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INTRODUCTION  

Data is everywhere. 

In your workplace. In your reports. In your spreadsheets. In your daily decisions. 

But here’s the truth most people never admit: 

Most professionals don’t struggle because they lack data. 
They struggle because they don’t know how to control it. 

Messy spreadsheets. Broken formulas. Repeated manual entry. Confusing reports. Lost information. 

Wasted hours. 

The real problem isn’t information overload — it’s the absence of structure. 

That’s where Microsoft Access changes everything. 

Microsoft Access is more than a database program. It is a powerful data management and automation 

system capable of transforming scattered information into structured, searchable, automated solutions. 

It allows you to build relational databases, enforce referential integrity, create intelligent queries, design 

professional reports, automate workflows with Macros, and unlock advanced capabilities using SQL and 

VBA. 

And yet, most people never fully harness its power. 

Not because it’s too complex. 
But because they were never taught properly. 

Microsoft Access Mastery for Beginners is your complete, step-by-step blueprint to moving from 

confusion to confidence. From beginner to capable database designer. From manual data entry to 

intelligent automation. 

Inside this book, you will not only learn what Access can do — you will learn how to apply it strategically 

in real-world scenarios. 

Imagine building your own database solutions. 

Imagine automating repetitive tasks. 

Imagine generating accurate reports in minutes instead of hours. 

Imagine being the person in the room who understands how data truly works. 

That transformation begins here. 

This is not just another software guide. 

It is your gateway to control, efficiency, and professional advantage. 

Open this book. 

Build the system. 

Master your data. 
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Overview of This Book 

This unique book on Microsoft Access has been carefully written to ensure that readers can comprehend 

with ease all of the information contained in this book. In this book, you will learn all you need to know 

to make the best of Microsoft Access which also includes all necessary tips on VBA and macros.  

Below is a sneak peek into what you will learn when you purchase this guide; 

Chapter 1: Development of Databases 

In this chapter, you will learn about the various vocabularies that are being used in Microsoft Access 

databases. In this section, you will learn about various databases, tables, records fields, and values and 

you will also learn about other relational databases.  Objects in the Access Database which include tables, 

queries, display forms that include data entry, reports macros and VBA will also be discussed in detail in 

this chapter. Lately, you will learn about the various step design methods that should be embarked upon 

when making plans for database objects.  

Chapter 2: Getting Started 

Now you are ready to get started with the proper use of Microsoft Access. You will be introduced to the 

welcome screen, how to design an empty database, the interface which includes a panel for navigation, 

custom, object type tables and related views, data designed, tweaked date, and the ribbon and you will 

also learn about the toolbar for quick Access.  

Chapter 3: Designing Access Tables 

As you will get to understand later on when you are reading this book, the importance of tables in 

Microsoft Access, in this chapter, you will learn about the diverse types of tables used in Microsoft Access 

which include object tables, transaction tables, and join tables. You will also learn about the perfect way 

wherein you can design a New Table. This section includes learning about giving a field a name, knowing 

a type of data, giving a field description, and also getting to specify validation rules. This chapter will also 

introduce you to making use of the design tab where you will learn about the primary key, insert rows, 

delete rows, property sheet, indexes, and a host of others. You will also learn how to make a TBL customer 

as well as how best you can alter a table design which includes deleting a field you are no longer in use of 

and modifying the location of a field amongst others.  Allocation of properties is another very important 

factor you will learn about in this chapter. Here you will learn about the common properties, format, 

custom numeric format, long and short text formats, input mask, and caption.  Furthermore in this 

chapter, you will learn about indexing Access Tables which includes learning about the need for indexes, 

and multiple-field indexes, and you will also learn about when to index tables. Lastly in this chapter, you 

will learn about moving a table to a different database, adding records to a database table, having a 

perfect understanding of attachment fields, including an attachment field in the Datasheet view, and also 

including an attachment field in the design view.  

