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Why use a database?  

 

A database is much more than just a list or table. It gives you true command of your data, 

enabling you to retrieve it, sort it, analyze it, summarize it, and report results in moments. 

It can combine data from  various files, so that you never have to enter information twice. It 

can even make data entry more efficient and accurate.  

 

 

Define some key Access terminology  

 

ÅField ï A single characteristic or attribute of a person, place, object, event, or idea.  

 

ÅRecord ï A set of related field values.  

 

ÅTable ï A collection of records that identify a category of data, such as Customers, Orders,  

or Inventory, stored in rows and columns.  

 

ÅValue ï a single piece of data  

 

                
 

 

 

 

 

 

 

ÅQuery  ï an instruct ion that request s information from a database.  

 

ÅForm  ï a graphical interface that is used to display and edit data.  

 

ÅReport  ï a screen output of data arranged in order specified by the user.  

Record 

Field 

Table 

Value 



Microsoft Access 2007 

Page 2 of 16 

 

The Getting Started with Access Window  

 

The Getting Started wit h Access Window is the screen that appears when you first open 

Microsoft Access.  In this window you can choose to open a blank database,  use a ready -

made Access database template, or you can open a recent database.  
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The Database window  

 

The Database Window is the main control center for working with an Access database.  

 

 

 

 

 

 

 

 

 

 

 

ÅMicrosoft Office Button ï this button contains the commands for creating a new database, 

and opening, saving, printing and closing a database.  It  also contains the Access Options 

button to customize the Access environment.  

 

ÅRibbon ï interface component that contains Access commands grouped  together under 

command tabs.  

 

ÅCommand Tabs ï shows you all the commands for working with a database , organized  by 

groups within tabs.  

 

ÅNavigation Pane ï displays the database objects such as tables, forms, queries and 

reports.  

 

ÅTabbed Document Window ï enables you to open tables, queries, and forms as tabs in the 

same window for easier navigation.  

 

ÅMicrosoft Offic e Window Frame ï offers additional features,  
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More about the Navigation Pane  

After you open a database, the Navigation Pane shows you 

what's inside it. The pane lists the tables, forms, reports 

and other objects  in a database.  

ÅThe Navigation Pane is  also where you go to use an 

object  ð to open a form and enter data or run a report.  

 

Å If the Navigation Pane is closed, open it by clicking the 

Shutter Bar Open/Close Button . 

 

Å  Select another category from the Navigation Pane drop -

down menu.   Choosing N avigate to Category: by  Object 

Type  and Filter By Group: All Access Objects will show you 

everything in your datab ase.  

 

Å Your choice appears in the bar at the top of the 

Navigation Pane, so you always know how your objects are 

organized.   If you don't lik e a category, just open the menu 

and select a new one at any time.  

 

 

 

 

 

 

Shutter bar 

open/close 



Microsoft Access 2007 

Page 5 of 16 

A table i n D atasheet view  

 

 

 

 

 
 

 

 

 

 

The navigation bar buttons   

 

 
 

You can navigate through the records by using the navigation buttons displaye d at the 

bottom of the Datasheet view window. The navigation bar allows you to:  

 

ïGo to the first record in the table  

ïGo to the previous record in the table  

ïGo to the next record in the table  

ïGo to the last record in the table  

ïCreate a new record for the t able 

(sometimes called an append record)  
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Cr eating a nd Maintaining A Database  
 

Guidelines for designing databases  

ÅWhen designing a database, first try to think of all the fields of data that needs to be 

stored.  

ÅNext, group the fields into tables. Each t able will contain a group of related fields.  

ÅYou need to select a field in each table to become the primary key for that table.  

ÅWhen tables will be related to one another, you need to include a common field in the two 

tables that will be used to form the  relationship.  

 

 

 

Determining database fields  

 

 
   Data requirements  

 

 

Group the fields into tables  

 

 
   Data fields grouped into tables  
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Relational database and keys  

ÅA relational database is a col lection of tables that are related to one another based on a 

common field.  

ÅA field, or a collection of fields, is designated as the primary key.  

ïThe primary key uniquely identifies a record in the table.  

ÅWhen the primary key of one table is represented i n a second table to form a relationship, 

it is called a foreign key.  

 

 

Relating tables using a common field  

 

 
 

 

 

Choose a primary key  

ÅChoose a field or fields to serve as the primary key for the table.  

ÅA primary key must uniquely identify each record in t he table.  

ÅPrimary keys can consist of more than one field.  

ïPrimary keys with more than one field are called composite keys  

 

 

Include a common field  

ÅWhen one table needs to be related to another table, you must include a common field.  

ÅThe common field will be the primary key in one table.  

ÅThe common field is referred to as a foreign key in the related table.  

ÅThe foreign key in a table can then be used as a primary key to access the record in the 

related table.  
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Data redundancy wastes space and can lead to  data errors  

 
Incorrect Database design with data redundancy  

 

 

 

 

Create a new database  

ÅWhen you create a new database, you will need to create all the tables, queries, forms, 

and reports for the database.  

ïThis is the most flexi ble approach, since you will create all objects yourself  

 

 

To create a new blank database:  

ï Start Access  

ïOn the Getting Started with Microsoft Access page, Click Blank Database under New Blank 

Database  

ïIn the dialog box  on the right , click the folder icon and  navigate to the location where you 

will save your database  

ïEnter the name of the database in the File name text box  

ïClick the Create button  

 

Create a new table  - Define fields, and specify a table's primary key  

ÅWhen you create a table, you name the fiel ds and define the properties for the fields.  

ïThe table structure is set up and modified in Design View  (click on the View command on 

the Home tab)  

ïIn Design View, you will define each field that will be included in the table  

ÅWhen all the fields have been defined, you will then specify which field(s) will be the 

primary key.  

ïThe primary key is not mandatory, but it is a good idea to assign one  


