Z |ndex

A

Access
loading, 1-5

Adding and Deleting Fields In

Queries, 6-13
Adding Command Buttons, 4-34
Adding Controls, 4-7
Adding Fields, 2-18
Adding Form Data, 3-9
Adding Option Groups, 4-22
Adding Text Labels, 4-8
Answer Wizard, 5-31
Arranging Controls, 4-5
AutoReport, 7-20
AutoForm, 3-3

B

Backing Up Databases, 9-11

C

Calculated Controls, 5-26

adding to a form, 5-27
Category Axis, 8-24
Changing Field Properties, 2-20
Changing Form Design. See

Customising Form Design
Changing Form Properties, 4-19
Changing Tab Order, 4-32
Changing Table Design, 2-15
Changing View, 2-26
Chart Area, 8-24
Chart Title, 8-24
Charts

elements explained, 8-24
Closing

database components, 2-26
Compacting Databases, 9-11
Command Buttons

adding to forms, 4-34
Contents

using Help, 5-31
Control Wizards, 4-22

C continued

Controls
adding, 4-7
arranging, 4-5
copying, 4-10
creating calculated, 5-26
deleting, 4-10
formatting, 4-9
resizing, 4-9
selecting in form design, 4-4
Copying
using the Office Clipboard, 4-10
controls, 4-10
Creating
crosstab queries, 6-25
data access pages, 9-5
database components, 1-18
databases
blank template, 1-22
parameter queries, 6-20
queries, 6-6
select queries, 6-17
forms
using AutoForm, 3-3
using wizard, 3-13
reports, 7-2
subforms
using existing forms, 5-20
using wizard, 5-3
switchboards, 10-2
tables, 2-8
Criteria
explained, 6-17
using multiple, 6-18
using parameter queries, 6-20
Crosstab Queries, 6-24
creating, 6-25
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C continued

Customising
datasheets, 2-27
tables, 2-27
report design, 7-12
toolbars, 1-16
subform design, 5-9
form design, 4-2

D

Data
organising, 1-2

Data Access Pages, 9-2
creating, 9-5
e-mailing, 9-7
in Design view, 9-3
in Page view, 9-4
previewing, 9-6
publishing, 9-7
saving, 9-6

Data Series, 8-24

Data Types
defining, 2-17

Database Window, 1-18
hiding at startup, 10-12
Objects bar, 1-18
redisplaying, 10-13

Database Wizards, 1-5
using, 1-7

Databases, 1-2
advantages, 1-2
backing up and restoring, 9-11
changing view, 2-26
closing components, 2-26
compacting and repairing, 9-11
designing, 1-22
editing table data, 2-27
entering table data, 2-27
opening, 2-2
rules for filenames, 2-7
saving components, 2-26
structure, 1-3

D continued

Datasheets, 2-27

customising, 2-27
Deleting Controls, 4-10
Deleting Fields, 2-18
Deleting Form Data, 3-9
Deleting Records

from a table, 2-27
Designing Databases, 1-22
Displaying Switchboards, 10-6
Displaying Toolbars, 1-16
Dynasets, 6-9

defined, 1-19

displaying, 6-9

printing, 6-9

E

E-mailing

data access pages, 9-7
Editing Form Data, 3-9
Editing Table Data, 2-27
Entering Form Data, 3-9
Entering Table Data, 2-27
Expressions

in calculated controls, 5-26
External Data

importing, 8-2

linking tables, 8-12
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F

Fields
adding and deleting, 2-18
changing properties, 2-20
defined, 1-3
Field Name
defined, 1-3
defining, 2-17
Filenames
rules, 2-7
Filter By Form, 6-3
explained, 6-2
Filter By Selection
explained, 6-2
Filters
explained, 6-2
showing all records, 6-3
using, 6-2
Finding Records In Forms, 3-7
Forms
explained, 1-20
switchboards, 1-17
Format Painter, 4-10
Formatting Controls, 4-9
Forms
adding calculated controls, 5-27
adding command buttons, 4-34
adding controls, 4-7
adding data, 3-9
adding option groups, 4-22
adding text labels, 4-8
arranging controls, 4-5
calculated controls, 5-26
changing properties, 4-19
changing tab order, 4-32
copying controls, 4-10
creating using AutoForm, 3-3
creating using wizard, 3-13
deleting data, 3-9
deleting controls, 4-10
displaying at startup, 10-12

F continued

Forms continued
editing data, 3-9
entering data, 3-9
finding records, 3-7
formatting controls, 4-9
modifying design. See
Customising Form Design
navigating, 3-6
resizing controls, 4-9
rulers, 4-3
sections, 4-3
selecting controls, 4-4
sorting data, 4-41
using existing as subforms, 5-20
using Go To, 3-6
using the Control wizards, 4-22
using the Toolbox, 4-7
Forms Wizard, 3-13

G

Getting Help, 5-29
Grouping, 7-25

H

Help, 5-29
Contents, 5-Answer Wizard and
Contents, 5-31
Office Assistant, 5-29
What's This?, 5-29
Hiding Toolbars, 1-16
Hyperlinks
inserting, 8-19
using, 8-20
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I O

