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10 In the Choose commands from list box, click Encode/Decode Database, and then 
click Add. Then repeat this step to add Package and Sign.

You can add commands to a custom group, but not to a predefined group.

Next let’s create a custom Search tab.

11 In the Customize the Ribbon list box, remove the Find and Sort & Filter groups from 
the Home tab.

12 Click the word Home, and then below the list box, click New Tab. Notice that Access 
adds a new tab called New Tab (Custom) to the list, selects it for display on the 
ribbon, and assigns it one custom group.

13 For the purposes of this exercise, we don’t need the custom group, so remove it.

14 Click New Tab (Custom), and then click Rename. In the Rename dialog box, enter 
Search in the Display name box, and click OK.

TIP The name appears on the ribbon with the capitalization you use in the Rename 
dialog box. If you want Search to appear as SEARCH, enter it that way. However, bear 
in mind that entering the tab name with an initial capital letter visually identifies it as 
a custom tab.
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15 With the Search (Custom) tab selected, display the Choose commands from list, and 
click Main Tabs. Then in the list box, expand the Home tab.

16 Add the Sort & Filter and Find groups from Home in the Choose commands from 
list box to Search (Custom) in the Customize the Ribbon list box.

You have created a new tab that contains two predefined groups.

17 Close the Access Options dialog box.

The Home tab now has a Final group that contains two buttons.
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18 Display the Customers table in Datasheet view, and then click the Search tab.

The custom Search tab contains all the commands for filtering, sorting, and finding records.

Let’s restore the default ribbon configuration.

19 Display the Customize Ribbon page of the Access Options dialog box. Below the 
Customize the Ribbon list box, click Reset, and then click Reset all customizations.

20 In the message box that asks you to confirm that you want to delete all ribbon 
and Quick Access Toolbar customizations, click Yes. Then close the Access Options 
dialog box.

+  CLEAN UP Close the Customers table . Keep the GardenCompany13 database open for 
use in the last exercise .

Customizing the status bar
You can easily add or remove controls from the status bar by right-clicking any blank 
area of the status bar and then, on the Customize Status Bar menu, clicking the con-
trol you want to add or remove.

On the Customize Status Bar menu, a check mark indicates a control that is  
currently shown or will be shown when information of that type is available.
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Manipulating the Quick Access Toolbar
By default, the Save, Undo, and Repeat/Redo buttons appear on the Quick Access Toolbar. 
If you regularly use a few buttons that are scattered on various tabs of the ribbon and you 
don’t want to switch between tabs to access the buttons or crowd your ribbon with a cus-
tom tab, you might want to add these frequently used buttons to the Quick Access Toolbar. 
They are then always visible in the upper-left corner of the program window.

Clicking the Customize Quick Access Toolbar button at the right end of the Quick Access 
Toolbar displays a menu that lists commonly used commands. Check marks appear to the 
left of commands currently available on the Quick Access Toolbar. You can click these com-
mands to remove them, and click other commands to add them.

You can customize the Quick Access Toolbar by selecting or clearing  
buttons on the Customize Quick Access Toolbar menu.

As you add buttons to the Quick Access Toolbar, it expands to accommodate them. If you 
add many buttons, some of them might not be visible, which defeats the purpose of adding 
them. To resolve this problem, you can move the Quick Access Toolbar below the ribbon 
by clicking the Customize Quick Access Toolbar button, and then clicking Show Below The 
Ribbon.
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Clicking More Commands on the Customize Quick Access Toolbar menu opens the Access 
Options dialog box with the Quick Access Toolbar page displayed. This page gives you more 
options for displaying commands on the toolbar. 

In the box on the left, you can list all the commands available in Access. The box on the right displays 
the commands currently available on the Quick Access Toolbar.
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You can customize the Quick Access Toolbar in the following ways:

 ▪ Define a custom Quick Access Toolbar for all databases, or define a custom Quick 
 Access Toolbar for a specific database.

