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Database Basics

In this section, you’ll learn how to:

e Create a new database

Create tables

Create records

Create forms

Create queries

Create reports
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Create a new database

1.

Open Microsoft Access.

It should look like this:
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2.

Click Blank Database.
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3.

Click the E

icon.
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When the File New Database window appears, click New
Folder.

s

_E File Mew Database

OU 'i « Administrator ¢ Do

Wy Organize ~ §22 Views ~ [ New Folder

vorte Link
Decuments
Recent Places
Desktop
Computer
Pictures
Music

Recently Changed

BrEmelE® o

Searches

Public

Folders

File narme:

Save as type:

= Hide Folders

ified Type Size Tags

i Dogs
(8 My Data Sources
[0y Web Sites

W PowerPaint Practice Files
| Practice &ccess Files

J. Practice Excel Files

J. Snaglt Catalog

| Travel

Vacation

|, Word Documents

]
Databasel -
Microsoft Office Access 2007 Databases ..,]

Tools - (0].4 ] I Cancel J
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5. Type:

Practice Access Files

s

E File Mew Database 23
— — -
C}u ! « Administrator ¢ Documents » - | +,.| | Search ,FJ'
Wy Organize ~ 2 Views ~ JJ§ New Folder
Favorits Linke Mame Date modified Type Size Tags
If Docurments . E;:'g; -
=F] Wiy Drata Sources
L Recent Places =
(88 0y Web Sites
B Desktop
M Computer
[E Pictures 2
m' Music Ji Snaglt Cataleg
(#¢ Recently Changed | Travel
E Searches Ju Vacation
. Public J. Werd Documents
Folders i
File name: Databasel -
Save as type: | Microsoft Office Access 2007 Databases -]
= ! Hide Folders Tools - [ QK ] I Cancel J

Then press the ENTER key on your keyboard.
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In the File name box, type:

Friends

{2, File New Database [

( u: {i_ « Administrator » Documents » - | "‘f| | Search p|

By Organize = g5 Views = [ MNewFolder

Favorite Links Mame’ Date modified Type Size Tags
E‘ Decuments I':IDM; ~
=2 ata hources
L] Recent Places My
o (88 My Web Sites
MR Desktep . PowerPoint Practice Files
8 Computer ./ Practice Access Files
I Pictures . Practice Excel Files
B Music |/ Snaglt Catalog
(% Recently Changed | Trawel
B Searches | Vacation
|, Public |. Word Documents
Folders
Fi ) -
Save a 1 e Access 2007 Databases - ]
= Hide Folders Tools - [ oK ] I Cancel I
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7.
8.

Click the

ft button.

Creat | pytton.

Click the
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The window for the Friends database should open:
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|dentify database elements

Elements of databases

A database stores information in an organized way, and makes it easy
to get information in and out.

Tables store data within the database.
Forms make it easy to put data into tables.
Queries pull out specific data.

Reports put data in an easily-read format.

Form Query

\i Table Table //‘

N Report
Ny P
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0.

10.

Click the Create tab.

r d
i mil I -
w

| Tatrel =

Rest the mouse cursor on the Tables bar.

C e - Tab
Hom i vta Al 5 Data
. = . ol e =
= 3] Five 1 1

L [~ 3 [~ .-J ! C o
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11.

Rest the cursor on the Forms bar.

12.

C JJ - !
Hom: mal Data
1 = 1 ™ Y e |
o [y
Table SharePaint Table

13.

C i o le
Home | Extermal Data atabase Tools atasheet
] -— T = T [ -
— = s i’ PrvotChart
L] - £ - ;
- _b ank Form
|| Tabl 5 F t Tal m Spl [ =
Die Far T More C
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Create tables

1. Click the Datasheet tab.

2.
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3. When the menu appears, click Design View.

0 A

4. When the Save As window appears, type:
Friends of Mine

in the Table Name box.

Save Ag
£ [eame,
Friends of Mine

Then click the OK button.

K, Cantel
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Name fields

1. Click in the second box beneath Field Name.

Figld Manme Data Type
®hnﬁll":hl

2. Type:

First Name

DATABASE BASICS 15
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Press the ENTER key on your keyboard.

The table should look like this:

¥ D AutoMumber
First Name Text

Field Name Data Type Daseri

plion

Click in the next box beneath First Name.
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6.

Type:

Last Name

Then press the ENTER key.

The table should look like this:

Field Name Data Type
¥ D AutoMumber
First Mame Text
Last Name Text

escription

In the next box down, type:
City

then press ENTER.

DATABASE BASICS
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1. In the next box down, type:

Zip

then press ENTER.

The table should now look like this:

Field Name
¥ D
First Mame
Last Name
City
Zip
Phone Mumber

Data Type

AutoMumber

Text
Text
Text
Text
Text

Dascription
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Notice the icon beside the ID field.

: eld Nama Data Type -
1 AutoMNumber
rst Mame Text

Last Name Text

C Tex!

Zip Te

Phone Mumber T

-

This means the ID field is the table's "key" field.
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What is the key field?

A table's key field can't contain any duplicates.
Every table should have a key field.

For example, if a hospital keeps a database, each patient can have a
unique ID number in the key field.

That way, if it has more than one patient named John Baker, it can
easily distinguish John Baker, ID #326 in for a checkup, from John
Baker, ID #298 who needs his gall bladder removed.
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Create records

1. In the Ribbon, click View, then Datasheet View.
P =
" pevign View = m
2. When the alert window appears, click the L_"% | putton.
Microsoft Office Access @

0 You must first save the table.

it to save the table now?
fes Mo .
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3. Click in the box under the First Name column header.

1D First Name -~last Name - City - Zip = |Phone Numl -  Add New Field
¥ (MEwW)

4. Type:

Elvis

5. Press the TAB key on your keyboard.

The table should now look like this:

1D = | First Name - | Last Name - City . Zip ~ | Phone Numl - | Add New Field
# 1 Elvis
# [(New)
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6. Type:
Presley

then press the TAB key.

1. Type:
Baltimore

then press TAB.

8. Type:
21212

then press TAB.
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0. Type:
4105551212
then press TAB.

The table should now look like this:

D = | First Name ~ | LastName -~ City . Zip * |Phone Numl - | Add New Field

1 Elvis Presley Baltimore 21212 4105551212
#e [MNew)

TIP: Notice how the cursor in the row selector has moved down
to the second (new) record.

When you move on to a new record, Access automatically saves
the previous record.
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Add new fields

1. Right-click the Zip column heading.

1D = | First Name - | Last Name -~ City - Zip -y Phone Numl - | Add New Field
1 Elvis Presley Baltimore 21 4105551212
# [New)
2. When the menu appears, click Insert Column.
1D - First Name - | LastMName - City - T Ol metlemml | Add New Field
; Sort Ato £
1 Elvis Presley Baltimare 2] :: o .
# (New) -sl. Sort Zto A
=3 Copy
Ak | