result. 

Click Finish to see the duplicate records. 

 

From the resulting query you can see the duplicate records and choose which one 

to delete. The records deleted from this query will delete them from tblEmployee 

table. 

Find unmatched records in different tables 

 

The unmatched query wizard finds records from one table that no longer exit in 

another. 
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Supose you create a copy tblProducts and delete two products that are no longer 

available (011 and 013).  

 

After selecting Create, Query wizard, Find Unmatched query wizard 

Select the original table that contains those products (tblProducts). 

On the next screen select the new table (Copy of tblProducts). 

On the next screen select the ProductID as the common field between the two 

tables and press the <> button. 

 

 

 

Click Finish to see the unmatch recods. 
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The unmatched query wizard also can be used to show recods in the copied table 

that are not in the original tblProduct table.  To do that reverse the order of the 

tables selected.  

 

 

Create cross-tab queries 

 

Cross-tab queries have similarities with PivotTables. They can be used summarize 

either tables of queries by arranging the data into row and column headings. A 

numerical value can then be either summed, averaged or counted for each 

row/column category. 

 

 

 

For example for qryOrdersbyEmployee choose the following: 

 

Row heading: ProductName  
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Column Heading: Fullname 

TotalCost: Sum 

 

 

 

Included in the cross-tab table is an overall total of the row headings, in this case 

each Product. 

Swap row and column headings and a total for each employyee will be calculated. 

 

Use the Totals button to see the overal total for the table.  

 

 

 

 

Use parameter queries 

A parameter query displays results based on criteria specified when you run the 

query. 

For example, in the CheckOrders database a parameter query can be set up to ask 

for a Required Date to be entered. 
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Set up the query design as below entering the criteria for Required as 

 

[Required after?]  

 

 

Tip: Click on Parameters to check and validate the date 

entered. This allows dates in other formats to be entered (eg 

31-dec-97, 31.12.97).  

Multiple criteria 

 

More than one Parameter can be added. For example  

 

Between [Required after?] And [Required until?] 

 

 

Using indexes to speed up sorting and filtering data in tables 

 

With large database tables you can speed up filtering and sorting by adding an 

Index for the field you are sorting by.  
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An Index is a file that is not visible but acts as an aid with searching for values in 

field. Indexes are created in table design view. For example, use set up an index for 

the Customer field in tblChechOrders (CheckOrders database). 

 

 

Choose the option Yes (Duplicates OK).   
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Unit 6: Creating advanced form design 

 

In this unit you will learn how to: 

 

 Adding graphics to a form 

 Add calculations to a form 

 Aligning controls 

 Changing the tab order 

 Adding a combo box 

 

 

Use contros to add graphics to a form 

 

Control Type 

 

Adding graphics    Use the graphics control to add an image or logo to a form. 

 

 

Unbound Controls These controls are not linked to any field in a table or a 

query.  They are used to enhance the appearance of a form 

or to display information that isn’t linked to any field in a 

table or a query.  Graphics are unbound controls because 

they aren’t linked to any table or query. 

 

Bound Controls These controls are linked to a field in a table or a query.  They 

are used to display a field value, to accept a value in a field 

in a table or a query, or to modify the value of a field in a 

table or a query. 

Calculated Controls  These are used to display a calculated value based on one or 

more fields in a table or a query. 
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Image controls & unbound object frame controls 

Click the Unbound object frame control to add an image to the form header. Click 

Browse and choose the Outlander logo.   

 

 

Adding calculations in a form 

 

Use the ab Text box control to create a calculated field. 

Type Amount as the label 

 

=[Quantity]*[Unit_price] in the text box. 

 

Creating a calculated control in a form, use the Arrange tab to align boxes. 
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Right-click on field box and tab  
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Aligning controls in a form 

 

Select all the controls (CTRL + A), choose Stacked. 

 

OR 

Select controls individually (SHIFT + Click), choose appropriate alignment. 

 

 

  



44 0207 987 3777  www.MicrosoftTraining.net 

Adding a combo box to search records 
 

 

 

 

 

 

The combo box control offers a third option to search for data within a field. 