 ▪ Add any command from any group of any tab, including tool tabs, to the toolbar.

TIP A quick way to add a command is to right-click it on the ribbon and then click 
Add To Quick Access Toolbar.

 ▪ Display a separator between different types of buttons.

 ▪ Move buttons around on the toolbar until they are in the order you want.

 ▪ Reset everything back to the default Quick Access Toolbar configuration.

If you never use more than a few buttons, add those buttons to the Quick Access Toolbar 
and then hide the ribbon by double-clicking the active tab or by clicking the Collapse The 
Ribbon button. Only the Quick Access Toolbar and tab names remain visible. You can tem-
porarily redisplay the ribbon by clicking the tab you want to view. You can permanently 
 redisplay the ribbon by double-clicking any tab or by clicking the Pin The Ribbon button.

KEYBOARD SHORTCUT Press Ctrl+F1 to minimize or expand the ribbon. For a list of 
keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.

In this exercise, you’ll add a few buttons to the Quick Access Toolbar for all databases, and 
then you’ll test some of the buttons.

 SET UP You need the GardenCompany13 database you worked with in the preced-
ing exercise to complete this exercise. Open the database, open the Employees table 
in Datasheet view, and then follow the steps.

1 Display the Quick Access Toolbar page of the Access Options dialog box. Then 
display the Choose commands from list, and click All Commands.

TIP If you want to create a Quick Access Toolbar that is specific to the active data-
base, display the Customize Quick Access Toolbar list on the right, and click For 
<path of database>. Then any command you select will be added to that specific 
toolbar instead of the toolbar for all databases.

2 In the Customize Quick Access Toolbar list box, click Redo. Then at the top of the 
Choose commands from list box, double-click Separator to divide the default Save, 
Undo, and Redo commands from the custom commands you are about to add to the 
toolbar.
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3 Scroll about two-thirds of the way down the Choose commands from list box, click 
Quick Print, and then click Add.

TIP You can also add the Quick Print button to the Quick Access Toolbar by clicking 
the Customize Quick Access Toolbar button and then clicking Quick Print.

4 Repeat step 3 to add the Forms, Reports, and Tables ribbon groups, so that you can 
use their commands without having to display the Create tab of the ribbon. 

TIP To quickly find a particular command in the Choose Commands From list box, 
click any command and then enter the first letter of the command you want. The list 
box scrolls to the first command that starts with that letter.

5 Rearrange these groups so that they appear in this order: Tables, Forms, and then 
Reports.

The down-arrows to the right of Tables, Forms, and Reports indicate  
that clicking these buttons on the Quick Access Toolbar will display  
the associated group’s commands.
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6 Close the Access Options dialog box. Notice that the Quick Access Toolbar now 
includes the default Save, Undo, and Repeat/Redo buttons, separated by a line from 
the custom Quick Print button and the Tables, Forms, and Reports group buttons.

You have added a button and three groups to the Quick Access Toolbar.

Now let’s test the new Quick Access Toolbar.

7 Verify that your printer is turned on, and then on the Quick Access Toolbar, click the 
Quick Print button.

8 Close the Employees table.

9 With Employees selected in the Navigation pane, on the Quick Access Toolbar, click 
the Forms button to display the commands in that group.

All of the buttons in the Forms group are active because the Employees table is selected  
in the Navigation pane.

Let’s restore the default Quick Access Toolbar configuration.

10 Display the Quick Access Toolbar page of the Access Options dialog box. Below 
the Customize Quick Access Toolbar list box, click Reset, and then click Reset only 
Quick Access Toolbar.

11 In the Reset Customizations message box, click Yes to return the Quick Access 
Toolbar to its default contents. Then close the Access Options dialog box.

+  CLEAN UP Close the GardenCompany13 database .
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Key points
 ▪ The Access environment is flexible and can be customized to meet your needs.

 ▪ Most of the settings that control the working environment are gathered on the pages 
of the Access Options dialog box.