Chapter 4: Knowing the Relationships between Tables 

As earlier explained Access has a lot to do with tables, in this chapter, you will learn the various 

relationships that exist between tables. You will learn how to build bulletproof databases, and you will 

learn about the normalization and denormalization of data. Various table relationships will be discussed 
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in detail in this chapter. Relationships like connecting data, one-to-one, one-to-many and so on will be 

discussed in this chapter. You will also learn about the various integrity rules, the creation of relationships, 

and the enforcing of referential integrity and you will also learn how you can get to view the relationships 

and how you can get to follow application-specific integrity rules.  

Chapter 5: Working with Access Tables 

So much about tables, yeah? In this chapter, you will learn about making effective use of Access Tables. 

You will learn about comprehending datasheets, looking at the datasheet window, moving in a datasheet, 

making use of the navigation buttons, and you will also learn about how best to check out the datasheet 

ribbon. Furthermore in this chapter, you will learn how to open a datasheet, insert new data, have a 

perfect understanding of how properties affect data entry, and gain an understanding of how properties 

affect data entry. In this chapter still, you will learn how to move between records to locate a particular 

value, getting values in the Datasheet. Making use of the undo feature, copying and pasting values, 

inclusion of new records, showing and deleting records, and altering display fonts are some of the other 

things you will be exposed to in this chapter. Arranging data in columns, saving the altered layout, filtering 

and organizing records in a datasheet, filtering a form, aggregating data, printing records, and previewing 

records are some of the other details you will get to learn in this chapter! Quite robust I must confess! 

Chapter 6: Importing and Exporting Data 

Data can be imported and exported. In this chapter, you will learn about the various ways in which Access 

works with external data. You will learn about the various types of external data, ways in which you can 

work with external data, when to import external data, and when to export it. You will also learn about 

the various options for importing and exporting which include importing from another Access database, 

importing from an Excel spreadsheet, importing data from text files, importing and exporting HTML 

documents, and lots more. You will also learn how to export external formats which includes exporting 

objects to other Access databases, exporting through ODBC drivers, and exporting through to Word.  

Chapter 7: External Data Linking  

In this chapter, you will learn about linking external data, getting to know tables that have been linked, 

linking to other Access database tables, linking to ODBC data sources, and linking to non-database data. 

Furthermore, you will learn about working with linked tables, configuring view properties, configuring 

relationships, optimizing linked tables, deleting a linked reference, viewing or altering information, 

refreshing a data source and its linked tables, and splitting a database. You will also get to learn about the 

various places to put certain objects and you will also learn how to make use of the edge browser control.   

 Chapter 8: Selecting Data with Queries  

In this chapter, you will be introduced to queries where you will learn about what queries can do and what 

they return. You will also learn how to create a query, include various fields in your queries, run your 

query, work with query fields, and resize columns in the QBD grid which includes removing a field, 

inserting a field, and also concealing a field. You will also learn how best you can include criteria in your 

queries, you will gain more information on how to print a query record and save a query and you will also 

learn how to design multi-table queries. Furthermore in this chapter, you will learn about working with 

table pane, you will learn how to create and work with query joins and you will also be provided with 
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sufficient information about joins which includes inner joins, outer joins, full outer joins, cross joins, 

specifying the type of join and you will learn how to delete join.  

Chapter 9: Using Operators and Expressions in Access  

In this chapter, you will be introduced to the use of operators. You will get to learn about the various types 

of operators which include mathematical, string, Boolean, etc. Operator precedence will also be discussed 

in this chapter where you will get to learn about the mathematical precedence, comparison precedence, 

as well as Boolean precedence. Furthermore in this chapter, you will learn about the use of operators and 

expressions in queries. You will gain insight into how to use query comparison operators, and have a 

perfect understanding of complex criteria, make use of functions in select queries, and reference fields in 

select queries. Entering IF single-value field criteria will also be discussed in this chapter which includes 

learning about the like operator and wildcards, specifying non-match values, and inserting true or false 

criteria. You will learn about the use of multiple criteria in a query which includes how to specify more 

than one value with the Or operator, making use of the Or cell or the QBD pane, making use of AND for 

the specification of a range, and using the between and And operator. Also in this chapter, you will learn 

how to insert criteria in various fields which includes making use of And and Or across diverse fields in a 

query, indicating OR criteria across fields in a query, and using And and Or simultaneously in different 

fields amongst others.  

