Using Databases:  An introduction to Access

What is a database?

A database is a software program that enables you to store data in an orderly, recognizable format.  You can search, retrieve and sort data quickly and in a number of different ways. 

Access is a very powerful tool and the following notes will assist you in using aspects of the package.

Most databases use the following terms:

	Table
	A collection of related records

	Record
	Each collection of information for each entry in a file is called a record

	Field
	A record is separated into categories, known as fields.  There are a number of types of fields, including

	
	Alphabetical
	Access refers to this as TEXT and can be organised alphabetically

	
	Numeric
	NUMBER FIELDS – Can be sorted in ascending or descending order and can includes currency and dates

	
	Alphanumeric
	TEXT – numbers and text which do not need to be organised in number order – telephone numbers are an example


An access database file contains database objects including tables, queries, reports and forms and these will be explained in more detail as we come to them.

How to start Using Access 

When you open access a dialogue box will appear.  Click on the option to create a new database and then click ok.

You have the option to use the wizard to help you – on another occasion you may like to work with wizard to see if you find it helpful.

Select the Blank Access Database so that you can create a new one.  Click on the new database dialogue box, then click on create.

[image: image1.png]I Tiicrosort Access.

g wizard
te table by entering data

Growps

G Favorites

S A VN Homad -ibox - i ACCESSOATABASESE . | Usng Databsesman... | Il Moot Access





Click on create table in design view.
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We can now enter the ‘fields’ in our table.  Think about what information you need to record.
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Data Types

	Data Type
	Properties

	Text (the default)
	The default is 50.  This can be extended if necessary

	Number
	Field size

Long integer is the default – this is for whole numbers

Double – for numbers with decimal places

Format

Choose Fixed for 2 decimal places to show (even if the last is a zero) If more are required use decimal places and enter the number required.

Leave the format blank for other numbers

	Date/Time
	Choose the most appropriate format for the task

(when entering data you can use any format and access will covert to the set format)

	Currency
	Choose the most appropriate

	Yes/No
	No need to set

	Memo
	No need to set


In the example the Field Name is ‘company name’.  Pressing Enter will take you to the data type – the example uses the default option of text.  Enter again; we now have the opportunity to enter a description of the information if required.
When completed save the table.  A message will be displayed:
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For small databases there is no requirement for the primary key.

A primary key is a field that uniquely identifies each record in a table.  This might be a national insurance number or a car number plate – anything that cannot be duplicated.  You may need a primary key but have no field information which is unique.  In this case Access can create one by setting up a field called ID and giving a number to each record.

If you want to set up a primary key on a specific field you are using then, in table design view, select the field you want to be the primary key and click on the primary key button.

Amending the table

Open the table in design view. (click on the table and click design view button)
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You can then enter any additional fields or delete fields.

Adding a Yes/No Option

Yes/No fields allow us to flag up information.  To select this option click on Data type whilst in Design View in the table.
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Entering Data

Open your table 
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The table is now shown in database view and you can enter your data.

Press enter or tab to move through the fields.

If the columns need to be widened this can be done by double clicking on the column line.

Save the data and close the table.

Creating forms

A form allows you to enter data in a more user friendly format.

There are three ways to create a form:  Using AutoForm, Using a form Wizard and Manually.

Open the database and in the Objects section, Click on Forms button
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Click on new and the new dialogue box will then appear.  Create form with the wizard.  You will then be asked to choose where the information needs to go (browse for the database you have set up) pick the fields that need to be completed in the form.  Select justified for the lay out of your form.  You are given examples of each type.  You then pick a suitable style.  The next form wizard box appears – give the form a suitable name.  The completed form appears on screen showing the first record.
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You can now enter new data using the form rather than the table.

Creating a Report

Using Autoreport – open the database and in the objects column select reports.  Then Click on new.  You will be asked to select the table from where the information should come and then which fields you want to use.

You then have the option of grouping levels (not always required) you can click on the options to review what is available.

Next you can select how the records will be shown.

The next wizard screen provides options for the layout of your data.  This is followed by the wizard screen for the design view and finally, a name for your report – save and review.

Creating a Query

A query is a method of sorting and searching in a database.  It enables you to select certain fields to be displayed; can be used when the table is closed; can perform calculations.

Select the query function from the objects column. 
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Click on to the design grid option shown at the top of the first column.  Click on the down arrow and select the name of the fields that you want to appear.  Continue in each column until you have all the field headings you need.

You can sort the final information by clicking ascending or descending in the sort row.
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