Access 2002

Quick Reference Card

The Database Window Keyboard Shortcuts

The Standard Toolbar Office
New  Save Prevliew Cut Paslte Linl|<s Code Properties ~ Relationships General
~ J R
0 |E7 (& % % Bl B, - i @F o - . Open a Database <Ctrker
Open  Search Print  Spell  Copy Unn!o Analyze Script  Relationships  Help Close a Database <Ctrk3%
Cheek Edtor Print Current View <CtrkPs
Database Objects ¢ ToCutor Copan Ojfect: Select the object | Delete Belete>
Croate a new object by -~-or by using a Wizrd and click the [*1 Cut button or (2l Copy Undo <Ctriezs+

clicking the Newbutton . -

button on the toolbar or press <Qtr  + <X>

i Address : Database | Access 2[I[I2filenrmat) [C1=] (CUt) or<Qtr +<C> (COpy) HeIp <P
icren B eson e | X | 20 = [EE] ) _ New Record <Ctrkot+
Obfects reate Vabie n ey vier e ToPaste aBbject:  Click the 2] Paste
Objectsar [ raes :"—: e button on the toolbar or press <Citr  + <V>. Delete Record <Ctrk>
S I tth QUEHES reate bable enkering data .
type of object | | @ e || D « TolmportreQtject fronnotheFile SaveRecord  <ShifeEnte
you want to B repons acress Right-click any empty area of the Database window | Cancel Changes <k
view %) Pages Referred and select Import from the shortcut menu. Select | | D <Ctrks»
B Wacros Thee the database that contains the object(s) you want to nert .ate Ctr. ’
4 podies import, select the objects and click OK. Insert Time <Shif&Gr<;>
| o ToBpotaTdle:  Click Tebles from the Insert Value from ~ <Shifte>
Database objects appear Obijects bar, right-click the table you want to export gamg F|e|lg in ’ (Aposrophe
in this area and select Export from the shortcut menu. Enter a | FTeVIOUS Recor
Tables Store related data in rows (records) and file name and select the file format from the Save Check Spelling ~ <F7
columns (fields). as tpe list . Click Save and follow any on- Switch Between <0
g . ) screen instructions. L
Queries View, filter, calculate, change, sort, and . Applications
exaine thedata toed i tabes. etegto ach ot The folds hatyousse ok | Navigation—Go T
: : avigation—Go [ 0:

Forms Custom screens that provide an easy two tables must contain the same concept in two g
way to enter and maintain data in a table. different tables. A primary key field from one table is Next Field <>
B Reports Report present data in a table or query | often used when linking two different tables. Previous Field  <Shift>

in a printed format. « ToLink Table Next Screen Rage Dow>

1. Click the 28] Rdaionsipsbutto on the Previous Screen Rage Up

toolbar. First Record etrbRace Up
2. Add tables to the window by clicking the Last Record etrbRage Dow
Shov Tdlebutto , selecting the tables

E Pages Forms saved as web pages and so that
the database can be accessed over the Internet.

Z2 Macrs Automate common tasks and can be
invoked by clicking a button or pressing a shortcut key.

‘%% Modules Collections of procedures written in

and clicking the Adil button and then clickin iti
Visual Basic and used to automate tasks. Close. g g Edltmg
« ToOnanObject:  Double-dlick the object. | 3. Use the scroll bars to find the related fields and Cut <Ctriexe
« ToCreate a MeDject:  Click the object type then drag the field from one table and drop it on the | Copy <CtrkGe
you want to create from the Objects bar. Click the related field in the second table. Make sure the field | pagte <Ctrk\ve
PR names in the dialog box are correct. .
== New button on the toolbar to create the I T3] Find <CtrkF+
object from scratch or double-click a . Wizad o e Tl Replace <CtriHe
icon to create an object step-by-step. = e | P
. , T — T 5 = Select Al <Ctriw+
¢ To Modifyan Ofect: Select the object and on Tepe.
click the Design bush  on the toolbar. — Design View
e ToDelete an fot:  Select the object and Properties At> 1t
preSS mlete> ) I | Gastare Delete Related Records i
TR || e Save Object <Ctrks»
¢ ToRename an Object: Right-click the object, e Toaale Bet <F5
select Renane from the shortcut menu, enterthe | 4. (Optind)  Check the Enforce Referential Fg?%i‘/ ie(\a/v Véeen
new name and press <Ente . Integrity box to help enforce avoid “orphan” data. If Design View
o ToViewthe Database Window  Select you wanlt to change the type of join between the Bold <Gty <B>
Wimdow and the database name from the menu. .ta'bles cl|cI§ the Join Type button, select the type of
. join and click OK. Italics <Ctr #
* ToRepir/Capress a Daktase: Select | 5 Click Creat to create the relationship. .
Tools — Database Utilities — Conpact Underline <Qtr «U>

and Rpdr Dé&base from the menu.




