- Remember to Backup Databases: On the File menu, click ‘Back Up Database’.   
(When you save the backup, the current date is automatically appended to the file name.)
- Switch to the Main Database window: Press F11.
- Switch between Design and Datasheet View: Click the icon at the top left.
- To View Relationships: Press F11 and click on the relationship icon, top row near the middle.

- To Concatinate names: run a Query like this: Full Name: [FirstName] & " " & [LastName]
Trim function removes any leading or trailing spaces =Trim([City] & " " & [Region] & " " & [PostalCode])

- To see a Large Query in a pop up window:  SHIFT+F2 or Right Click and ‘ZOOM’
- To Find Empty Cells:  In Criteria Row, type “IS NULL”.

- To Capitalize: under Format in Design Mode use: >

- To Fill empty Data Names: under Format in Design Mode use: @;"unknown"

Finding records for a specific year (or month) from a collection of dates

Year([InvoiceDate])=[Choose a year]...

Month([InvoiceDate])=[Choose a month from 1-12])

Note that the prompt tells the user to enter a number for the month. Access doesn't understand month names.

Finding records for a specific month and year from a collection of dates

If you want to be more specific and call for a particular month and year, the criteria...

Month([InvoiceDate])=[Choose a month from 1-12] And  Year([InvoiceDate])=[Choose a year] 

...will present the user with two dialog boxes, the first asking for a month and the second asking for a year.

Creating a list of records with dates in the last so many days

You may want to view all the invoices generated in a recent period, such as the last 30 days. The criteria...

 >Date()-[The last how many days?]

Null Value: A value you can enter in a field or use in queries to indicate missing or unknown data. 

Zero-length string: A string that contains no characters. You can use a zero-length string to indicate that you know no value exists for a field. You enter a zero-length string by typing two double quotation marks (eg: "") But might be easier to use a single quote.
Text: Use this to store data such as names, addresses, and any numbers that do not require calculations, such as phone numbers, part numbers, or postal codes. A Text field can store up to 255 characters, but the default field size is 50 characters. 

Memo: data type if you need to store more than 255 characters. A Memo field can store up to 65,536 characters. If you want to store formatted text or long documents, you should create an OLE Object field instead of a Memo field.

Converting from Text to Number, Currency, Date/Time, or Yes/No

If you have data stored in a Text field and want to change the field to another data type, Microsoft Access can convert values that are appropriate for the new data type. For example, if you have numbers stored in a Text field and you want to do mathematical calculations on your data, you must convert the field to the Number or Currency data type. As long as all the data stored in the field consists of only numbers, you can change the data type without losing data.

For Text to Number conversions, decimal points and thousands separators are interpreted appropriately.
For Text to Date/Time conversions, most date and time formats are converted correctly. Date and time formats are interpreted according to the regional settings in Windows Control Panel.

For Text to Yes/No conversions, the words ‘Yes’, ‘True’, or ‘On’ are converted to a Yes value, and No, False, or Off to a No value. 
To display the words "Yes" or" No" instead of checkboxes, you must click the Lookup tab (bottom/beside) in table Design view and change the DisplayControl property from Check Box to Text Box.
 (You can also convert from Number to Yes/No data type: Zero (‘0’) convert to No and nonzero values to Yes.)

Input mask definition Examples of values 

(000) 000-0000

(206) 555-0248 

(000) 000-LLLL
 
(206) 555-TELE 

>L????L?000L0 
GREENGR339M3 

>L0L 0L0 

T2F 8M4 

>L<?????? 

Maria Pierre

>LL00000-0000 
DB51392-0493

	AllowZeroLength
	Required
	User's action
	Value stored

	No
	No
	Presses ENTER
Presses SPACEBAR
Enters a zero-length string
	Null
Null
(not allowed)

	Yes
	No
	Presses ENTER
Presses SPACEBAR
Enters a zero-length string
	Null
Null
Zero-length string

	No
	Yes
	Presses ENTER
Presses SPACEBAR
Enters a zero-length string
	(not allowed)
(not allowed)
(not allowed)

	Yes
	Yes
	Presses ENTER
Presses SPACEBAR
Enters a zero-length string
	(not allowed)
Zero-length string
Zero-length string


- To send an Access Table to Word, 
1. Right-click on the Database toolbar and choose Customize from the shortcut menu. 
2. Under Commands in the Categories list box (left side) select Tools. 
3. Locate the ‘Output To Notepad’ button in the Commands list box and drag it to the toolbar. 
4. Click Close and select the Table you want “exported” and then click on the icon.
