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What 1s a MS Access?

» MS Access is an application software that facilitates us to create
Database Management Systems (DBMS).

(DataBase Management System) Software that controls the
organization, storage, retrieval, security and integrity of data in a
database. It accepts requests from the application and instructs the
operating system to transfer the appropriate data.



Access Terminology

b — A single characteristic or attribute of a person, place, object,
event, or idea. A field is also called as a Key.

> — A set of related field values.

b — A collection of records that identify a category of data, such
as Customers, Orders, or Inventory.

b — A tool (object) that extracts records from other tables /
gueries under some criteria.

b — A tool (object) that makes easy operations on database like
Insertion, deletion, saving, searching etc.

b — A tool (object) through which we can take output (Hardcopy

or softcopy) from the database.
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Access Terminology (cont)

fields

)700100109 Wilkinson June Senior
700987131 Hughes Brian Junior
1700617912 Abair Mindy Freshman
5700941142 Carlton Larry Junior
__)700464654 Williams Pamela Sophomore
}700654778 Dulfer Candy Freshman

records



The Access Window

>

When a database is opened, the Access window and the Database
window will be displayed.

The Access window contains a menu bar, toolbars, a task pane, and
a status bar.

In the Access window, use the task pane to create a new database or
to open an existing database.

To create a new database, make a selection from the New section
of the task pane.

To open an existing database, select from the list of Recently
opened databases or from the More files option.



The Database Window

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

» The Database window contains a menu bar, one or more toolbars, an
objects bar, and a groups batr.

The Objects bar lists all the objects available in the database.

The list of objects consists of tables, queries, forms, reports,
pages, macros, and modules.

You can click on any of the objects in the Objects bar to obtain a
list of objects of that type.



To Create New Database

To create The Database,

Click on File Menu > New

Getting Started witl

Blank Database

Click on Blank Database —— ﬁ

Featured Online Tem,

Templates
e

Type database filename and click onL_&==__| button.The
database is created.You can see database name in the title bar of

the database window.




To Create New Table in Database

To create new table, follow the following steps:

Click on Create on the menu bar.

ne Create External D

= 00 ===m
Click on ‘Table Design’

lates — Design
Tables

ST I ==

Type fieldnames and select data type in front of each fieldname (as shown in the
following figure). - .

Desion wew, 6 = Switch panss. FL = Help,

When completed, then click on Save.Type Table name and click on OK

Save As

I =

Table Mame:
Tablez2




Setting Field Properties

» Field properties include their data type, field sizes, and an optional
description of the field.

» When selecting a field size, make sure the size is big enough to hold
the largest piece of data that will be stored there.

» Make sure the data type you select for a field is appropriate for the
kind of data to be stored in that field.



Field Properties

AR

DATA TYPE DESCRIPTION

Text Allows field values containing leflers, digits, spaces, and special
charociers. Usa for names, addresses, descriptions, ond fiekds
confaining digits that are not wsed in calculations.

Mamo Allows field values confaining leflers, digits, spaces, and special
characlers. Usa for long comments and explanations.
Mumber Allows positive ond negafive numbars s field values. Numbears can conain

digits, adecimal point, commas, a plus sign, ond @ minus sign. Use for
figlds fhat you will use In calculations, except calculations involving monay.

Date/Time Allows field values confaining valid dafes and times from
January 1, 10010 Decamber 31, 9999, Dates can be enferad in
mimfddiyy {month, day, year) formal, several other dode formals,
or a variahy of time formats, such oz 10:35 PM. You can perdomm
calculations on dates and fimes, and you can sof them. For exomple,
‘you con determine the number of days between two dotes.

Curmency Allows fiedd values simibar b fhose for e number dola fype. Unlike
calculations with number data type decimal values, colculations parormed
using the currency daba fype are nof subject 1o round-off emor.

AsoNumber Consists of integers wilth values controlled by Access. Accass oulomasically
inserts a volue in the figld os each new recond is created. You can specity
saquantiol numbesing or random numbering, which guaranieas a unigue field
valus, o that such o field con serve 05 0 table’s primary key.