For example, use this option to create search box for the OrderID. 
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Tab order 

 

This is the order in which controls receive focus as the user presses the tab key 
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Unit 7: Use advanced report features 

 

In this unit you will learn how to: 

 

 Customize headers and footers 

 Set properties to group data  

 Use functions and calculated fields in reports 

 Embed a sub-report in a main report 

 

 

Creating customised headers and footers 
 

Report Header 
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Report Footer 

 

 

 

 

 

 

 

 

 

Conditional 

Formatting 

 

Attention can be drawn 

to specific data in a 

report by using 

conditional formatting.  

This feature only applies 

formatting to the value 

of a field if a specified criterion is met.  
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Set properties to group data 

 

 

Keep together property 

 

This can be used to ensure that a complete section of a report is always printed on 

the same page. 
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Group Footers 

 

When reports are grouped based on a given field you can use 

the group footer section to add information particular to that 

group, such as the group total for example. 
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Forcing a new page 
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Hide duplicate property  
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Use functions and calculated fields in reports 

 

DateDiff function 

 

DateDiff(“interval”, [date1],[date2]) 

 

For interval – y for difference between years. 

  m for difference between months. 

  d for difference between days. 

 

IIF function 

 

IIf( condition, value if true, value if false) 
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Working with SubReports 

 

You can use a SubReport to display data from two reports. 

Embedding a SubReport 
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Example Report 

Create the following report using the Orderingdb database. Use the Report wizard 

and base the report on all fields from qryOrdersByEmployee. 

  

 

 

The report is grouped by FullName and there is a summary total for the TotalCost 

field. 

 

From the report properties record source add a parameter that asks to enter an 

employee Fullname when the report is opened. (Pressing enter should show all 

employees). Use: 

Like [Enter employee fullname]& ”*” 

Calculate a bonus award of £1000 if the Total sales for an employee is greater than 

£40,000. 

Hint: Use the Ab tool and create a 

calculated field and including the 

IIFfunction. 
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Unit 8: Importing, Exporting and Linking Objects 

 

In this unit you will learn how to: 

 

 Importing from Excel 

 Importing Objects from Access 

 Exporting Objects to Access 

 Linking Access Tables 

 

 

Importing from Excel 
 

Instead of creating tables from scratch you may want to import already existing 

data in Excel into your Accees database. 

 

To import all of the data from a worksheet ensure the first row of the data contains 

unique column headings. 

 

Then in your database select External Data. 

In the Import & Link group of the ribbon choose Excel. 

 

 

 



56 0207 987 3777  www.MicrosoftTraining.net 

Click the Browse button and select the Excel workbook to import. 

 

On the next screen choose the sheet that contains the data. 

Note that if you want to import a selection of records than all the Excel data create 

a Named Range first in Excel for the records rquired. 

 

 

 

 

On the next screen ensure First Row contains Field Headings is selected 

 

On the next screen you have the option to format columns or even not include a 

column in the imported table. 

 

The next screen allows you to choose a Primary Key, let Access create one or choose 

not to have one for the imported table. 
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Finally name the imported table (Artists) 

 

You now have a new table withing the database.  

Importing objects from Access 
 

When creating a database, you can import objects (tables, forms, reports, queries) 

from an already existing database. 

 

As with importing from Excel start by clicking the External Data tab. 

Now click Access from the Import & Link group. 
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Choose the first option then click Browse to select the Access database from which 

you want to import objects. 

 

Press OK then you can choose the tables to import.  

 

 

 

If you want to import other objects click and select them from the other tabs before 

pressing OK. 

Use the Ctrl key for multiple selection. 

 

Now click OK and all the objects selected will now be imported into the current 

database. 

Exporting objects to Access 
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You may wish to export a table or another object to either an Access database or 

to Excel. 

To do this:   

Select the table (or other object) from the Navigation pane. 

Choose External Data, then choose Access from the Export group. 

Click Browse then select the Access file to export into 

Press Save. 

 

On the next screen choose whether the export the whole table or just the table 

definition.   

 

 

 

Click OK and then the Close button. 

Repeat the process to export other object. 

 

To Export to Excel do the same but choose External Data, Excel from the Export 

group. 

