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Access 2010: An Overview

Microsoft® Access® 2010 is all about simplicity, with ready-to-go templates that get you

started and powerful tools that stay relevant as your data grows. Access empowers you to make

the most of your infformatonieven i f youdr e ntd withéew baritrg bamsle exper
learning curve, and at a low cost. With seamless connections to variety of data sources, along

with tools to help you collect your information, collaboration happens the way it should. No

expensive backend required.

Access 2010 amplifies the power of your data by making it easier to track, report, and share with
others. Newly added Web databases enable you publish databases ¢ Microsoft SharePoint®
Server 2010 and share themacross your organization! Your data can be protected centrally to
meet data compliance, backup, and audit requirements, providing you increased agility and
manageability. With Web databases, your information will never be further away than your
closest Web browser?

Whet her youdre a | arge c or p o rpeofitiorganizatios, wrafleten busi n e
youdre |l ooking for efficient ways to manage your
easier to get what you need done quickly, with greater flexibility, and with better results.

Welcome to Access 201Gi our most powerful and intuitive release yet.

! This feature requires Microsoft SharePoint Server 2010 to publish and share a Web database.

2 An appropriate device, Internet connection and supported Internet Explorer, Firefox or Safari browser are required.

Microsoft 1
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Access 2010: At-a-Glance

Take a glance at how Access 2010 is designed to give you the best productivity experience
acrossyour PC and browser. Get a closer look at he new and improved features in the sections
that follow.

Bring

Today, databases are used for a variety of tasks, from asset tracking and inventory management

to maintaining information for business and personal contacts or student recor ds. Your needs

for data management may be increasing but thereds
to meet them. Wi th Access 2010, you dondt need toc
your information. New templates and design tools have been added, and long-time favorites

have been enhanced, to help you easily createpowerful and robust databasesiii t 6 s a snap
immediately start collecting and analyzing information as soon as you need it.

Get easier access to the right tools, at the right t ime .

New and improved features can help you be more productive, but only if you can find them
when you need them. Fortunately, the enhanced, customizableRibbon in Access 2010 makes it
easy to uncover more commands so you can focus on the end product, not how to get there.

Want an easier time managing your database? Wishing for a faster, more direct route to your

database tools? Or perhaps you need an easier way to save your database in another format?
ThenewMi cr osoft Of fi ce cdhhelplyoutachigve all ofithis@and more. You can

now more easily analyze and document your database, share, publish, and customize your
Access 2010 experience, all from one convenient location.

Build your databases faster and easier than ever before

Forget the learning curve. Out-of-the box templates and reusable components make Access
2010 the fastest, simplest database solution available.

9 Get started in just in just a few clicks. Find new pre-built templates you can start using
without customization or select templ ates created by your peers in the Access online
community and customize them to meet your needs.

Microsoft 2



=a.0ffice

9 Build your databases with new modular components. New Application Parts enable you to
add a set of common Access components, such as a table and form for task management, to
your database in a few simple clicks. You can also add groups of frequently used fields to
your tables using new Quick Start fields.

9 Database navigation is now simplified. Create Navigation Forms and make your frequently
used forms and reports more accessible without writing any code or logic.

Create impactful forms and reports

No matter what type of information you work with, you want to have tools at your disposal to
add greater visibility to your data and create polished and professional forms and reports.
Whet her itds an inventory of your a s s lerings theo r cust
i nnovative tools youdd e xgnablesyoudtobongyoMiideasmbfem f t OFf f i

1 Easily spot trends and add emphasis to your data.Conditional formatting now supports data
bars. Gradient fills make it easier to add greater visibility to your values to help you make
better decisions. And, you can now manage your conditional formatting rules from a
single intuitive view.

1 Quickly create coordinating database forms and reports. The addition of Office themes in
Access 2010 gives you the ability to modify numerous database objects in just a couple
clicks to easily create polished and professionatlooking databases with coordinating tables,
forms, and reports.

91 Bring the Web into your database. With the new Web Browser control you can add
dynamic Web content to your forms and retrieve data stored on the Web when you want it
and when you need it.