YesNo Lirniss fiebd values 1o yes and no, onand of, of true-and talse. Use for figlds thot
indicale the presance or absence of a condition, such as whether an order has
baen filled or whather an employee s eligible for the company dental plan.

OLE Giject Miows field volues that are created in ofther progroms os objects, such as
photogrophs, video images, grophics, drawings, sound recordings, woice=mail

messages, spreadsheats, and word-procassing documents. These objacts can
be linked or embedded.

Hyperlink Consists of texd used a5 o hyperink address. A hyperlink oddress con have up
lo-hige parts: the text that appéars in-o figld of conlrol: he paih oo file ot
poge; and a location within the file or page. Hypedinks help you fo connect
your application easily 1o fhe Intamet of an infranel,

Lookup Wizard Creates a field thal leks you look up a value in another fable of in o predefined
list of values.

FIELD SI1ZE

0 1o 255 characlers;

50 charochers dafoull

1 o 65,535 chomoclers; exoct
gize ks detarmined by entry

1 1015 digits

8 bytes

Accurale o 15 digits on fhe left
side of the decimol separator and
o 4 digits on the right side

9 digits

1 characier

1 gigabyte maximum; exact
size depends on object size

Up to 64,000 charocters tolal
forha three parts-of o hyperink
duta fype

Some size 0s he primany key
fiekd usad to padorm The leokup




Open an Access Database Table

» To open a table, you must first open a database:

VY

In the list of tables, select the table you want to open and click
on the Open button.

When a table is opened, it is in Datasheet view, which shows
the table's data as a collection of rows and columns.

Each row in the Datasheet view represents a record in the
table.



Data Sheet View of Table

rurmy KERUIL: || UILNE! |

phoné -

1 nora 1234 nbkjbuik 676656

q | 2 5ar3 1233 hbvioy 433667

¥ [New) |




To Create New Query in Database

To create new Query, follow the following steps:

Click on Create in menu bar. T B
1 o OlE %%lg;‘i“ - ié;"'m .« ﬁ% i
Click on ‘Query Wizard’ e s I ——

You will see the following dialogue box.

Crosstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

)¢



default source

for the query [

Femaowves a
selected field

Simple Query Wizard

Tables/Queries

Which fields do you want in your query?

¥ou can choose from more than one table or query.

|Tab|e: Tablez

[xd—

Available Fields:

D

rmoves all

available fields |

to the Selected
Fields list box

Yo

student number

‘phone

Selected Fields:

rame
email

Tables/Queries

list arrow

removes all

selected fields




Fields Selection in Query

» In the Simple Query Wizard dialog box, select which
fields you want included in the query.

Move all the fields into the Selected Fields box.

Move the fields one at a time.

Remove fields out of the Selected Fields box by pressing one of
the remove buttons.

» If you wanted to select all the fields except one, you can
move them all to the selected fields list and then remove

the one field you don't want.

» Once you have made your selections, press Next to move
to the next dialog box in the Wizard.

1



Data Sheet View of Query




Create Query Design

To create new Query, follow the following steps:

Click on Create in menu bar.

Create External Data Database Tools

. i
CIICI( on ‘Query deSIgn’ SharePaint Table

Design

‘E fi(3| PivotChart @ ie=| 2 Labels E@ @ —)
= IBlank Form ==

{ | Blank Report == o
Split  Multiple Form Report Report | Query | Query | Macro
- Lists~  Design Form  Items %MD’E Forms = pesign Q\REFUVTW‘HM Design || Wizard Design. =
ibles Forms

Reports Other

You will see the following dialogue box .

Home. Create External Data

Database Tools Desion
— == Sl = = = e 77
FIE = = &l & -
== Blank Form == [ ] Blank Report == 1
Table  Table  SharePoint Table | Form  Spiit Multiple Form | Report Report | Query Query Macro
Templates = Lists=  Design Form  Items [=]More Forms = Design = Report Wizard pesign | Wizard Design
Tables Farms Reports Other
All Tables. + <] ) Tabler | Table2 | 5l Table2 Query | 5l Table2 Quent | 31 Quent | 31 Quen2 x
Tablel A = kL
R =
B Tablet : Table Show Table - = |
Table2 £ Tables | Queries | Both
T Table2: Table
Table1
B3 Table2 Query Table2
3 Table2 Queryl
4 ) »
Field: =l
Table:
Sort
Higes = ] = ] =
Criteria
or:

