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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
AFieId i A single characteristic or attribute of a person, place, object, event, or idea.
ARecord T A set of related field values.

A’able T A collection of records that identify a category of data, such as Customers, Orders,
or Inventory, stored in rows and columns.

A/alue i asingle piece of data

4 BookNumber - Title =| BookPrice -~
CD-100 The Fast Track 56.99
|ck-130 Low Fat Recipes $9.95 «——— Record
CM-120 1001 Car Facts 524,95
Table | < CM-150 Care of Your Subaru $35.00
DB-945 Introduction to Databases 535.00
DE-946 Database Strategy 539.95
\_ DT-119 The Ultimate Diet Guide 514.95 |<_ Value

T

AQuery T aninstruct ion that request s information from a database.
AForm i a graphical interface that is used to display and edit data.

:&Report i a screen output of data arranged in order specified by the user.
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Access Window

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 aready -
made Access database template, or you can open a recent database.

Ready to use Databast Open recent
templates Databases
@ = ] s Microsaft Access - = X
T A &)
Template Catefories
Featuring v . . . .
Getting Started with Microsoft Office Access
Local Templates X
From Microsoft Office Online
Hew Blank Database - Open Recent Database
Business Open Blank
Education — Database & More...
P ..\SampleTables.accdb
Personal Blank Database @ }2 .L.;;;e ablesa
- L3fUle
Sample Featured Online Templates @ \ 1Data\...\useforms.accdb
. 12/13/2006
‘ ‘ | #] \..\personnelbiz.accdb
d 12/13/2006
1 f2] \084481Data\...\useforms.accdb
W | 12/13/2006
‘ | |
§ €N
Assets Contacts Issues -
[m )
Lia.0ffice Online
What's new in Access 20077
'_E The new Access 2007 contains more powerful tools to help
sou quickly track, repart, and share information in a
manageable environment. Learn mare about the new features
and improvements,
@ Getthe latest content while warking in the 2007 Microsoft Office system
@ Guideto Access 2007 User Interface
@ Organize all your objects using the new, =asy access Mavigation Pane
IMare an Office Online:
Training |Tem|JIates | Downloads
Automatically update this content from Office Cnline Learn more
Ready | Mum Lock lm
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The Database window

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

Microsoft Command
Office Button Tabs

| -

_i;\l = / books : Database (Access 2007) - Microsoft Access - = x
i)
—-/ Home Create External Data Database Tools L7)]
M 4 calibri -l == = =l ]_[7 Wz~ &a a
—— 2 |B I U|=E== —— il T | T =
VIEW Paste 7 Ié .“& -I|@'|I—| m 2= 2= (327 = Recsrds A Filter 7 Find .
Views | Clipboard ™ Font F] Rich Text Sort & Filter Find
Tabbed
&ll Access Objects v « ||/ tblBooks { = aryOrders < Document
Tables £ & OrderMuml ~ BookMNumk - | Sales| - Viewing
£ tolBookOrders 1 SH-556 EN1-15
=1 tblBooks 2 EQ-250 EN1-22 j
Ij thiCustomers 3| MB-650 ENI-15
. — 4/ SF-100 EN1-22
QE”E"ES = 5 PR-215 EN1-35
qryBoakOrders & DB-945 EN1-15
= anBooks 7 DB-946 EN1-22
= aryOrders 8 CK-130 EMN1-15
Forms x LA 9 PL-450 EM1-35
E] frmBookOrders 10 CM-120 EM1-35
= fimBooks 11 DT-119 EM1-22 | |
Reports o~  ¥||Record: M4 4 10f30 | b M} & Search |
Datasheet View U o | i sk EL&_
SN— _
Microsoft Office Window
A/Iicrosoft Office Button T 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.

,&Ribbon T interface component that contains Access commands grouped together under
command tabs.

;&Command Tabs 1 shows you all the commands for working with a database , organized by
groups within tabs.