 ▪ For efficiency and security, customize the ribbon to make only the database tools 
each user needs available.

 ▪ Provide one-click access to any Access command by adding a button for it to the 
Quick Access Toolbar, either for all databases or for a specific database.
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Glossary
Access Database Executable (.accde) file An  

Access database file that has been com-
piled and compacted for distribution. The 
ACCDE format allows users to view forms 
and reports, update information, and run 
queries, but prevents them from changing 
database objects.

Access Deployment (.accdc) file An Access 
 database file that has been compressed 
and digitally signed for distribution.

action query A type of query that performs an 
action on matched records, such as updat-
ing fields or deleting the records. See also 
select query.

add-ins Utilities that provide specialized func-
tionality to a program but aren’t full-
fledged programs themselves.

aggregate function A function that performs a 
calculation, such as Sum or Avg (average), 
on multiple values and returns a single 
summary value.

append query A query that adds, or appends, 
records from one or more tables to the 
end of one or more tables.

application parts Predefined database objects 
that you can add to an existing database.

arithmetic operator An operator that is used 
with numerals: + (addition), - (subtraction), 
* (multiplication), or / (division).

back-end database The portion of a split data-
base that contains the tables that store all 
the data. The back-end database is kept 
on a central computer. See also front-end 
 database and split database.

binary file A file that contains encoded infor-
mation that is interpreted by a computer 
according to the application that created  
it. In general, a binary file can be edited 
only by the application in which it was cre-
ated. A binary file is not encrypted and is 
therefore not secure.

boolean A Yes/No data type used for fields that 
can have only two possible mutually exclu-
sive values, such as True or False. This data 
type is named after George Boole, an early 
mathematician and logistician.

bound Linked, as when a text box control is 
linked to a specific field in a table. See also 
unbound.

Cascade Delete A deletion of data that is also 
implemented in related records.

combo box A control that combines a text  
box with a list box. With a combo box, the 
user can type an entry or choose one from 
a list.

comma-delimited text file A text file in which 
each field is separated from the next by a 
comma.

command button Any button with which users 
initiate an immediate action. You can add 
command button controls to forms and 
reports.

comparison operator An operator that com-
pares two expressions, expressed as > 
(greater than), < (less than), = (equal to), 
>= (greater than or equal to), <= (less  
than or equal to), <> (not equal to), or  
like  (pattern matching).
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constant A value that is not calculated and does 
not change. For example, the number 210 
and the text Quarterly Earnings are con-
stants. An expression, or a value resulting 
from an expression, is not a constant.

control An object, such as a text box, combo 
box, or command button, that displays 
data or choices, performs an action, or 
makes a database object easier to use.

control property A setting that determines the 
control’s appearance, what kind of data it 
can display, and its behavior. The proper-
ties for a selected control are displayed in 
the Property Sheet pane.

control source The object, such as a field, table, 
or query, to which a control is bound. See 
also record source.

crosstab query A type of query that displays 
data for summarized values from a field or 
table and then groups them by two sets of 
facts: one down the left side, and the other 
across the top of the datasheet.

data type A property that restricts entries in a 
field to a specific type of data.

database application A database that is made 
easier to use by the inclusion of queries, 
forms, reports, custom categories and 
groups, macros, and other tools.

database object One of the components of an 
Access database, such as a table, query, 
form, report, macro, or module.

database security Measures adopted to pro-
tect data from accidental or intentional 
corruption and to make it difficult for 
 un authorized people to gain access to 
 private information; for example, pass-
words,  encryption, and .accde files.

datasheet A table with data displayed in col-
umns (fields) and rows (records). The first 
row contains column headings (field 
names).

Datasheet view The view in which you can 
 review and modify the data in a table 
or returned by a query.

delete query A query that deletes records that 
match a specified pattern from one or 
more tables.

delimited text file A text file in which each field 
is separated from the next by a specific 
character, such as a comma or a tab.

delimiter A character, such as a comma (,), semi-
colon (;), or backslash (\), that is used to 
separate records and fields in a delimited 
text file.

design grid In Design view, the grid in which you 
can manually work with advanced filters 
and queries.