YA



Home Create

External Data Database Tools
E 0 @ n:' E';i' ﬁ )(' D Union -,_:3_;1 ZealnsertRows T Insert Columns Z % Property Sheet
L I_I L - - - 0 Pass-Through = e Rows 3':"' Delete Columns :ﬁ Table Names
View Run Select | Make Append Update Crosstab Delete Show . Totals )
- Table [,z‘Data Definition || 1zple °~\ Builder {1l Return: | All = [z] Parameters
Results Query Type Query Setup Show/Hide
All Tables +| «|[E3 sabler V3 ramez\[@ TameZQnery\[@ Tamezq.aem\[@ Qnem‘{ﬁJ Quuyi\
Tablel &
E3 Tablel : Table Tablel Table2
~
Table2 x ? D 7D
T Table2: Table name
=j:| Table2 Query student number
email
EH Table2 Quent phone
u
4 [w]
Field: | name email phone IZ|
Table: |Table2 Table2 Table2
Sort:
Show: [ O o
Criteria:
or:
4w

Ready
o
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-
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Criteria in Query

» Criteria in the query means the condition which is fulfilled for
extraction of records from table like Basic Salary<=3000.

» Access contains the following comparison operators. These
operators are used in criteria as per requirements:

Operator Meaning e

= equal to (optional; default operator) ="Hall”

< less than <#1/1/99#

<= less than or equal to <=100

> greater than ="C400"

>= greater than or equal to >=18.75

< not equal to <="Hall"”

Between ... And... between two values (inclusive) Between 50 And 325
In () in a list of values In ("Hall”, “Seeger”)

Like matches a pattern that includes wildcards  Like “706*"




Parameter Query

» The parameter query will prompt the user to enter the value they want to use
to select records. Once the user has supplied this information, those records
that match the value will be displayed in the query datasheet.

» To create parameter query, enter the fields (for which the query will ask the
user for values) in the Criteria under that fieldname as [fieldname:]. In the
following example, there are two parameters for which the user is asked
when the query is run Emp ID and Salary Month.

Field: |SEE * | Mame Designation Basic Salary Transport Allowano | Tokal Salary: [Basic Salary Month: Form

Table: |Emploves Employves Emploves Salary Salary

Sork:

Shiow:

Criteria: |[Emp ID:] [Salary Month; ]
ar:

Enter Parameter Value E'E'

Enter Parameter, Yalue E'E'

Salary Monkh;

Y




Relational Database Management System

> The key that uniquely identifies record in the table is called
Primary Key.

> A foreign key (sometimes called a referencing key) is a key
used to link two tables together. Typically you take the primary key field
from one table and insert it into the other table where it becomes a
foreign key (it remains a primary key in the original table).

> In Relational Database, data is held in tables (also
called relations) and the tables are linked by means of common fields.
Relational databases support a number of different types of relationships
between tables, all designed to enforce the concept of referential integrity.
Access supports three different types of relationships between tables.

YY
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occur when there is exactly one record in
Table-A that corresponds to exactly one record in Table-B.

occur when each record in Table-A may
have many linked records in Table-B but each record in Table-B may have
only one corresponding record in Table-A.

occur when each record in Table-A may
have many linked records in Table-B and vice-versa.

is a database concept that ensures that
relationships between tables remain consistent.VWhen one table has a
foreign key to another table, the concept of referential integrity states that
you may not add a record to the table that contains the foreign key unless
there is a corresponding record in the linked table. It also includes the
techniques known as cascading update and cascading delete, which ensure
that changes made to the linked table are reflected in the primary table.

Yy
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Creating Relationships Between Tables

» Close any open table so that only the database window is visible.

» Click on Tools (menu) > Relationships, or Click on the Relationships icon in
the standard toolbar.The Relationships window appears:

» Now right click an empty part of the relationship window and select Show
Tables option.