A\Iavigation Pane 1 displays the database objects such as tables, forms, queries and
reports.

A’abbed Document Window T enables you to open tables, queries, and forms as tabs in the
same window for easier navigation.

A/Iicrosoft Offic e Window Frame 1 offers additional features,
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'[E ﬂ "y Cul =
| 3
More about the Navigation Pane : Home Create External Dat
S &
After you open a database, the Navigation Pane shows you 4 .
what's inside it. The pane lists the tables, forms, reports view || Paste _ |[B 7 ul|lA

and other objects in a database.
Views || Clipboard ™

- Shutter bar

Ane Navigation Pane is  also where you go to use an GRS s open/close
object & to open a form and enter data or run a report. Tables £

T tblBookOrders
At the Navigation Pane is closed, open it by clicking the =1 tblBooks
Shutter Bar Open/Close Button . =1 tbiCustomers

Queries F
A Select another category from the Navigation Pane drop - 3 aqryBookOrders
down menu. Choosing N avigate to Ca.ltegory.: by Object = aryBooks
Type and Filter By Group: All Access Objects will show you =
everything in your datab  ase. anyOrders

Forms s
Avour choice appears in the bar at the top of the B frmBookOrders
Navigation Pane, so you always know how your objects are =S| frmBooks
organized. Ifyoudon'tlik e a category, just open the menu Reports %
and select a new one at any time. i rptBookOrders

Eﬂ rptBooks
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Atablei n D atasheet view

Field Selector for Customer Numbe

.c!ﬂ 8 | Lg 9 L) p Table Tools books : Database [Access 2007) - Microsoft Access
= | HOK] Create External Data Database Tools Datasheet
% z C | p—— . |§ % §| |§ | “@ =i New ;Totals ‘ii “Cz Selection ~
l:'ta =& Save Spelling A EAd\fanced =
Vifw Feete 7 | Ll U ||é v”ﬁ '||@ v| i | R;fﬁevm >< Delete ~ EI‘\mrev ?_/ Fifter W Toggle Filte
Views ||Clipboard ™ Font (F Records Sort & Filter
All Access Objects > | %
Tables 2 OrderMum| - | CustomerNuml - Date + |Quanti » | BookNumk ~ |Salesl ~ | Add New Field
> 1 CT-100 8/1/2001 150 SH-356 EN1-15
Current Record 2 CT-300 8/4/2001 100 EQ-250 EN1-22
| B R T 3 CT-200 8/5/2001 90 MB-650 EN1-15
2 4 CT-700 8/5/2001 250 SF-100 EN1-22
Fleld SeIeCtor for = 5 CT-1100 8/6/2001 45 PR-215 EN1-35
Next Record 6 CT-100 8/7/2001 100 DB-945 EN1-15
7 CT-800 8/7/2001 250 DB-946 EN1-22
3 ayOrders 8 CT-300 8/8/2001 100 CK-130 EN1-15
Forms 2 9 CT-1200 8/9/2001 50 PL-450 EN1-35
—2| frmBookOrders 10 CT-1300 8/10/2001 35 CM-120 EN1-35
5 frmBooks 11 CT-100 8/10/2001 500 DT-119 EN1-22
Reports A 12 CT-400 8/10/2001 100 CD-100 EN1-15
— 13 CT-600 8/11/2001 100 CM-150 EN1-35
rptBookOrders
] 14 CT-900 8/11/2001 50 SF-100 EN1-22
rptBooks 15 CT-900 8/11/2001 25 SH-556 EN1-22
16 CT-500 8/12/2001 150 CK-130 EN1-15
17 CT-500 8/12/2001 90 EQ-250 EN1-15
18 CT-100 8/13/2001 100 CD-100 EN1-35
19 CT-700 8/13/2001 125 SF-150 EN1-22
20 CT-600 8/13/2001 150 CM-150 EN1-15
21 CT-600 8/14/2001 100 CM-120 EN1-22
22 CT-400 8/14/2001 100 HI-100 EN1-35
23 CT-400 8/14/2001 100 HI-105 EN1-35
24 CT-400 8/14/2001 100 HI-110 EN1-35
25 CT-1000 8/15/2001 150 EQ-250 EN1-22
26 CT-1000 2/15/2001 100 E-200 EN1-27
Record: M 1 of 30 LI T | WK Mo Filter | Search
- J
Y