Chapter 10: Going Beyond Select Queries 

In this chapter, you will be introduced to all other types of queries. You will learn about aggregate queries, 

and aggregate functions which include Group By, Sum, Avg, Count, Expression, Where, etc. You will also 

learn about action queries which include queries such as make table, append, update, crosstab, creating 

a crosstab query, making use of the query design in the creation of your crosstab query, and designing 

your crosstab queries. Also in this chapter, you will learn how to optimize query performance which will 

include normalizing your database design, making use of indexes on appropriate fields, optimizing by the 

improvement of query design, and compacting and repairing the database promptly.  

 

Chapter 11: Transforming Data in Access  

Here as the title of the chapter connotes, you will learn how to alter data. Things you will learn in this 

chapter include; finding and removing duplicate records, defining duplicate records, and removing 

duplicate records. You will also learn about common transformation tasks which include; filling in blank 

fields, concatenating, and concatenating fields. You will also learn about how to augment field values 

using your text by gaining knowledge on changing cases, removing leading and trailing spaces from a 

string, finding and replacing a certain text, and adding your text in key positions within a string.  

Chapter 12: Working with Calculations and Dates 

In this chapter, you will learn how to make use of a calculator when performing your analyses. Here you 

will learn about common calculation scenarios, how to make use of constants in calculation, make use of 

fields in calculations, make use of the results of aggregation in calculations, make use of calculation as an 

argument in a function, and will also learn how to construct calculations with the use of the Expression 

Builder. Furthermore in this chapter, you will learn about the various common calculation errors, and you 

will learn how to make use of dates in your analyses which includes learning about simple date 
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calculations, advanced analysis with the use of functions, the date functions, and you will also learn about 

how to group dates into quarters.  

Chapter 13: Performing Conditional Analyses 

In this chapter, you will learn how to make use of parameter queries which includes gaining insight into 

how parameter queries work, learning more about ground rules of parameter query, working with 

parameter queries, combining parameters with operators, and making use of parameters as function 

arguments. The use of conditional functions will also be discussed in this chapter where you will get to 

learn about the IIF function, how to use the IIF function to avoid mathematical errors, getting to save time 

with IIF, and how to make use of the IIF functions for the creation of crosstab analysis. Lastly in this 

chapter, you will learn about the major difference between IIF and switch functions.  

Chapter 14: The Fundamentals of Using SQL 

In this chapter, you will learn about the basics of SQL which includes the Select statement, how to select 

all columns, the use of the Where clause, and making sense of joins(inner and outer joins). Furthermore, 

you will learn how to expand your search with the Like operator, and how to choose Unique values and 

rows without having to group and configure the sort order with the use of the ORDER BY clause. More in 

this chapter are details on how to show just the Select Top Percent, performing action queries with the 

use of SQL statements, making use of SQL-specific queries, and you will also learn how to manipulate 

columns with the use of Alter Table statement which includes how to add a column with the use of the 

ADD clause, altering a column with the use of the Alter Column clause, adding primary keys with the use 

of the ADD constraints clause, and you will also learn how to create pass-through queries. 

Chapter 15: Subqueries and Domain Aggregate Functions 

In this chapter, you will start by learning how to enhance your analyses with the Subqueries. Here you will 

get to know why Subqueries should be used, various subquery ground rules, how to create Subqueries 

without SQL statements, and how to make use of IN and NOT IN with Subqueries. Furthermore, you will 

learn how to make use of correlated Subqueries, uncorrelated Subqueries, and making use of Subqueries 

with action queries. Furthermore, you will learn about domain aggregate functions and you will gain 

insight as regards the various domain aggregate functions which include using no criteria, using text 

criteria, using domain aggregate function, creating a running count, and lastly, you will learn how to make 

use of a value from the previous record. 

