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      This book continues from where Access 2019 Beginner left off. In Access 2019 Beginner we walked through the four main components of an Access database, covered the basics of working within each of those components and in Access in general, discussed how to create a table either from scratch or by uploading an Excel or .csv file, and then covered how to create a basic select query using one or multiple data sources.

      But there was a lot that wasn't covered in that book because Access is a very complicated program with a wide range of capabilities. So this book continues where the last one left off.

      Here we will cover how to add default values to tables, how to add validation rules to tables, how to add a fixed field to a query, how to add a calculated field to a query, how to create union queries, crosstab queries, and parameter queries, and also how to customize the content and formatting of reports and forms.

      That still won't cover all of Access's capabilities, but it will cover everything I’ve needed to know to use Access to run my small business.

      Now keep in mind here that I come to Access as an Excel user who needed more capability than Excel could give me and that from my perspective there are two main reasons to use Access.

      One, to create a database that allows you to combine information from different sources into summary reports. (In my case, I have an Access database that combines information from multiple vendors and provides summary reports related to my books and videos.)

      Two, when dealing with data that includes entries that contain significant amounts of text. If you're working with those types of entries you'll find that at some point Excel requires manual adjustment of your row height to display the full text of a cell and even then sometimes doesn't do so. Using forms in Access can be a far better solution in that case.

      As I mentioned in Access 2019 Beginner, I think there are probably far better solutions out there these days for a number of the ways Access may have been used in the past, which means that I probably will not cover in these two books ways to use Access that are of interest to database developers.

      For example, I'm not going to cover how to run a delete query, because I think if you need one you need a product other than Access. And I'm not going to dig into how to use SQL in Access at more than a very cursory level of detail. (It comes up with adding a union query, but I suspect there are certain Access users who only use SQL to build their queries and that's not the target audience for this book.)

      This book is targeting Excel users who want to be able to learn Access, and is written as a continuation of Access 2019 Beginner.

      Also, this book is written using Access 2019. The precursor to this book, Intermediate Access, was written using Access 2013 and for a more general audience. This book is focused on Access 2019 only.

      Honestly, there aren’t huge differences between the two—if you’ve read one you should be able to figure out how to use whichever version of Access you’re working in—but I was more careful in the prior book to talk about things like backwards compatibility and how certain options weren’t available until certain points in time. Here I’m just assuming you have Access 2019 and don’t need to concern yourself with prior versions.

      Okay.

      So there you have it. I'm going to briefly cover basic terminology and the four components of an Access database again as a review and then we'll dive in on adding default values to a table.
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      All of these terms were already covered in Access 2019 Beginner. I'm going to walk through them again here but in far less detail and without any screenshots.

      

      
        
        Tab

      

      

      I refer to the menu choices at the top of the screen (File, Home, Create, External Data, Database Tools, etc.) as tabs. Each tab you select will show you different options.

      

      
        
        Click

      

      

      If I tell you to click on something, that means to use your mouse (or trackpad) to move the cursor over to a specific location and left-click or right-click on the option.

      

      
        
        Left-Click/Right-Click

      

      

      If you look at your mouse or your trackpad, you generally have two flat buttons to press. One is on the left side, one is on the right. If I say left-click that means to press down on the button on the left. If I say right-click that means press down on the button on the right. If I just say click that generally means to left-click.

      

      
        
        Dropdown Menu

      

      

      If you right-click on something in Access, for example a field or table name, you will see what I’m going to refer to as a dropdown menu. A dropdown menu provides you a list of choices to select from.

      

      
        
        Dialogue Box

      

      

      Dialogue boxes are pop-up boxes that cover specialized settings.

      

      
        
        Panes

      

      

      Panes are task areas that are separate from the main workspace. For example, the All Access Objects pane is on the left-hand side of the workspace by default.

      

      
        
        Scroll Bar

      

      

      Scroll bars allow you to see your data when there is sufficient data to take up more space than is currently available on the screen. They are visible on the right-hand side or bottom of the pane, workspace, or dropdown menu when needed.

      

      
        
        Arrow

      

      

      If I ever tell you to arrow to the left or right or up or down, that just means use your arrow keys that point in that direction.

      

      
        
        Tab Through or Tab To

      

      

      I may instead tell you to tab through or tab to your data. This is different from the tabs we discussed above. In this instance, we're talking about using the Tab key to move right or the Shift and Tab key together to move left.

      

      
        
        Table

      

      

      There are actually two different types of tables I talk about in Access.

      One is one of the four main components of an Access database where your imported or input data is stored.

      The other is how data appears in Datasheet View for both tables and queries.

      

      
        
        Column/Field

      

      

      Every table in Access consists of rows and columns of information. Columns, which can also be referred to as fields, run across the top of the workspace and are named Field1, Field2, etc. by default.

      

      
        
        Row/Record

      

      

      Rows/records run downward in a data table.

      You should think of each row of a data table in Access as containing a related set of information that will always stay together. Technically, this is best referred to as a record.

