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Keyboard Shortcuts & Productivity Tips for Access 2000/2002

Most users and developers alike have favorite shortcuts and tips they use when navigating
through the different objects in the Access database container as well interfacing with Windows
in general. This worksheet lists a number of these shortcuts and tips. Since there are literally
hundreds of these, this worksheet is organized in such a way that you need only fill in the items
that are applicable to your situation or of interest to your users. It is organized as follows:

e Microsoft Windows Settings and Performance

e Microsoft Access Tools Menu: Start Up, Customize and Options

e Microsoft Access Keyboard shortcuts
e Microsoft Access Productivity Tips

Windows Settings & Performance

Regional Settings Properties EHE
Fegional Settings I Mumber I Curmrency I Time Date |

i~ Calendar
LCalendar type: IGregorian Calendar j
‘wihen a two digit year iz entered, interpret as a vear between:
[1530 and [2029 ﬂ D

— Short date
Short date zample: |D2.-’1 142003
Shart date style: IMMa’dda’yyyy j
Date separator: I.-" VI

— Lokg date
Long date sample: ITuesda}', February 11, 2003
Long date stle: [, MMM dd, vy =l

QK I Cancel | Lol |

Yirtual Memory EHE NOTES
These settings can adversely atfect system performance and should
be adjusted by advanced users and spsterm adminiztrators omly. A
- irtual memory Set a permanent
¢ Let Windows manage my vitual memory settings. [Fecommended) swap drive in
& L&t me specify my own vitual memony settings {)lace ofa
emporary swap
Hard disk: : - .
aid disk: | C:\ 2597MB Free =l drive and re-
Minirur:  [400 - boot
P agimum: (400 — B
[~ Digable virtual memony. [Mot recommended) Control the
behavior of date
ok | conc | & time display in
your Access
forms and tables
by setting
Folder Options [x]| | Regional options
General View | File T_l,lpesl C
— Folder views
Wou cah make all pour Folders ook the same. E.xplore the .
different options

Like Current Folder I Beset All Folders | inside Of Folder

Options inside of
Advanced settings: EXplOI‘er to suit

|- Files and Folders = your needs
O Allow all uppercase names
Digplay the full path in title bar D

(23 Hidden files
QO Do not show hidden files

Hetwork EHE

Configuration | Identificationl hooess Controll

The fallowing hetwark components are installed:

Client for Microzoft Metworks
Intel[R] FROA100+ Management Adapter
MetBELI
TCRAP

Add... Eemaye Eroperties |

If you are on a

O Show all files

O Hide file extensions for known file types n?tWOI‘k asa
Remember each folder's view settings e client and are
Show Map Network. D.live buttar in toolbar . not Sharing your
Show pop-up dezcription for folder and desktop items.

[ visual Settings = resources, make

sure File & Print

Fiestore Defaults | Sharing is set to

Off.

Ok I Cancel | Apply |

Frimary Metwork Logon:
I Client for Microsoft Networks j

FEile and Print Sharing..

Description D

u]: | Cancel |
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Microsoft Access Tools Menu: Start Up, Customize and Options

Startup

Application Title: Display Form/Page:

|FrmSpIash ﬂ

|My Application

Cancel
Application Icon: [ Display Database window r
|C:'|,My.ﬂpp'l,MyLogo.ico J ¥ Display Skatus Bar I Menus show recently used commands First
Meru Bar: Shortcut Menu Bar: O
[(default) =] [edefauln =] Reset my usage dats
kb
[ allow Full Menus IV allow Built-in Toolbars =r

WV allow Default Shorkcut Menus IV allow ToolbarMenu Changes
W Use Access Special Keys

(Show Database Window, Show Immediate
‘Window, Show YB window, and Pause Execution)

3

Customize

Toolbars ] Commands ~ Options l

Personalized Menus and Toolbars

[+ List Font names in their Font
¥ Show ScreenTips on koolbars
[~ Show shorkcut keys in ScreenTips