Chapter 16: Running Descriptive Statistics in Access 

In this chapter, you will learn about basic descriptive statistics which includes executing descriptive 

statistics with aggregate queries, determining rank, mode, and median, ranking the records in your data 

set, getting the mode and median in a data set as well as pulling random sampling from your data set. 

Also in this chapter, you will learn about advanced descriptive statistics where you will be introduced to 

how to calculate percentile making, determine the quartile standing of a record, and create a frequency 

distribution.  
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Chapter 17: Creating Basic Access Forms 

In this chapter, you will learn how to work with various form views, and you will get to learn more about 

the various types of forms which include the switchboard form, dialog box form, data entry form, record 

display form, etc. You will also be introduced to various controls in this chapter, you will learn how to 

categorize controls and add a control, and you will also learn how to make use of the control group. Using 

the field list, selecting and deselecting controls, selecting just one control, choosing various controls, 

manipulating controls, moving and aligning controls, altering the appearance of controls, grouping 

controls, deleting control, reattaching a label to control as well as introducing properties are sub-topics 

that will be discussed in this chapter.  

Chapter 18: Working with Data on Access Forms 

In this chapter, you will learn how to make use of the form views and you will also get to familiarize 

yourself with the ribbon where you will learn how to view groups, make use of the clipboard group, sort 

and filter groups, record group, find group, window group, and the text formatting group. You will also 

learn how to make use of pictures and OLE objects, enter data in a long text field, enter data in the date 

field, make use of the option group, make use of combo boxes and list boxes, switch to datasheet view, 

and save records. Printing form, adding a form header or footer, and dealing with section properties which 

include the visible property, back color property, and special effect property will all be discussed in these 

chapters. Modifying layout as well as the conversion of a form to a report will also be highlighted in this 

chapter.  

Chapter 19: Working with Form Controls  

In this chapter, you will get to learn about the use of form controls. You will learn how to configure control 

properties, make use of subforms, gain necessary tips on the design of forms, and make use of the tab 

stop property. Also in this chapter, you will learn how to deal with advanced form techniques which 

include making use of page number and the date or time controls, morphing a control, making use of the 

format painter, reducing the records shown on a form, and making use of the tab control. Lastly, you will 

learn about the use of dialog boxes to collect information where you will get to learn how to design query, 

configure the command buttons, set a cancel button, take off the control menu, create a form from 

scratch, design a subform, configuring forms properties, saving form record and also changing the 

appearance of the form.  

Chapter 20: Data Presentation with Access Reports 

In this chapter, you will be introduced to reports. Here you will learn how to perfectly identify the various 

types of reports which include tabular reports, columnar reports, and mailing label reports, and you will 

also learn how best you can differentiate between reports and forms. Creating a report from scratch and 

defining the report layout will also be highlighted in this chapter. Under this subtopic, you will learn how 

best to create a new report, choose the various grouping levels, choose the sort order, choose the 

summary options, choose a theme, make use of the print preview window, view the report in design view, 

print, and view report will also be discussed in this chapter in details. Banded report design concepts are 

also another aspect that will be discussed in this chapter. Under this subtopic, you will learn about the 

report header section, the page header section, the group header section, the detail section, the group 

footer section, the page footer section, and resizing a section will also all be discussed in this chapter.  
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Chapter 21: Advanced Access Report Techniques 

In this chapter, you will get to know more about the grouping and sorting of data. You will learn how to 

group data alphabetically, group on date intervals, conceal repeating information, conceal a page header, 

and commence a new page number. Also in this chapter, you will learn how to format data which includes 

creating numbered lists, and bulleted lists, including an emphasis on the run time, including a blank line, 

making use of various formats in the same text box, centering the title, aligning control labels, and micro-

adjusting controls. Adding data and adding more flexibility which deals with the display of all reports in a 

combo box, fast printing from queried data, making use of snaking columns in a report, and assigning 

unique names to controls will also be discussed in this chapter.  