      

      
        
        Cell or Entry or Value

      

      

      When I refer to a cell in Access I am referring to the intersection of a column and row.

      It is probably more appropriate to refer to values or entries, but in a generic sense I will still say something like, "click into the cell next to the cell that contains the value you want to copy."

      

      
        
        Control Shortcuts

      

      

      In Access there are various control shortcuts that you can use to perform tasks like save, copy, cut, and paste.

      Each time I refer to one it will be written as Ctrl + a capital letter, such as Ctrl + C which will copy a selection and means to hold down the Ctrl key and the c key at the same time.

      

      
        
        Undo

      

      

      Access does have an Undo option which will generally let you undo your last action. It's available in the Quick Access Toolbar in the top left corner of the screen or by using Ctrl + Z. But don't rely on it. Not everything in Access can be undone.
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      As discussed in Access 2019 Beginner, I break Access down into four main components: Tables, Queries, Forms, and Reports. Each component (object type) is shown by default in its own section in the All Access Objects pane.

      

      
        
        Tables

      

      

      Tables are the bedrock upon which everything else is built. This is where all of your data is actually kept.

      It is up to the user(s) of the Access database to define what columns of data are in each table and provide the values that go into each record.

      

      
        
        Queries

      

      

      Queries are where you tell Access how to pull together the information in your various data tables or from other queries. They are where the bulk of the analysis is done. Your tables are the raw material, your queries are where you put that material together to make something useful.

      

      
        
        Forms

      

      

      Forms allow you to display each record from a table in a more user-friendly way. If you're doing direct data entry into your Access database (something I would caution against), they can be easier to work in than tables. An edit to an entry in a form is recorded in its associated table.

      

      
        
        Reports

      

      

      Reports take the information you have in a table or query and they put it in a report format that has better formatting for print or distribution.
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      Okay, now that we've reviewed the basics from Access 2019 Beginner, let's talk about how to use default values in tables.

      I don't use default values in my Access databases because I usually upload all of the information in my tables from other sources. But if you are entering data directly into Access you may want to set a field to a default value.

      I would only do this if you have fields in your table that are 95% of the time a single value. So, for me for example, if I had a field that said whether an item was a book, an audiobook, a video, or a template I might set that to book as a default because the large majority of what I publish are books.

      Let's walk through how to do this.

      Open in Design View the table with the field where you want to set a default value.

      Click on the field name in the top portion of the screen. For this example I've clicked on a field called YearSale that is formatted as a Number.

      Now, look in the Field Properties section at the bottom of the screen.

      
        
          [image: Field Properties section]
        

      

      About five lines down you should see a line that says "Default Value". Enter there the default value that you want for that field.

      Keep in mind that the default value must match the field data type. For example, you can't set a default value of "fifty" in a field that has a data type of Number. (If you do that, Access will assume you're trying to reference the value in another field and will put it in brackets and then generate an error message when you try to return to Datasheet View.)

      Also, you can't set a default value for any primary key field or the Access ID field since those have to be unique values.

      After you've set your default value, save your changes to the table with Ctrl + S or by clicking on the save icon in the Quick Access Toolbar in the top left corner.

      Return to Datasheet View. (If you forgot to save, Access will prompt you to save the changes to the table. Say Yes.)

      Here I've entered a default value of 2021 for the YearSale field and you can see that for a new record that value is already populated:

      
        
          [image: Default value in data table]
        

      

      This was a new field that I just added to a table that already had six records in it. Note that Access did not add the default value to those existing records. This only applies to new records from the point where I added the default value.

      Default values do not have to be fixed values.

      Typing Date() into the field will provide today's date.

      Typing =Date()+10 will give a date ten days from now. Etc.

      Also, if you're using text for your default value you should put quotation marks around the text, especially if there is any sort of punctuation involved. This lets Access know it's a fixed text entry and not a field reference. So, "January" would put January into each new record for that field. (If you don’t use quotes, Access will add them for you.)

      That’s default values. Now on to data validation.
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      Another trick to use in Access if you're inputting data is to include a validation rule for a field. Access automatically runs certain validation rules against input values based on the field type. So you can't enter "fifty" for a Number field, for example. It will also convert 1.2345 to 1 in a Number field set to Integer.

      But you still may want to add further constraints to a field.

      For example, maybe in my YearSale field I know that the only valid values are from 2013 to 2120. (I don’t expect to still be alive and making entries to an Access database in a hundred years, but that makes sure I’m not going to bump up against my validation rule anytime soon. I just want to prevent those times when I try to enter 1920 or 20201 accidentally.)

      To add a validation rule to a field, open your table and go to Design View.

      In the top section, click on the field where you want to add validation, and then go down to the Field Properties section at the bottom.

      About the sixth row down will be for Validation Rule which is where you enter your criteria. Below that will be the row for Validation Text where you enter an error message that will appear when someone enters the wrong value.

      
        
          [image: Validation rule in design view]
        

      

      Above I’ve written a rule for a number field where the value must be greater than 2012 and less than 2121. If someone enters a value outside of that range they see an
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