Design view The view in which you can review  
and modify the structure of a table, query, 
form, or report.

dialog box launcher On the ribbon, a button in 
the lower-right corner of some groups that 
opens a dialog box with features related to 
the group.

duplicate query A type of select query that finds 
records containing identical information 
in one or more specified fields. Can be 
created with the assistance of the Find 
Duplicates Query wizard.

empty string A string with the value “” (two 
quotation marks with nothing between 
them).

encrypting To encode (scramble) information  
in such a way that it is unreadable to all  
but those individuals possessing the key  
to the code.

exclusive use A setting that permits only one 
person to have a database open. Generally 
used when setting or removing a database 
password.
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exporting The process of converting an Access 
table or database into a format that can 
be used by other programs. See also 
importing.

expression A combination of functions, field 
values, constants, and operators that can 
be used to assign properties to tables or 
forms, to determine values in fields or re-
ports, as part of a query, and in many other 
places. Also known as a formula.

Expression Builder A tool used to create an ex-
pression. The Expression Builder includes 
a list of common expressions that you can 
select from to define the properties you 
want to target.

field An element of a table that contains a spe-
cific item of information, such as a last 
name. A field is represented in Access as a 
column in a database table. See also record.

field alias A label assigned to a field. You can 
change the labels Access assigns to make 
them more meaningful.

field names The names assigned to fields that 
appear as column headings in the first row 
of a database table.

field property A property that controls what 
data can be entered in a field, how it must 
look, and what Access should do with it.

filter A set of criteria that specifies what table 
data should be displayed.

fixed-width text file A common text file format 
that is often used to transfer data from 
older programs. The same field in every 
record contains the same number of char-
acters. If the actual data doesn’t fill a field, 
the field is padded with spaces so that the 
starting point of the data in the next field 
is the same number of characters from the 
beginning of every record.

flat database A simple database that can store 
information in only one table. Also known 
as a flat file database. See also relational 
database.

foreign key In related tables, the foreign key 
field in one table corresponds with the 
 primary key field in the other table.

form An organized and formatted view of some 
or all of the fields from one or more tables 
or query results. Forms work interactively 
with the tables in a database and are often 
used to simplify data entry.

form selector The box at the intersection of the 
vertical and horizontal rulers when a form 
is displayed in Design view. You click the 
form selector to select the entire form.

front-end database The portion of a split data-
base that contains the forms, queries, and 
reports people use to work with data. The 
front end can be copied to the local com-
puter of any user who needs to work with 
the database. See also back-end database 
and split database.

function A named procedure or routine, 
 often used for mathematical or financial 
calculations.

group On a ribbon tab, an area containing but-
tons related to a specific database object, 
element, or function. On the Navigation 
bar, a list that is part of a category.

grouping level The level by which records are 
grouped in a report. When you group on  
a field, the report adds a group header  
and footer around each group of records 
that have the same value in that field.

HTML A markup language used to create hyper-
text documents that are portable from one 
platform to another. HTML files are simple 
ASCII text files with embedded markup 
tags that control formatting and hypertext 
links. See also XML.
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HTML tag A code that identifies an element in 
an HTML document, such as a heading or 
paragraph, for the purposes of formatting, 
indexing, and linking information in the 
document.

importing The process of converting external 
data into a format that can be used by 
Access. See also exporting.

input mask A property that controls the appear-
ance, format, and type of data in a field.

label control A control that contains text as it 
will appear on a form or report.

linking The process of connecting to data in 
other programs so that you can view and 
edit it both in Access and the originating 
program.

logical operator An operator, such as AND, OR, 
or NOT, that is used in queries and filters  
to extract matching records from tables.