Chapter 22: Using Access Macros 

In this chapter, you will be introduced to the use of macros. Here you will learn how to create a macro 

and assign a macro to an event. You will also gain more insight on the use of macro security where you 

will get to know how best to enable sandbox mode, utilize the trust center, and also employ the use of 

digital signature. Furthermore in this chapter, you will learn about multi-action macros, submacros, 

conditions, temporary variables, error handling, and macro debugging where you will also get to learn 

about OnError action, the macroError object, debugging macros, and embedded macros.  

Chapter 23: Access Data Macros 

In this chapter, you will be introduced to data macros and also have a perfect understanding of table 

events which include before events and after events. Furthermore in this chapter, you will learn how to 

make use of the macro builder for data macros, have a perfect understanding of the actin catalog, design 

your first data macro, manage macro objects which includes collapsing and expanding macro items, 

dragging macro items, saving macro as XML, and recognizing the limitations of Data macros.  

Chapter 24: Getting Started with Access VBA 

In this chapter, you will be introduced to Visual Basic for applications where you will get to learn VBA code 

basics, how to create VBA programs, working in the code window which includes the use of white space, 

and line continuation. Moving forward, you will learn about multi-statement lines which include 

intellisense, compiling procedures, and saving a module; you will learn about VBA branching constructs 

which include branching, making use of the If keyword, .looping, using the Do and Loop statement, and 

also making use of the For and the Next statement. Furthermore in this chapter, you will learn how to 

make use of the objects and collections, properties and methods, you will learn how best to explore the 

Visual Basic Editor and you will also learn how to make use of the object browser which includes VBE 

options, the editor tab of the options dialog box as well as the project properties dialog box.  

Chapter 25: Mastering VBA Data Types and Procedures  

In this chapter, you will learn about the use of variables which includes naming variables, declaring 

variables, the use of the Dim keyword, the public keyword, and the private keyboard. You will also learn 

how best to work with data types which includes forcing explicit declarations, making use of a naming 

convention, having a perfect understanding of variable scope and lifetime, examining scope, making use 

of constants, clearing constants, working with arrays, etc.  
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Understanding Subs and functions, calling VBA procedures, simplifying code with Named Arguments, and 

deploying an access application are some of the other topics that will be discussed in this chapter.  

Chapter 26: Understanding the Access Event Model  

In this chapter you will learn about various Access Events, you will learn about programming events, gain 

an understanding of just how events trigger VBA code, and create event procedures. You will also learn 

how to identify common events which include form event procedures, essential form events, and form 

data events. Also in this chapter, you will learn how to control event procedures, pay special attention to 

event sequence, write simple forms and control event procedures, and open a form with the use of an 

event procedure which also includes executing an event procedure when closing a form and also making 

use of an event procedure for the confirmation of the record deletion.  

Chapter 27: Debugging Access Applications  

In this chapter, you will learn how best to arrange VBA code, get your applications tested, employ the use 

of traditional debugging techniques, and you will also learn how best to make use of the Access debugging 

tools. Furthermore in this chapter, you will learn how to suspend execution with breakpoints, look at 

variables with the use of the local’s window, make use of conditional watches, trap eros in your code, 

make use of the resume keyword and you will also learn how to include error handling in your procedures.  

Chapter 28: Accessing Data with VBA 

In this chapter, you will get to work with data, have a perfect understanding of DAO objects, and ADO 

objects, and learn how best to write a VBA code to get a table updated which includes updating fields in 

a record with the use of ADO, updating calculated control, checking the status of a record deletion, 

removing repetitive code, including a new record as well as deleting a record.  

Chapter 29: Advanced Data Access with VBA 

In this chapter, you will learn how to add an unbound combo box to s form to find data, filter a form which 

includes filtering with a code, filtering with a query, creating a parameter query, creating an interactive 

filter dialog box, and also you will learn how to migrate access data to Dataverse.  