Add automation and complex expressions more intuitively

If you need a more robust database design, such as preventing record deletion if a specific
condition is met or if you need to create calculations to forecast your budget, Access 2010
empowers you to be your own developer. Simplified and easy-to-use tools help you accomplish
these types of tasks, even if you consider yourself a database novice.

9 Build your expressions and formulas with ease.The enhanced Expression Builder greatly
simplifies your expression building experience with IntelliSense®. Reduce errors, spend less
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time memorizing expression names and syntax, and spend more time focusing on building
your database.

i Effortlessly add automation to your database. With the revamped Macro Designer , itds now
even easier for you to add basiclogic to your database. I f youdre amsuse,peri en:
youdl!l find the enhancements are more intuitive

extend your database application.

i Store your logic in a single location. Use new Data Macros to attach logic to your data,
centralizing the logic on the t able, not the objects that update your data.

Work tog

Many databases use data from a variety of sources and are updated and utilized by multiple

people. You might work with a team or you may need to collect your data from others. In e ither

instance, you want to focus on the work as opposed to the processes that make sharing easy

and convenient. Access 2010 provides new and enhanced features for working collaboratively

and wutilizing data from ot herfresayau cam get youfF waaky 6 r e s i
done without having to worry about the details of how features work.

Obtain a centralized landing pad for your data

Access 2010 offers easy ways to bring your data together and help increase work quality. New
technologies help break down barriers so you can share and work together on your databases,
making you or your team more efficient and productive.

9 Use data from a variety of sourcesin your reports. Import and link data  from a broad range
of other external sources or collect and update your data via e -mail.

1 Connect to data on the Web. Include Web Services and line -of -business applications data
right in the applications you build. You can now connect to data sources via newly added
Web Service protocol.

9 Trusting your databasesis now simplified. Easily trust your databases and those created by
others using the new Trusted Documents feature.
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This release goes beyond storingjust your data in SharePoint Server. You can now move your

entire application to SharePoint Server 2010 including tables, queries, forms, reports, and logic.

Access your applicationwhen you want and whereyouwantivi r t ual |l y anywhere th
browser? Now , itds easier than ever to manage the edi
databases through a Web interface.

Access your database in new ways

The Web enables users to transcend communication barriers, collaborate with people
throughout the world in near realtime, and store your vital information in a centralized location
so you have access to it whenever and wherever. And now, in Access 2010, using newly added
Access Serviceson SharePoint Server 2010, you can make your databases available on the We
using new Web databases.

1 Start collaborating right away. Post your databases online and then access, view, and edit
them from the Web. Users without an Access client can open Web forms and reports via a
browser and changes are automatically synchronized

7T Donodt have SharePoint S evicrosoft off@s0 Hofte?dl ShdrePoitr o b | e m
solutions on a subscription basis as part of its Microsoft SharePoint Online service that you
can use to publish your Web database or take advantage of other SharePoint fedures.

% Supported browsers include Windows Internet Explorer 7 for Windows, Safari 4 or later for Mac, and Firefox 3.5 or later for
Windows, Mac, or Linux.

Microsoft S
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Access 2010: A Closer Look

Explore new ways Access 2010 can help you get
ideas on your own, together, or on the go.

Bring You

Get easier access to the right tools, at the right time

Ribbon Improved!

Locate the commands you need when you want them and where you want them. The improved
Ribbon, available across the Office 2010 applications, makes it easy to uncover more commands
so you can focus on the end product rather than how to get there.

The Ribbon replaces the traditional menus and toolbars to give you a more customized work

experience. |ltds designed to help you discover
features that Access provides so that you can get more done in less time.

9 Customize or create your own tabs on the Ribbon to personalize the Access 2010 experience
to your work style.

9 The standard tabs you see on the Ribbon are organized to display commands relevant to a
given task, so that you can find what you need more quickly.