» Add tables or queries you want to relate

Relate the tables as explained in the next slide.

a.Belationships ® 2 Relationships

Leave

Salary

Ernp ID
Leave fram
Leave To
Paid Yacation

Emnp ID

Date

Basic Salary
Transport Allowanc

Y¢



Relating Two Tables

» Move the mouse pointer to the primary key field in the primary table.That
key is boldfaced.

» Drag that fieldname to the corresponding field in the related table (Child
table) i.e. drag it to the appropriate foreign key.

» Release the mouse button to display a dialogue box.

» Select (Check) the [Enforce Referential Intearity to enforce referential integrity
between the two tables.

» Click the button to finish the job.

Yo



Edit Relationships - ] .
E g Relationship

Table/Query: Related Table/Query: Credte
Employes Leave

Cancel
Emp ID * Emp ID

Join Type..

< (=

Create New..

[ ]Enfarce Referential Integrity

Emp ID
Leave From
Leave To

Cascade Update Related Fields

Cascade Delete Relabed Records

Relationship Type: One-To-Mary Transport Allowanc

A\l



Creating Forms in Database

Form — A tool (object) that makes it easy to operate on database like Insertion,
deletion, saving, searching records etc.

To create new Form, follow the following steps:

Yv

Click on Create in menu bar then more form then form wizard.

There are two methods to create new form: Design View and Form Wizard’

Design View: Select the Design View option to create the form yourself by

adding controls in Design View.

Form Wizard: Select the Form Wizard option to have Access create the form
for you according to your specifications. The form wizard option lets you choose
the specific fields to include which might belong to one or more tables or

queries.

Create External Data Database Tools Datasheet

ﬂ j Ei' — F==] i3 Pivotchart
g 15 = o

B e ===—] [z=== =l 1 Giank Form s —
= ShareFoint Table Form Split  Multiple
es — Lists — Design Form Hems

Tables E

g.i.] =l Labels
E_| Blank Report

Report

Reports

E

B
Report -:
ESl Report Wizard pesign .

able2 Quenyl | =51 Quernyl | =51 Query2

n - email -
234 nbkjbuik
233 hbwjcwi

S il = Form Wizard
~ | <« [| |2 mabier | =2 Tabiez ] s =
= 1 -~ n
EEER catesneet
able 1 mora
2 sara =
e (Mew) Modal Dialog
able =
IPE PivotTable

phone ~ |.A

576656
A35667



Form Wizard

» click on Create Form by using Wizard, you will see the following dialogue

box.

» Select Table/Query, select fields and click on OK.

» Select Layout of Form i.e. Columnar, Tabular

» Select Style of Form like Blends, Blueprint,........

» Then save form with any title.

1

Which Fields da you want on your Farm?

Form ¥izard

ELE

e
% | ‘fou can choose from more than one table or query,

TablesfQueries

[Query: Salary Query v

Available Fields: Selected Fields:

Salary
sport Allowance
| .

-2

MNext = l [ Finish

2

What layout would vou like For your Farm?

@Ei&‘\ﬂl"ﬁ‘ﬁé}' F—
() Tabular

() Datashest
) Justified

() PivatTable
() PivotChart

3

‘hat style would you lke?

Ricepaper

Standard

Conce ] [ <tk |_wets |

cancel | |

< Back ][ Mext = ] l Finish

YA




Creating Form (Cont)

You can add controls to the form this toolbox.

View of the Form During Design.

| i Tablet lj Table2 l‘ﬁ Table2 Quemlfﬂ Table2 Quem."'l__‘? Quelﬂ l@ Queryll“l.ﬁ Fomt l% o IE Fc‘lm}.“'l_% Formd E

Table2
M
b
name nora

student number 1234

emei nbkjbuk
phone 676656

Y4



Creating Reports in Database

Report is a tool (object) through which you get output (hardcopy or softcopy) from the
database.

To create new Report, follow the following steps:

Click on CREATE in menu bar then report wizard.
There are two methods to create new form: Design View and Report Wizard’

Design View: Select the Design View option to create the Report yourself by adding
controls in Design View.