Lookup wizard An Access wizard with which  
you can create a lookup list.

main form A form that contains embedded 
 subforms. See also subform.

main report A report that serves as a shell for 
one or more embedded subreports. See 
also subreport.

make-table query A query that combines all or 
part of the data from one or more tables 
into a new table.

many-to-many relationship A relationship be-
tween two tables in which records in each 
table have multiple matching records in 
the related table. For example, each sales 
invoice can contain multiple products, and 
each product can appear on multiple sales 
invoices. See also one-to-many relationship 
and one-to-one relationship.

Microsoft Database Executable (.mde) file The 
equivalent of an .accde file created by 
previous versions of Access. See Access 
Database Executable (.accde) file.

named range A group of related spreadsheet 
cells defined by a single name.

navigation control A control on a navigation 
form that consists of a placeholder for a 
navigation button and a subform or sub-
report control.

navigation form A form that presents the user 
with a set of navigation buttons that can 
be clicked to display and work with forms 
and reports. Database designers can use 
navigation forms to make it easier for users 
to access and manipulate data and more 
difficult for them to unintentionally change 
or delete it.

Navigation pane An area of the Access program 
window that enables the user to quickly 
open database objects.

normalization The process of ensuring that a 
set of data is stored in only one table. The 
rules that govern normalization are de-
signed to minimize data redundancy and 
result in a database in which referential 
integrity can be enforced.

Null Nothing; a field with no entry.

one-to-many relationship In relational data-
bases, a relationship between two tables in 
which a single record in the first table can 
be related to one or more records in the 
second table, but a record in the second 
table can be related to only one record 
in the first table. See also many-to-many 
 relationship and one-to-one relationship.
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one-to-one relationship In relational databases, 
a relationship between two tables in which 
a single record in the first table can be 
related to only one record in the second 
table, and a record in the second table can 
be related to only one record in the first 
table. See also many-to-many relationship 
and one-to-many relationship.

operator See arithmetic operator, comparison 
operator, and logical operator.

option button A control that allows a user to 
select from a fixed set of mutually exclusive 
choices.

parameter query A type of query that, when 
run, prompts for the values (criteria) to use 
to match records. Because the criteria are 
entered at run time, the same parameter 
query can be used to match different rec-
ords. See also action query, crosstab query, 
and select query.

parsing The process of analyzing an imported 
document, such as an HTML document, 
and identifying anything that looks like 
structured data.

password A string of characters used to ac-
cess information or log on to a computer. 
Passwords help prevent unauthorized 
people from accessing files, programs, and 
other resources. See also secure password.

populating To add data to a table or other 
object.

primary key One or more fields whose value or 
values uniquely identify each record in a 
table. A primary key field cannot contain 
a Null value. In related tables, the primary 
key field in one table corresponds with the 
foreign key field in the other table.

property A named attribute of a control, a field, 
or an object that you set to define one of 
the object’s characteristics (such as size, 
color, or screen location) or an aspect of 
its behavior (such as whether the object is 
hidden).

publisher The person or entity who digitally 
signs a database or other file, thereby 
guaranteeing its source.

query A database object that locates specific in-
formation stored in a table and allows you 
to view and manipulate the results. The 
results of a query can be used as the basis 
for forms and reports.

Quick Access Toolbar A small, customizable 
toolbar that displays frequently used 
commands.

record All the related information about an item. 
A record in Access is represented as a row 
in a database table. See also field.

record selector The gray bar along the left edge 
of a form in Form view. You can select an 
entire record by clicking its record selector.

record source The source from which the data in 
a bound record originates. See also control 
source.

referential integrity A restriction on data in two 
related tables that does not allow an entry 
in one table unless it already exists in the 
other table.

relational database A type of database that 
stores information in related tables. Rela-
tional databases use matching values to 
relate data in one table to data in the other 
table. In a relational database, you typically 
store a specific type of data just once. See 
also flat database.
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relationship An association between common 
fields in two or more tables.

report A database object used to display table 
information in a formatted, easily acces-
sible manner, either on the screen or on 
paper. It can include items from multiple 
tables and queries, values calculated from 
information in the database, and format-
ting elements such as headers, footers, 
titles, and headings.

