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	What is Microsoft Access? 
Powerful Relational Database Management System (RDBMS) design to run in Microsoft Windows.  
 

Access 2003 Structure
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What is a Table?
Basic container for data, arranged as a grid of rows and columns. Each row contains a single record.  Each column represents a field within the record.
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What is a Form?
Electronic version of paper form.  Used to simplify entry of data into an Access database.
What is a Query?
A question asked of the database. Used to extract specific information from database. 
Example: What is the three top-selling products in our company’s product line?  Queries are composed of structured query language (SQL) statements.
Example: 
SELECT Products.[Product #], Products.[Product Name], 
Products.Price
FROM Products
WHERE (((Products.Price)<4.75));
Access allows queries to be created graphically.  Hides complexity of SQL language.
What is a Report?
Formatted template used to print reports of database or query results. 
What is a Macro?
User-defined sequence of actions to be performed by Access.
 

What is a Module?
User-created sections of code which provide sophisticated automation of Access functions.
Written in Visual Basic for Application (VBA).
 Steps in Designing and Building a Database 
· Define the problem 

· Decide what real world things (entities) you need to store information about. For example Employees, Products, Customers, Orders. Entities are represented by tables in the database 

· Decide what facts (attributes) you need to know about each entity, e.g. an Employee’s date of birth, salary. Attributes are represented by fields in the tables 
· Decide on the relationships between the entities in the database; i.e. what attributes do they have in common. Relationships are formed in the database between entities that have common attributes. They have common fields in the related tables. For example, customer ‘John Brown’ can place an order for product ‘milk’. So the Orders table has relationships with Customers table and Products table 

· Decide what information you need to extract from your data. This will allow you to design the queries 
· Design Forms that will allow users to enter data values for running queries or entering data 

· Design Reports that will print information extracted from the database 

Creating New Database:

You can create database by using wizards. (Wizards are software tools that help you with creating database) or create your database from scratch. 
Start Access: 

· Click on the Start button on the taskbar at the bottom of the screen. The Start Menu will appear 

· Click on Programs on the Start Menu 
· Click on Microsoft Office on the Program menu and then on Microsoft Access 2003 
Create a new database

· On the menu, choose File – New 

· Select Blank Database from the task pane on the right-hand side of the screen 

· In the File - New Database dialogue box make sure that you have selected the My Documents folder on your c: drive, and replace db1.mdb in the Filename box with your name.

· Click on Create 
Figure 1 New database 
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Create New Table

· Select Create table in Design view and click on the New button 

· In the New Table window select Design View and click on OK 
· Enter the field names and data types. 

· Choose the data type that you require. To change the data type display the data type menu. To do this: either click in the data type field, then click on the drop down arrow that appears in the right of the or press the ALT+DOWN ARROW keys together. 
· Choose Save As from the File menu and save your table 

· When Microsoft Access 2003 asks if you want to create a primary key now click on Yes 
Data Type

Data Type

Usage
Size

Text

Alphanumeric data

Up to 255 characters

Memo

Alphanumeric data—sentences and paragraphs

Up to 64,000 characters

Number

Numeric data

1, 2, 4, or 8 bytes (16 bytes for ReplicationID and Decimal)

Date/Time

Dates and times

8 bytes

Currency

Monetary data, stored with 4 decimal places of precision

8 bytes

AutoNumber

Unique value generated by Access for each new record

4 bytes (16 bytes for ReplicationID)

Yes/No

Boolean (true/false) data

<1 bit/FONT>

OLE Object

Pictures, graphs, or other ActiveX objects from another Windows-based application

Up to about 1 gigabyte

Hyperlink

A link "address" to a document or file on the World Wide Web, on an intranet, on a local area network (LAN), or on your local computer

Up to 2048 characters

Field Property 
To view and modify the Field Properties for a table you need to open the table in Design view.
Field Property

Description

Field Size

Text fields: The maximum number of characters is. The default setting is 50. Number/Currency fields: Stores the numbers: byte, Integer, Long Integer, Single, Double, or Replication ID. The default is Long Integer.

Format

How the data in the field will be displayed on the screen
Input Mask
Creates a format pattern in which data must be entered
Decimal Places
The number of decimal places in number and currency fields
Caption
A label for the field 
Default Value
A value that Access enter automatically in the filed for new record
Validation Rule
Limits the values that can in the field
Validation Text
The error message that appears when an incorrect or restricted value is entered
Required
Specify if a value must be entered in the filed. The default is No.
Allow Zero Length
Used when you must enter data in a filed, but no data exist. The default is No
Indexed
Specify if you want to index the field to speed up searches and sorts performed on the filed. The default is No
Entering Data into a table 
Click on the datasheet view button.

Note that if you make a mistake and delete a record Microsoft Access 2003 will not reuse a number. Enter the data values. You can use the TAB key to move between fields. Use the BACKSPACE or DELETE key to correct mistakes. 
Sorting Data 
· Click in the field to select it. 

Click on the Sort Ascending button to sort the records in ascending alphabetic order.
 





Field Names: A name that identifies the information in a field.





1. Learn





3. Create





2. Design





Field: A specific type of information.





Record: A collection of information about one person.





Design View: Viewing a form in Design view is like sitting at a workbench surrounded by useful tools.





Object Bar





Tables:  Store data as records.





Queries: Answer you questions





Forms: Provide easy way to enter and view data.





Reports: Present data from a table or query to a printed format





Pages: Allow viewing and working with Access data from Internet.





Wizard: The wizard asks you detailed questions about the record sources, fields, layout, and format you want and creates a table based on your answers.