Slide hd

Menu animations:

Options B

Miewt ]General ] EditjFind ] Keyboard ] Datasheet ] Forms/Reports ] Advanced ] Tables/Queries ]

Shiow
v &

V¥ startup dialog box
¥ Mew object shortcuts

IV Hidden objects

V¥ sSystem objects
¥ windows in Taskbar

Show in macro design

™ Mames column ™ Conditions column

Click options in database window
" single-click open

Dual fant support
[T Use substitution font:
+ Double-lick open | J

Options
Yiew  General ]Edlt,l’Flnd I Keyboard ] Datasheet I Forms/Reparts ] Advanced } Tables/Queries ]

Print margins Mame AutoCotrect

Left margin: S ™ Track name AutoCorrect info
Right margin: 1" r
. " |—
Top rmargin: 1
Batkam rmargin:

Default database falder: Mew database sort order:

|Genera| ﬂ

Use Four-digit year Formatting
W This database
W &l databases

|C:\My Documentst,

¥ Recently used file list:
V¥ Pravide Feedback with sound

[ Compact on Close

‘Web Options...

= |1

=]

Cancel | |

oK | Cancel | |

Options

View ] General EditjFind ]Kayboard ] Datashest ] Faorms/Reports ] Advanced ] TablesfQueries ]

Default findfreplace behaviar Confirm

¥ Record changes

™ General search

(" Stark of Field search

¥ Document deletions

V¥ Action queries

Filter by form defaults For Northwind Database
Show list of walues in
IV Local indexed Fields
¥ Local nonindexed Fields
™ ODBC figlds

Don't display lists where more than this
number of records read:

1

Options

View ] Ganerall Edit/Find Keyboard ]Datasheet I Forms,l’Raports] Advanced 1 TablesiQuaries]
Mo

Behavior entering Field
" Select entire field

% Go ko start of Field
" Go to end of Field

™ Mext field
" Mext record

Arrow key behavior
" Mext field

% Mext character

¥ Cursor stops at Firstflast Field

ok | Cancel

]

Cancel | |
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Microsoft Access Tools Menu: Start Up, Customize and Options (continvea)

Options Dptions
Wiew I General I Edit/Find I Keyboard Datasheet IFDrmsJ‘Reports I Advanced I Tables{CQueries I View I General I Edit/Find | Kevboard I Datasheet Forms/Reports Indvanced | TablesjQueties I
i~ Default colors i Default gridiines showing———————————— i ———————
Fonk: ¥ Harizontal ’7 P
 Fully enclosed
ackground Tawhee =] || 1 et :
s Im _ Form template:
Default column width: 1 |Normal
—Default Font —Default cell effect e (i
Font: % Flat |N0rmal
Arial - " Raised
I J = ™ Always use event procedures
‘Weight; Sige: € surken
INDrma\ j IID j
¥ shaow arimations
™ underline I Iealic
ak. I Cancel | AEpEl | ok I Cancel | Apply |
Options HE Options EHE
View I General I EditjFind I Keyboard I Datashest I Forms/Reports  Advanced |Tables;’Queries I View I General I Edit/Find | Keyboard I Datasheet | FormsjReports I advanced Tables/Queries |
DDE operations————— [~ Default open mode Table design
E  shared Default figld sizes Default field bype:
¥ Enable DDE refresh  Exclusive Text: |50| IText j
Command-line arguments: —Default record lacking e ILong Integer -l Autolndex on Import/Create:
I " Mo lacks IID;key;code;num
|l records
OLE/DDE bimeout (sec): 30
i & fsec) & Edited record Query design .
Refresh interval (sec): 30 V¥ Show table names 3:'” PErmissions
: " . - Owner's
Murmber of update retries: 2 " Open databases using recard-level locking ™ Cutput all fields )
I bl . & User's
ODEBC refresh inkerval (sech: 1500 Enapcitialon
Update retry inkerval {msec): 250
ak. I Cancel | Apply | ok I Cancel | Apply |
g Morthwind : Database H=]
open B Desion “ghew | K | 20 T EE
Objects | Descripkion | TModified VR | Created | Type

- DDDDEOoEo@eEcdE

Create table in...
Create table b...
Create table b...