Chapter 30: Customizing the Ribbon 

In this chapter, you will learn all that has to do with the use of the ribbon which includes editing the default 

ribbon, working with the quick access toolbar, developing custom ribbons, and making use of VBA 

callbacks and you will also learn about the basic ribbon controls.  

Chapter 31: Preparing your Access Application for Distribution  

In this chapter, you will learn how to define the current database choices and remove personal 

information from file properties on Save which includes making use of Windows Theme controls on forms 

and enabling layout view. You will also learn how to enable design change for tables in the datasheet view, 

how best to make use of the navigation options, ribbon, and toolbar options and you will also learn how 

to develop an application.  
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Chapter 32: Integrating Access with Sharepoint 

In this chapter, you will be introduced to SharePoint, you will learn how to share data between Access 

and Sharepoint, Import SharePoint lists, export Access tables to Sharepoint, move access tables to 

SharePoint, and you will also learn how best to make use of Sharepoint templates.  
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PART 1 

GET ACCESS TO FUNDAMENTAL INFORMATION 

About what a building block is, this book has been designed to take you gradually from one step to another 

with each part containing chapters and also examples that are detailed and drive home the point. This 

section will cover several fundamental subjects that are required for you to successfully use a database. 

You will also learn how to make sure that data is properly implemented and normalized so that your table 

will function well. Make sure you give this section more time so you can gain all the necessary foundational 

knowledge. However, if you are already knowledgeable about database design, you may quickly go 

through the pages as a revision tool and perhaps pick up some new information. 
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CHAPTER 1 

DEVELOPMENT OF DATABASES 

Database development is unique and it is not the same way you play around with your computer. As 

against other applications like PowerPoint and Excel where you just have to be creative, there's a need 

for you to have basic foundational knowledge in database development. This chapter covers basic 

fundamental knowledge that you need to learn and cannot do without as it pertains to this application 

and the development of databases in general.  

The vocabulary used in Access Databases 

Nearly all of the fundamental terminology used in databases may be used with Access. Records, tables, 

fields, the database itself, and values that display a hierarchy from the smallest to the largest and vice 

versa are among these terms. Except for structured query language (SQL), all of the words listed above 

are equally utilized in practically all database systems. 

Databases  

An organized method of gathering data or data that has been electronically saved in a computer is known 

as a database. A database management system often oversees a database (DBMS). A database system, 

sometimes just referred to as a database, includes data and DBMSs as well as the numerous applications 

that are connected to them. Even though I've spoken about electronic databases, manual databases—
also referred to as file systems or manual database systems—also exist. When using manual database 

systems, form completion is essentially limited to one method. Accessing information manually involves 

opening a filing cabinet, removing a file or folder, and then finding a specific piece of paper. Users will 

complete the forms using whichever approach is most convenient for them. Spreadsheets can also be 

used for data analysis or to present the data in an eye-catching way. To facilitate quick data processing 

and querying, data contained in the most popular databases used today are primarily arranged in rows 

and columns across a variety of tables. This will make it easy to access, alter, control, organize, and modify 

the data. It should be noted that most databases write and query data using the Structured Query 

Language (SQL). Different kinds of databases exist. The one you choose to utilize primarily depends on 

how the company intends to use the information. 

In the sections below, you will find just a few databases that will be discussed in this book;  

● Relational database: In the 1980s, this database gained popularity. A relational database is 

organized with its items in a well-organized set of tables with rows and columns. One of the most 

effective and versatile ways to access well-structured data is through relational database 

technology. 

● Object-oriented database: Information found in an object-oriented database is represented in 

the form of objects similar to object-oriented programming.  

● Distributed databases: This type of database has about two or more files that can be found in 

different locations. The database can be saved on various computers that are found right within 

the same location or diverged over various networks.  

Access databases are merely an automated way to perform a paper file system's filing and retrieval tasks. 

Access databases make it easier to store information in an organized way. A database management 