Navigation Buttons

The navigation bar buttons

Navigation Button Record Selected Navigation Button Record Selected

@ First record @ Last record
_@ Previous record @ New record
E] Next record

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:

T Go to the first record in the table 1 Go to the last record in the table
T Go to the previous record in the table T Create a new record for thet  able
T Go to the next record in the table (sometimes called an append record)
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Creating a nd Maintaining A Database

Guidelines for designing databases

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

Alext, group the fields into tables. Each t able will contain a group of related fields.
A(ou need to select a field in each table to become the primary key for that table.

ANhen 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

EmployerID ContactFirstName
FositionID ContactlLastName
FositionTitle Fosition
EmployerName Wage

Address HoursFerWeek

City NAICSCode
StateProv NAICSDesc
FostalCode StartDate
Country EndDate

Phone ReferredBy
Openings Website

Data requirements

Group the fields into tables

Employer table NAICS table Fosition table
EmployerlD NAICSCode FositionlD
EmployerName NAICSDesc FositionTitle
Address Wage

City HoursFerWeek
StateProv Openings
FostalCode ReferredBy
Country StartDate
ContactFirstName EndDate
ContactlLastName

Fosition

Phone

Website

Data fields grouped into tables
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Relational database and keys

A\ relational database is a col lection of tables that are related to one another based on a
common field.

A\ field, or a collection of fields, is designated as the primary key.
T The primary key uniquely identifies a record in the table.

ANhen 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

Employer table
EmployerlD | EmployerName EmployerAddress PhoneNumber
10122 BeanTown Tours 105 State Street, Boston, MA 02109 617-451-1970
10125 Boston Harbor Excursions 75 Atlantic Avenue, Boston, MA 02110 617-235-1800
10126 BaySide Inn & Country Club 354 Oceanside Drive, Brewster, MA 02631 508-283-5775
10190 The Briar Rose Inn 105 Queen Street, Charlottetown PE C1A 8R4 902-626-1595
primary
keys 10191 Windsor Alpine Tours 14 Longmeadow Road, Laconia, NH 03246 603-266-9233
10198 Trudel Spa & Resort 40 Rue Rivard, North Hatley QC JOB 2C0O 819-842-7783
{ common field
three positions
foreign key for BaySide Inn &

Position table Country Club

PositionlD PositionTitle EmployerlD Hours/Week

2040 Waiter/Waitress 10126 32 —~—

2045 Tour Guide 10122 24

2053 Host/Hostess 10190 24

2066 Lifeguard 10198 32

2073 Pro Shop Clerk 10126 24

2078 Ski Patrol 10191 30

2079 Day Care 10191 35

2082 Reservationist 10125 40

P Kitchen Help 10126 32 .

Choose a primary key
khoose a field or fields to serve as the primary key for the table.
primary key must uniquely identify each record in t he table.

rimary keys can consist of more than one field.
T Primary keys with more than one field are called composite keys

Include a common field

ANhen one table needs to be related to another table, you must include a common field.
A’he common field will be the primary key in one table.

A’he common field is referred to as a foreign key in the related table.

A’he 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

ANhen you create a new database, you will need to create all the tables, queries, forms,
and reports for the database.

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

To create a new blank database:

T Start Access

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

TIn the dialog box  on the right , click the folder icon  and navigate to the location where you
will save your database

T Enter the name of the database in the File name text box

T Click the Create button

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

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

T The table structure is set up and modified in Design View (click on the View command on
the Home tab)

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

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

primary key.

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