Categories
Customers
Emplovees
Order Details
Orders
Products
Shippers
Suppliers

Cakegories of Morthwind producks,
Customers' names, addresses, ...
Employees' names, titles, and p. ..
Dekails on producks, quantities, ...
Customer name, order dake, an...
Product names, suppliers, prices, .,
Shippers' names and phone num. ..

Suppliers' names, addresses, ph...

11/30/1995 4:53:01 PM
11/30/1995 4:53:08 PM
11/30/1995 4:52:55 PM
11/30/1995 4:53:14 PM
11/30/1995 4:53:22 PM
11/24/1995 5:59:17 PM
11/24/1995 5:59:22 PM
11/24/1995 5:59:28 PM

09/13/1995 10:51:30 AM
09/13/1995 10:51:32 AM
09/13/1995 10:51:33 AM
09/13/1995 10:51:34 AM
09/13/1995 10:51:38 AM
09/13/1995 10:51:41 AM
09/13/1995 10:51:42 AM
09/13/1995 10:51:42 AM

Table
Table
Table
Table
Table
Table
Table
Table

il
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Microsoft Access Keyboard Shortcuts

The following shortcuts are grouped by object where applicable and in no particular order:

Description Shortcut
1 Bring up the database container in an MDB or MDE (full version) F11
2 Go to the first object in the database container HOME
3 Go to the last object in the database container END
4 Rename an object in the database container F2 or SINGLE CLICK
5 Undo rename if active in database container ESCAPE
6 Bring the database container to the front (if open) ALT F1
7 Display SAVE AS in the database container and other objects F12
8 Go to the First letter of the next word in a table, form, query or module CTRL RIGHT ARROW
9 Go to the First letter of the previous word in a table, form, query or module CTRL LEFT ARROW
10 Move a control in design view in a form to the right CTRL RIGHT ARROW
11 Move a control in design view in a form to the left CTRL LEFT ARROW
12 Move a control in design view in a form to the bottom CTRL DOWN ARROW
13 Move a control in design view in a form to the top CTRL UP ARROW
14 Widen a control in design view in a form to the right SHIFT RIGHT ARROW
15 Increase the height of a control in design view in a form SHIFT DOWN ARROW
16 Narrow a control in design view in a form to the left SHIFT LEFT ARROW
17 Reduce the height of a control in design view in a form SHIFT UP ARROW
18  Go to the end of a field in single line fields END
19 Go to the beginning of a field in single line fields HOME
20  Cancel a command and close a dialog box ESCAPE
21 Close an Office Assistant and tip and Pop Windows in Help ESCAPE
22 Undo a change in a form or table or query when in the current record ESCAPE
23 Dropdown a Combo box in a form or other object F4 or ALT DOWN ARROW
24 Move down one page when in a combo box or list box PAGE DOWN
25  Move up one page when in a combo box or list box PAGE UP
26 Move to the next field in a form, query or table TAB
27 Move to the previous next field in a form, query or table SHIFT TAB
28  Zoom IN or OUT on a part of a page in Print Preview or Layout Preview Z
29  Display Help or the Office Assistant, VBA, MS Contents etc F1
30  InForm view, type record number in navigation box to go that record ENTER
31 Indatasheet view, type record number in navigation box to go that record ENTER
32  From Form Design View, go to Form View of same form F5
33 Refresh the current window (also used by other programs) F5
34 Open the Page Setup Dialog Box in Print Preview and Layout Preview S
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Microsoft Access Keyboard Shortcuts (continuea)

The following shortcuts are grouped by object where applicable and in no particular order:

Description Shortcut
35  Display a shortcut menu that show a list of commands relevant to object SHIFT F10
36  Open the Zoom Box in any object that supports it (forms, tables, queries) SHIFT F2
37  Find the previous occurrence of the text specified in the Find dialog with box closed SHIFT F4
38  Select text in a single line SHIFT END
39  Select text in multiple lines in text control or VBA SHIFT DOWN ARROW
40  Switch between values in an option button or check box SPACEBAR
41 Within the Open dialog box—go to previous folder ALT 1
42 Within the Open dialog box—go up one folder level ALT 2
43 Within the Open dialog box—close the dialog box and open Internet Explorer search ALT 3
44 Within the Open dialog box—delete the selected folder or file ALT 4
45  Within the Open dialog box—create a new sub-folder ALT 5
46 Within the Open dialog box—switch between list, detail, properties and previews ALT 6
47 Within the Open dialog box—display the Tools Menu ALT 7
48  Move from subform to main form regardless of number of subforms CTRL TAB
49  Display the properties of a selected item while working in a window ALT ENTER
50  Ina MDB file, switch between Visual Basic Editor (VBE) and the previous Window ~ ALT F11
51  Close Microsoft Access or close other window within Microsoft Access ALT F4
52 Check Names in the To, Cc or Bcc fields against the address book when e-mailing ~ ALT K
53  Activate or Open the icon menu on the toolbar of the active window ALT SPACEBAR
54  Select all records in a table or query CTRLA
55 Insert the value from the same field in the previous record to the current field CTRL ¢ (apostrophe)
56  Copy selected text or records to the Windows clipboard CTRLC
57  Insert the current time at the current cursor position CTRL : (colon)
58 Insert the current date at the current cursor position CTRL ; (semi-colon)
59  Insert a new line when entering data in datasheet or form view CTRL ENTER
60  Display the Find dialog box in datasheet , form view or VBE view CTRLF
61  Display the Replace dialog box in datasheet , form view or VBE view CTRLH
62  Delete the current record when working in datasheet or form view CTRL - (minus sign)
63  Add a new record in datasheet or form view CTRL # (plus sign)
64  Save a database object CTRLS
65  Go to the first record if cursor at beginning of text control in datasheet or form view ~ CTRL UP ARROW
66  Go to the last record if cursor at beginning of text control in datasheet or form view ~ CTRL DOWN ARROW
67  Undo the previous action in applicable objects CTRLZ
68  Redo the previously undone action in applicable objects CTRLY
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Keyboard Shortcuts & Productivity Tips for Access 2000/2002

Microsoft Access Keyboard Shortcuts (continuea)

The following shortcuts are grouped by object where applicable and in no particular order:

Description Shortcut
69  Bring up the immediate Window in the Visual Basic Editor (VBE) CTRLG
70  Go to the next line just below Private or Public in the VBE CTRL DOWN ARROW
71 Go to the previous line just below Private or Public in the VBE CTRL UP ARROW
72 In property Window, toggle between values or toggle through available list DOUBLE CLICK
73 Bring up Quick Info in the VBE CTRL | (the letter i)
74 Bring up the print dialog box where applicable CTRLP
75  Bring up available methods, properties and dimensioned variables in VBE CTRL SPACE

More Microsoft Access Productivity Tips

¢ When working in datasheet view, select a contiguous block of data across one or more
records without selecting the entire row:

e In datasheet or form view, you want to select all the records that belong to a certain text
string (customer name, city etc) -

¢ When assigning a numeric value to a field, Microsoft Access automatically assign a value of
0 (zero) to that field. If you rather have blank cells rather than zeroes—

e How to prevent the user, under any circumstances (except one) from closing Access or your
application —

e How to enter confidential data using a data entry form and prevent it from being seen—

¢ How to indent entire paragraphs of code and comments in the Visual Basic Editor—

Soundoff Computing

Ofer Shimrat

TEL: (858) 484-0400

FAX: (858) 484-0491

E-MAIL: ofer@soundoffcomputing.com
URL: www.soundoffcomputing.com
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