report selector The box at the intersection of 
the vertical and horizontal rulers when 
a report is displayed in Design view. You 
click the report selector to select the entire 
report.

results datasheet The presentation of the rec-
ords matched by a query and any specified 
calculations in a table-like structure.

ribbon A user interface design that organizes 
commands into logical groups, which 
 appear on separate tabs.

row selector The gray box at the left end of 
each row in the field definition area when 
a  table’s structure is displayed in Design 
view.

secure password A password that includes 
upper case letters, lowercase letters, and 
symbols or numbers, and that is not a word 
found in a dictionary. Also called a strong 
password. See also password.

security warning A warning that appears when a 
database that contains one or more  macros 
is opened.

select query A query that matches records from 
one or more tables and displays them in 
a results datasheet. Can contain specifica-
tions for which fields to display in what 
order and how to group (summarize) their 
values. See also action query.

signing The act of guaranteeing the source 
and content of a file by attaching a digital 
signature.

sorting A method of arranging data based on 
the order of specified information.

split database A database that has been organ-
ized into two parts: a back-end database 
that contains the tables that store all the 
data, and a front-end database that con-
tains the forms, queries, and reports that 
people use to work with the data. See also 
back-end database and front-end database.

SQL database A database based on Structured 
Query Language (SQL).

subdatasheet A datasheet that is contained 
within another datasheet.

subform A form that is contained within another 
form. See also main form.

subquery A nested query that uses the results 
of one query as a field in another query. 
The nested query involves the use of a 
Structured Query Language (SQL) Select 
statement.

subreport A report that is contained within 
 another report. See also main report.

syntax The required format in which expressions 
must be entered.

tab A component of the ribbon that contains 
buttons organized in groups

tabbed page The display area allocated to an 
open database object in the Access pro-
gram window workspace. You click the tab 
to display the object’s page. By default, 
database objects are displayed on tabbed 
pages. Alternatively, you can display ob-
jects in their own windows.
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table A structured arrangement of one or more 
rows and one or more columns. The inter-
section of each row and column is a cell. All 
the items of information in a row constitute 
a record, and all the items of information in 
a column constitute a field.

tag A code in HTML or XML that provides 
 instructions for formatting or defining  
the structure of a document.

template A ready-made pattern that can be 
used to create a specific type of database. 
Access 2013 comes with several templates, 
all of which can be customized.

text box control A control on a form or report in 
which text can be viewed, entered, or ed-
ited. A text box control is bound to a field 
in the underlying table.

unbound Not linked. An unbound control is not 
linked to a field in an underlying table; 
instead it might be used, for example, to 
calculate values from multiple fields. See 
also bound.

undocking To drag a toolbar, pane, or simi-
lar item so that it floats in the program 
window.

Universal Naming Convention (UNC)  The sys-
tem of naming files among computers on a 
network so that a file on a given computer 
will have the same path when it is accessed 
from any of the other computers on the 
network.

unmatched query A select query that locates 
records in one table that do not have any 
related records in another table. This query 
can be created with the assistance of the 
Find Unmatched Query wizard.

update query A query that changes the values 
in one or more fields of matched records in 
a table.

validation rule A field property that ensures that 
entries contain only the correct type, size, 
or range of data.

view The display of information from a specific 
perspective. Each Access object has two or 
more views, such as Datasheet view and 
Design view.

View Shortcuts toolbar A set of buttons at the 
right end of the status bar that provides 
convenient methods for switching the view 
of the active database object.

wildcard character A keyboard character that 
can be used to represent one or many 
characters in a search. The question mark 
(?) represents a single character, and 
the asterisk (*) represents one or more 
characters.

XML A format for delivering rich, structured 
data in a standard, consistent way. XML 
tags describe the content of a web docu-
ment, whereas HTML tags describe how 
the document looks. Designers can use 
XML to create their own customized tags. 
See also HTML.
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