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Introduction

Tabs replace Menus in Office 2007. The main tabs in MS Access 2007 are Home, Create,
External Data and Database Tools and Add Ins (if extra “Add Ins” are installed). Other
“contextual” tabs appear when objects are selected e.g. “Form Layout Tools”, “Form Design
Tools”. All the buttons are displayed on the Ribbon which is designed to make the features
of MS Access 2007 more accessible with less mouse clicks.

By default MS Access 2007 files save in .accdb format. Click on the Office Button and
choose Save As "Access 2002-2003 Database" (as described later in this document) to
convert the database to a .mdb format so it can be opened with MS Access 2003 or MS
Access 2002 (XP).

Below is a screenshot of MS Access 2003. Compare that to the different tabs that are
present in MS Access 2007 (see “The Tabs” below)..
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What tab do | find these under? For more detailed information please read on.

Command
Access Options

Tab
Office Button (not tab)

Cut, Copy and Paste

Home

Filtering Home
Find Home
Forms Create
Forms Wizard Create

Importing and Exporting Data

External Data

New, Open, Save, Print

Office Button (not tab)

Queries

Create

Query Design Create
Relationships Database Tools
Reports Create
Reports Wizard Create
Rich Tex t and Formatting Home
Spelling Home
Table Design Create
Tables Create

Users and Permissions

Database Tools

Viewing Tables, Queries, Forms and
Reports

Navigation Pane (not tab)
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Blocked Content (see Security Issues)

Customizing Toolbars
For information about customizing the “Quick Access Toolbar” (located to the right of the
Office Button) please see the “Quick Access Toolbar” section in this document.

Edit Menu
Most of the options that were under the “Edit” menu in Access 2003 (e.g. Cut, Copy, Paste,
Find and Replace) are now available on the “Home” tab.

File Menu
Most of the options that were under the “File” menu in Access 2003 (e.g. New, Open, Save,
Print and Close) are now available by clicking the “Office Button”.

Forms and Form Wizard
Forms options are available under the “Create” tab.

New Form

To create a form based on an existing Table or Query click on the Table or Query and then
click on an existing Table or Query hame in the Navigation Page and then click on the
“Create” tab and choose “Form”. To edit the form, change between “Form View”, “Layout
View” and “Design View” by clicking on the “Home” tab and choosing the drop down arrow
underneath the “View” button.

New Form using Wizard

The old “Forms Wizard” is available by clicking on the “Create” tab, then clicking on the
arrow next to the “More Forms” button and selecting “Form Wizard”. You then choose which
fields you want to include in your Form from your existing Tables and Queries, and then
follow the steps to creating a new form.

Existing Forms

Double click on an existing form in the Navigation Pane and choose either “Form View”,
“Layout View” or “Design View” by clicking on the “Home” tab and choosing the drop down
arrow underneath the “View” button.
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Form Views

Form View
Form View displays how your form appears to others and it's where data can be inputted into
the form.

Layout View
Layout View allows you can change the format of the form.
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Note: If you're on the “Arrange” tab you'll need to click the “Format” tab to see the “Views”
button to change to either “Form View” or “Design View".
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Design View
Design View is where you can make changes to the design of the form.

Note: If you're on the “Arrange” tab you'll need to click the “Design” tab to see the “Views”
button to change to either “Form View” or “Layout View”.

Menus (see Introduction)
Click here to go to Introduction

Navigation Bar

The Navigation Bar is located on the left of an open MS Access database. To change the
view click on the drop down arrow and choose an appropriate selection e.g. “All Access
Objects”. (which will display Tables, Queries, Forms and Reports). You must double click on
an object to open it up.

Office Button

The “Office Button” (pictured left) is located on the top left hand corner of MS Access.

The Office Button replaces the “File” menu. Most of the options that were under the “File”
menu in Access 2003 (e.g. New, Open, Save, Print and Close) are now available by clicking
the “Office Button” (on the top left corner of PowerPoint).
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Queries

To create a query in design view, click on the “Create” tab and choose “Query Design” in the
“Other” section of the ribbon. Choose the appropriate tables and double click the
appropriate fields to import the fields into the query. Add criteria or a parameter query to find
the information you are looking for, and then click the “Run” button on the “Query Tools”
context tab as pictured below.

Quick Access Toolbar

The Quick Access Toolbar is located to the right of the “Office Button” and by default has the
Save, “Undo” and “Redo” buttons. You can add buttons to it by right clicking anywhere on
the Quick Access toolbar and choosing “Customize Quick Access Toolbar” then selecting

the buttons that you'd like to appear on it (e.g. New, Open, Quick Print, Print Preview).
Then click “OK”.
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Reports

To create a report using the Wizard click on the “Create” tab and choose “Report Wizard”.
This will take you through the Report creation process. Select the fields you want to add,
select groupings, and specify fields to sort on, choose the layout of the report, choose a style
and then give the report a name.

Once you've finished creating the report, click on the “View” button to change to Report
Layout or Report Design View. Use the “Report Layout” and “Report Design” tools to
professionalise your report as per below.

Ribbon

The Ribbon is the name given to the area where the buttons are displayed under the various
main and contextual tabs. The Ribbon is deisgned to make the features of MS Access 2007
more accessible with less mouse clicks.

Saving and Compatability

MS Access 2007 databases save as a .accdb format which is cannot be opened on MS
Access 2003 or earlier (unless a special converter is installed). You can however choose to
save databases as “Access 2002-2003 Database” or “Access 2000 Database” (mdb) file
format which enables them to open on earlier versions of MS Access — a similar philosophy
applies to MS Excel , MS PowerPoint and MS Word except the file extensions are slightly
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different. If you get a further prompt after you've chosen the Save Command, choose “use
application dialog”.

Security Issues
You may get either of the following messages when opening Access databases created in
an earlier version of MS Access.

Click “Options” and choose “Enable this content” and click OK.

If you get the above error please click OK, this in nothing of concern.
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Tables

To create a Table in Design view, click on the “Create tab” and choose “Table Design” from
the Tables section. Input appropriate field names, choose appropriate data types and
carefully select appropriate field properties.

To change between Design and Datasheet view you will need to click on the “Home” tab and
select the appropriate view from the Views drop down arrow.

Design View

To nominate a field as the primary key (unigue identifier) select the field name and then click
the “Table Tools” Design tab (next to Database Tools) and select the primary key button.
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Datasheet View

To return to Design select “Design View” from the Views drop down arrow.
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