Report Wizard: Select the Report Wizard option to have Access create the Report
for you according to your specifications. The Report wizard option lets you choose
the specific fields to include which might belong to one or more tables or queries.

ne Create External Data Database Tools Format Arrange Page Setup

I o 7

= et |4 PivotChart 3 =l Label —
E j E = E ii3 PivotCha E fe=| (5 Labels E@‘ﬁ@ @ 7))
(] IjE‘»Iank Form == U Blank Report == i .

ble  SharePoint Table Form  Split  Multiple Form || Report Report | Query Query Macro

lates*  Lists~ Design Form  Items '-EIMO’EFU""S'Design I, Report wizard Design || Wizard Design -
Tables Forms Reports Other




Create a Report Using the Report Wizard

» You can easily create a formatted printout of data in table(s) in a database
by using the Report Wizard.

» The ReportWizard will ask you a series of questions to help you format
the report.

» Once the report has been created, either with the Report Wizard or your
own design, you can change the design later.

» You will find that the choices you make in the Report Wizard are similar to
the choices in the Form Wizard.

» Choices include grouping and sorting options, as well as report layout
options.You can preview the report to view how it will look when printed.

)



Steps in Creating a Report

A

Create a new report with Report Wizard.
Select primary table (or query) — In this example, select Employee table.

Move the following fields from the Available Fields list box to the Selected fields
list box:

Emp ID
Name
Designation
Select related table (or query) — In this example, select Salary table.

Move the following fields from the Available Fields list box to the Selected fields
list box:

Date
Basic Salary
Transport Allowance
Click Next to get further dialogue box for grouping level.



Grouping Report Data

» You should decide how you want the report to be grouped.This figure shows a
sample report (in the Report Wizard) that is grouped by the Employee table.

Report Wizard

|Em|:| 1D, Name, Designation

Date, Basic Salary, Transport Allowance

/

1w me mare information

Cancel ] ’ = Back ” Mext = l ’ Finish

/

» The secondary table is the Salary table. This will develop a report where each
employer's Salary is grouped under that employer.

R



Sorting Report Data

» You can sort the data on a particular field or on several fields.

» If you choose to sort on two or more fields, the grouping is in order as selected on the Sort
Order portion of the Report Wizard.

» If you choose to sort on Date and then on Basic Salary, the report would be sorted on
Date and then within each Date group, the data would be sorted on Basic Salary.

Report Wizard

what sort order and summary information do you want for detail records?

You can sort records by up ko Four Fields, in either

N ascending or descending arder,
2o D
1 |Date " | Ascending
B . )
N z |Eiasu: Salary v | Ascending
[
2 =
#
- 3 || w | &scending |
Db MEMN HENHE EXEX HHEN
owmaen mmxm mExm HmExx
T ommaEx mEME MHER HERE
+ |
5

[ Surnmary Opkions ... ]

Cancel ] ’ < Back. ” Mexk = l ’ Eirish

Ye



Choose a Report Layout

Report Wizard

How would vou like to lay out vour report?

IOIHN_KNIL KHKX KKRK NIHK
HAH AR

XK
LLeb e s ds bt <
bt oh p s fet - e
HRINE
prer s i
LLuE S e S ek
EEXEK
WHRNE HEARE R
HHRME HMEKE N
MMM HMENM MO0

Adjust the field width so all fields Fit on
a page.

| cancel || <Back || mexc> || Emsh |

»  Then click next.



Choose a Report Style

»  The next dialogue box asks you to select the Style of the report.

»  Select the desired style and click Next.

Report Wizard

what skyle would you like?

Eold
Casual

HEKAKKX

Cornpact
E_orporate
Formal

Soft Gray

KHHK HHKX
M M

Title

Lethel above Deteil
Control from Detail

Cancel l [ = Back ” Mext = ] [ Finish

»  Save your Report with a Report name. Now the report is ready.You can make
changes in it by opening it into design view.

»  Then click next.

A



Preview and Print a Report

» Before printing the report, you can view it in Print Preview by pressing the Print
Preview button.

Salaries Report

Salary #vr the Mondth of Jan 2003

Emp ID HNane Designation Basic Salary TMransport Allowance  Total Ealarp
001 Abdullah Namager 3000 500 3500
00z Azad Accicteon Manager 000 500 3500
2003 Yasir Secretary 4500 300 4500
12300

» If the preview looks OK, you can print the report.To print the report:
> Click the File menu, and then click Print.

v
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