June  3, 2010- Access Activity to show you basics about Access Database Objects.

In this activity you will be able to open and use a pre-made template that will show you a pre-designed  form, report, query, and table.
A. Opening/Saving the File
1) Open Microsoft Office Access by going to the START Button/All Programs/Microsoft Office/Microsoft Office Access.
2) Open a Local Template- Contacts by going to the upper left and double clicking on local template. Click on Contacts.
3) Save file name as NameContacts_xx- Go to the lower right and in the file name box change the file name from Contacts to NameContacts_xx. DO NOT  click Create yet.
4)  Save file name in a folder- Save your file in your IDFolder by clicking on the folder icon to the right of the file name box. Find your IDFolder.
5) NOW CLICK CREATE

B) Enabling the Contents
6) The file opens with a Security Warning box at the top. Click on Options Box.
7) Change the security options to- Enable this content. This will enable any Macro Programs that are in the file to work properly.

C) Using Navigation Pane Groups- Contacts Group and Supporting Objects Group
8) Maximize the Navigation Pane- The file opens with the Navigation Pane minimized. Click on the Shutter Bar to open. When it is open you can click on the drop down arrow to access other options about each object, includeing the object type of each shortcut name. 
9) Identify the object type-The Contacts group contains two forms and two reports. To find out what type of object each is right click on the shortcut name and go to View Properties. It will tell you the type of object of the shortcut name. Enter the names of the form and report below.
a. Form 1- 

b. Form 2- 

c. Report 1- 

d. Report 2- 

The Supporting Objects group contains two objects.  Enter the object type for each name below.
e. Contacts-

f. Contacts Extended-
D) Using the Forms to populate data to other Objects
10) Double Click on the Contact Details Shortcut Forms- Enter your personal information for each textbox.
11) Click on Save and New- This saves all of the data that you entered into each textbox and since the objects are relational then all the content will populate to the other objects.
12) Click on Close- Now the data will appear in all of the other objects. 


E) Using the Tables to populate data to other Objects
a. Enter the record for another client on a row then Click on Close- Now the data will appear in all of the other objects. 

F) Understanding the Different Views
13) With each object you can view the object in Report, Form, Design, or Layout View.
14) We will get a chance to use these views with more detail in the next lessons.

