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Introduction to Microsoft Access

A database is a collection of information that's related. Access allow you to
manage your information in one database file. Within Access there are four
major areas: Tables, Queries, Forms and Reports

Tables store your data in your database

Queries ask questions about information stored in your tables

Forms allow you to view data stored in your tables

Reports allow you to print data based on queries/tables that you have
created

Creating a Database
1) Start Access
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2) In the task pane, select Blank Database

3) In the File New Database dialog box, select the location where you want to
store the database

4) Type a name for the database file at the bottom of the dialog box

File New Database

Save in: I@ Deskrop j (SRR @ B » Tools =
[C3My Documents [Cjackie
i My Computer (Cjay
History ‘QMV Metwork Places [Chlearning 123
[Chaccess [CyPam
() archived courses Cpeter
@ [=)bb course for students [)pics
My Documenks [y COC0-MASTER-Coopyright-Pa-Forms  [C)respondus
() community archives [C)silicon Chalk,
P (L) courts other stuff [Csurvey resuls
b i [ydocumentation [Cysurvery resulks pilots Fang
Desktop [ydownloads [Sysusan
[C)dragon @F\dvanced Access.mdb
() Examples of work @Training.mdb
2 [CJExecutables

Favorites (C)files For info 273

File mame: Isample Create

= [ e |
Save as bype! IMicrosoFt Access Databases (*.mdb) j Cancel |

5) Click Create

Access will display the database window.

Creating a Table

A table is a collection of data about a specific topic, such as employee
information. products or customers.

To Create a Table in Design View:
1) Click the Tables object button
2) Double-click Create table in Design view
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Below is a picture of the Table Design screen as it will appear:
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3) Enter a field name in the first field name cell, then press the Tab key to enter
the Data Type column (Limited to 64 characters per field)

4) Click the down-arrow at the right end of the Data Type cell, and then select
an appropriate data type for the field

Note: The order that you enter the field names is the order the fields will
appear in the table
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5) Continue until all fields are inserted

To Save the Table:
1) Click the Save icon on the toolbar
2) Enter a name for the table
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3) Click OK

Access will ask you if you would like it to create a primary key. Click No to letting
Access create a primary key field. This will be explained later.



Setting a Primary Key

The primary key is the unique identifier for each record in a table. Access will
not allow duplicate entries in a primary key field.

To Set a Primary Key:
1. Double click on the table if necessary to open it
2. In Design View, position your cursor in the field you wish to set as the
primary key
3. Click the primary key button on the tool bar

To Switch Between Design View and Datasheet View:
1) Double click on the table
2) Select View Menu, Design View
Or
View Menu, Datasheet View

There are 2 basic views when you work in a table: Design View and Datasheet
View:

e Design View is used to set the data types, insert or delete fields, set the
primary key
o Datasheet View is used to enter the data for the records

The primary key symbol will appear in the gray row header at the left end of the
field as seen in the picture below:
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3) Save the table



Input Masks

An input mask is used to pre-format a field to “look/act” a certain way when a
user inputs data.

Example: social security number input mask automatically inserts the dash;
phone numbers automatically inserts the parentheses and dashes

The input mask data can either be stored in the table or simply displayed and not
stored.

To Create an Input Mask for a Field

1) Open a table in Design View

2) Click in a field for which you'd like to create an input mask

3) In the Field Properties section at the bottom of the screen, click in the Input
Mask line and notice the Build button that appears at the right end of the line
(see below):
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4) Click the Build button to start the Input Mask Wizard (shown below).
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5) Select the appropriate input mask

6) Click Next

7) Click Next for additional screens on which you can set options for the input
mask

8) Click Finish on the last screen of the input mask wizard

Viewing and Navigating Tables:

1) Select the Tables object

2) Double-click a table’s name to open the table

3) Enter the data into the table by pressing the tab key to move from one cell to
another

4) When you have completed the record (row), press Enter
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Use the arrows at the bottom of the table to navigate among records.



| Record: 14| 4 3 4] of 3

Datasheet Wisw

Use the arrows to navigate from the first record, previous record, next record, last
record, and create a new record. (as shown in the picture above)

Notice that the total number of records in the table is shown at the right end of
the navigation arrows.

To Sort Records in a Table:

1) Position your cursor in the field that you wish to sort by clicking on any record
in the table (make sure your cursor is positioned in the field you are sorting

by)
2) Click either the Sort Ascending or Sort Descending icon
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Queries

You use queries to view, change, and analyze data in different ways. You can
also use them as a source of records for forms and reports

To Create a Query:

1) Move to the queries object

2) Double-click Create Query in Design View

3) Select the table that you would like to base your query on
4) Click Add
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5) Close the Show Table window

The table(s) will now be displayed in the upper part of the Query Design Screen
by boxes containing the tables’ fields.

6) Double click on the field names in the field list window which you would like to
include in the query

Defining Criteria in the Query

In order to control which records are displayed, you must define criteria in a

guery. The most common type of query is the Select Records query which will
be discussed below.

To Define Criteria for your Query:

1) Position your cursor in the criteria row in the field for which you wish to define
the criteria for

2) Enter the criteria

Example: To find all people it the table who live in NJ:

e Position your cursor in the criteria row of the State field
e Type NJ

'
e Click the Run Query button *
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Below is a picture of the results of the above query:
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The result of a query is called a recordset. A recordset can be sorted, printed or
filtered in the same manner as a table.

To Save the Query:

1) Click the Save icon

2) Enter a name for the query
3) Click OK

Note: When saving a select query, you are saving the question that you are
asking, not the results that you see when you run the query.

Creating a Form Using the Forms Wizard

A form is a database object that is used to enter or display data in a database.

To Create a Form Using the Wizard:

1) Move to the forms object in the database window

2) Double-click Create Form by Using Wizard

3) Using the drop-down arrow, select the tables/queries that you wish to base the
form on

4) After selecting the table/query, select the fields you wish to include on the form
by double clicking on them

5) Click Next
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6) Select a layout for the form
7) Click Next
8) Select a style
9) Click Next

10) Type a name for the form
11) Click Finish
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Reports

Reports can be based on tables or queries and can be made with the Report
Wizard.

To Create a Report Using the Report Wizard:

1) Select the reports object in the database window

2) Double-click Create Report by Using Wizard

3) Select the table or query upon which the report will be based
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4) Select the fields that you want to include on the report by double clicking on
them

5) Click Next

6) If you would like to add grouping to your report, select the field you wish to
group by double clicking on it (Example: City)

7) Click Next
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8) Select the field to sort the data by

9) Click Next

10) Choose a layout and orientation by clicking on layout and orientation
11) Click Next

12) Select a style

13) Click Next

14)  Enter a title

15) Click Finish
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Printing Reports

To Print a Report:
1) Click the Print icon on the toolbar at the top of the screen
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