  

Linking Access Tables 

As well as importing and exporting object Access allows you to link to a table in 

another database (or to a sheet of an Excel workbook). This can be advantageeus 
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when many users wish to use the same data but to create their own reports, queries 

and forms. 

 

To link to a table of another daatabase select the External Data tab 

Choose Acces from the Import & Link group 

Select the second option – Link to data source by creatinf a linked tabel. 
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Click Browse to choose the database to link to, then OK. 

 

 

 

Now choose the table or tables to link to and press OK. 

 

Note that linked tables display a small blue arrow next to the table icon in the 

Navigatiopn pane. 

 

 

When you open a linked table the data displayed is coming from the other databse.  

Any data added or deleted will be added or deleted in the table of the source 

databse. 

 

However you cannot make changes to the table design. 

 

 

 

Changes tyo the table design must be made by opening the source table. 
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Linking to Excel 

 

In a similar way you can link to a worksheet in an Exce lworkbook. 

Choose External Data 

Click Excel from the Import & Link group 

 

Choose Link to data source by creatign a linked table. 

 

 

 

Hint: Click Append data to an existing table if you want to copy and append data 

instead of linking it.  

 

Browse and select the Excel file and choose the worksheet to link to.  
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Unlike with linking to an Access table, when linking to Excel changes cannot be 

made to data. 

 

You must open the source Excel worksheet to make changes to data or to its 

design. 

 

Linked Table Manger 

 

Changes to data are will normally update automatically.  

Use the Linked Table Manager if locations to tables have been changed and to view 

all the linked tables at once. 

 

Select External Data 

Linked Table Manager. 

 

 

 

Click OK to update a link location of a selected table. 
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Breaking a link 

 

If you no longer need to link to a table then: 

Right click the linked table in the Navigation pane 

Select Delete 

 

 

 

The dialog confirms that the link is being deleted and not the actual data in the 

source table. 

 

Quick Reference: Acccess Shortcuts 

 

 

 Command Keystroke 

Add new record Ctrl  + 

Builder Ctrl-F2 

Check/uncheck box or option button spacebar 

Close Ctrl-W 

Copy Ctrl-C 

Cut Ctrl-X 

Cut current line and copy to Clipboard Ctrl-Y 

Cycle through sections F6/Shift-F6 

Cycle through tab of each object's type (toggle) Ctrl-Tab/Shift-Ctrl-Tab 

Database window F11 

Delete current record Ctrl  - 

Edit/Navigation mode (toggle) F2 
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 Command Keystroke 

Exit subform and move to next/previous field in next 

record 

Ctrl-Tab/Shift-Tab 

Extend selection to next/previous record Shift-Down/Up 

File/Save As F12 

Find Ctrl-F 

Find Next Shift-F4 

Find Previous Shift-F3 

GoTo Ctrl-G 

Insert current date Ctrl  ; 

Insert current time Ctrl  : 

Insert default value Ctrl-Alt-spacebar 

Insert new line Ctrl-Enter 

Insert value from same field in previous record Ctrl  ' 

Menu bar F10 

Move to beginning/end of multiple-line field Ctrl-Home/End 

Move to current field in first/last record (Navigation 

mode) 

Ctrl-Up/Down 

Move to first field in first record (Navigation mode) Ctrl-Home 

Move to first/last field in current record (Navigation 

mode) 

Home/End 

Move to last field in last record (Navigation mode) Ctrl-End 

Move to left edge of page Home or Ctrl-Left 

Move to page number/record number box F5 

Move to right edge of page End or Ctrl-Right 

Next window Ctrl-F6 

Open combo box F4 

Open in Design view Ctrl-Enter 
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Command Keystroke 

Paste Ctrl-V 

Print Ctrl-P 

Property sheet Alt-Enter 

Refresh combo box F9 

Replace Ctrl-H 

Requery underlying tables in subform Shift-F9 

Save current record Shift-Enter 

Screen left/right Ctrl-PgUp/PgDn 

Select/unselect column (Navigation mode) Ctrl-spacebar 

Switch to Form view F5 

Turn on Move mode Ctrl-F8 

Undo Ctrl-Z 

Undo previous extension Shift-F8 

Zoom box Shift-F2 
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STL Training reserves the right to revise this publication and make changes from 

time to time in its content without notice. 