1 The Ribbon also provides contextual tabs to give you exactly the tools you need, when you
need them. For example, when you are designing a report, contextual tabs appear on the
Ribbon that provides the tools you need, as shown inFigure 1.

t
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E TthﬂES [A]Fonts = G"mﬂ {3 Hide Details m’m Atl @l [j g E EE — Insert Page <ite Add Existing Plr:]:lrty
T Image~ Numbers 5} Date and Time Fields Sheet
Views Themes Groupmg & Totals Controls Header / Footer Tools
» Beverage Purchases | |4 Purchase Details %
FOURTH Beverage Purchase
COFFEE
Preparation Coffee Added Ingredients Cups Sold Tolal Sales 5
Drip brew Cafe Americano hot water 70 | $315
Caffé latte scalded milk 287 I 51,291
Iced coffee ice 153 | $sse
Yuanyang milk tea 245 81,102
E Drip filter Ca phe sua da sweetened condensed milk, ice 320 I $1.440
E Espressa Blended Cappuccino blended ice, frothed milk 508 I $2,286
E, café au lait milk. 70 | $315
;" Café Bonbon sweetened condensed milk 145 I $652
Cafe mocha steamed milk, chocolate 620 I $2.790
Cappuccino steamed milk foam, hat milk 400 I $2,700
Cortado condensed milk 140 | $629 v
:;mup, Sort, and Total . : b
up on Preparation.[Coffee Type] ™ with Aontop ™ , More & @ g X
Sortby Beverages.[Coffee Beverages]
s Add a group |%l Add a sort
Layout View Num Lock | ﬁ@ )

I Figure 1 & Contextual tools appear automatically, such as when designing a report.

Microsoft Office Backstage View  New!

On the left edge of the Ribbon you see the File tab. Just click that tab for an altaccess pass that
makes it easier than ever to manage your files and customize your Access experience.

The new Backstage view replaces the traditional File menu to provide a single location for all of
your database management tasks. For example:

T When you first open Backst age ivFkigara2. Frgnathisbmee
location, you can analyze your database performance, define table relationships, set a
password to open your database, and more.

on

t
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Create External Data

Fourth Coffee

Database Tools

| save

Information about FourthCoffee
C:A\Fourth Coffee\FourthCoffee.accdb

Save Object As
(@] save Database As
[ Open

[ Close Database

i

Info Publish to
Access Services
Recent
MNew a =
=l
gt Relationships
Share
He)
elp -
|z] options %
Compact &
K Exit Repair Database

Analyze
Database -

Encrypt with
Password

Share your database in a Web browser

You can publish your Access application to a server, so that others can
use your application from any standards-compliant Web browser.

Define Relationships

Define how the data in tables are related, such as ID fields or name
fields in different tables that should match.

Compact & Repair
Help prevent and correct database file problems by using Compact
and Repair.

Analyze Database
View object dependencies and analyze performance and design of this
database.

Encrypt with Password
Use a password to restrict access to your database. Files that use the
2007 Microsoft Access file format or later are encrypted.

o

View and edit database properties

—

[E=ral

Figure 2 8 The Info tab in Backstage view provides a central location for your database

management tasks.

9 Backstage view is extensible. For businesses, IT can incorporate work and information flows
from other systems and highlight them right within the most useful Microsoft Office
application. For example, Backstage view lets you bring those backend accounting

workflows right into Access 2010.

Build your databases faster and easier than ever before

Pre-built database templates

Get started quickly with pre-built templates. In Access 2010 there aredatabase templates you
can use as astarting point or customize them to meet to your needs. This helps ensure your

Improved!

application has been built correctly and optimized for reuse across your organization.

1 Templates designed with you in mind. Wh et her

owner, non-profit or gani zati on,

Microsoft

or i

youdre a

even

| arge
youdr e

corpor
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personal information, with Access 2010 youoll f
get you started. From event organization, sales, and marketing projects, to tracking students,
faculty, or charitable contributions, Access helps you bring your ideas to life.

Figure 3 8 Use a pre-built template
and quickly create a database for a
specific task.

9 Turn to your peers for inspiration. Start with a database template from the Access online
community. Choose from template categories such as Business, Education, Personal, or Nen
profitih youdl I even find sample templates to help yo

Quick Tip: Promote yourself by creating a database template and share it with the Access online
community. Include a name for your database, a description, an application icon, a preview imagefi even
include sample data.

Application Parts New!

Application Parts simplify your database creation by enabling you to add common components,
such as all of the tables, forms, and reports you need for tracking contacts, across your
databases or organization in just a few clicks.

9 Save time and effort by re-using database parts built by others for your database.

9 Package yourown common database parts and reuse them across your databases and your
organization.


















































































