Import Wizard, 8-2 Objects Bar, 1-18
Importing Data, 8-2 Office Assistant, 5-29
Index Office Clipboard, 4-10

using Help, 5-31 OLE Objects
Input Masks adding to records, 8-15

defined, 2-21 Opening Databases, 2-2
Inserting Hyperlinks, 8-19 Opening Database Components, 1-
Internet 18

data access pages, 9-2 Option Groups

e-mailing data access pages, 9-7 adding to forms, 4-22

publishing data access pages, 9-7 Organising Data, 1-2

L P
Legend, 8-24 Pictures
Linking Tables, 2-39, 8-12 adding to records, 8-15
Loading Access, 1-5 Plot Area, 8-24
Parameter Queries, 6-20
M creating, 6-20
Menu Bar, 1-14, 1-15 Previewing
Menus reports, 1-18, 7-12
hiding at startup, 10-12 data access pages, 9-6
Modifying Table Design, 2-15 Printing
Modifying Form Design. See dynaset, 6-9
Customising Form Design forms, 3-15
Modifying Switchboards, 10-7 relationships, 2-43
Moving Fields In Queries, 6-13 reports, 7-12
Modifying Subform Design. See Properties
Customising Subform Design changing, 4-19
Multiple Criteria, 6-18 changing for fields, 2-20
Multiple Switchboards, 10-8 Prompting _
for data in queries, 6-20
N Publishing

L data access pages, 9-7
Navigating In Forms, 3-6 Pag

Navigation
Objects bar, 1-18
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Q

QBE Grid
selecting in, 6-12
Queries
adding and deleting fields, 6-13
creating, 6-6
criteria
explained, 6-17
crosstab, 6-24
displaying dynaset, 6-9
editing relationships, 6-9
explained, 1-19, 6-6
moving fields, 6-13
multiple criteria, 6-18
parameter, 6-20
printing dynaset, 6-9
saving, 6-9
selecting in QBE grid, 6-12
selecting ranges of values, 6-18
sorting records in, 6-14
using to select records, 6-17
Query Dynaset
displaying, 6-9

R

Records
adding hyperlinks, 8-19
adding pictures, 8-15
defined, 1-3
selecting using queries, 6-17
showing all, 6-3
using hyperlinks, 8-20
Redisplaying Database Window,
10-13
Referential Integrity, 2-42
Relationships, 2-39
changing for one query, 6-9
defining, 2-39
join types, 2-42
printing, 2-43
referential integrity, 2-42
types, 2-40
Repairing Databases, 9-11
Restoring Databases, 9-11
Report Wizard, 7-2
Reports
creating, 7-2
creating using AutoReport, 7-20
customising, 7-12
explained, 1-21
previewing, 7-12
printing, 7-12
sorting and grouping data, 7-25
Resizing Controls, 4-9
Rulers
in form design, 4-3
Rules For Filenames, 2-7
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S

Saving
database components, 2-26
data Access Pages, 9-6
queries, 6-9
Screen Elements, 1-14
Sections
in form design, 4-3
Select Queries
creating, 6-17
Selecting In QBE Grid, 6-12
Selecting controls, 4-4
Showing All Records, 6-3
Sorting
data in forms or tables, 4-41
in queries, 6-14
Sorting and Grouping
in reports, 7-25
Startup Options
displaying forms, 10-12
hiding Database Window, 10-12
hiding menus, 10-12
hiding toolbars, 10-12
Starting Access, 1-5
Starting Word, 1-5
Status Bar, 1-14, 1-15
Structure, 1-3
Subdatasheets, 2-43
Subforms
creating from existing, 5-20
creating using wizard, 5-3
customising design, 5-9
explained, 5-2
Switchboards, 1-17
creating, 10-2
displaying, 10-6
managing, 10-2
modifying, 10-7
multiple, 10-8
using, 10-6

T

Tab Order
changing, 4-32
Tables
adding fields, 2-18
adding OLE objects, 8-15
adding pictures to records, 8-15
columns, 1-3
creating, 2-8
defining data types, 2-17
defining field names, 2-17
deleting fields, 2-18
deleting records, 2-27
editing data, 2-27
entering data, 2-27
explained, 1-19
inserting hyperlinks into records,
8-19
linking, 8-12
modifying design, 2-15
modifying field properties, 2-20
relationships. See Relationships
rows, 1-3
sorting data, 4-41
subdatasheets, 2-43
using hyperlinks, 8-20
Templates
blank, 1-22, 2-6
Text Labels
adding adding to forms, 4-8
Title Bar, 1-14
Toolbars, 1-14, 1-15
anchored, 1-16
customising, 1-16
displaying, 1-16
floating, 1-16
hiding, 1-16
hiding at startup, 10-12
moving, 1-16
Toolbox, 4-7
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U X
Using the Blank Template, 2-6 X-Axis, 8-24
Using Hyperlinks, 8-20
Using Switchboards, 10-6 Y

Vv Y-AXis, 8-24

Value Axis, 8-24

W

Wizards, 1-5

Wizards
Control wizard, 4-22
import, 8-2
subform/subreport, 5-3
table, 2-8
report, 7-2
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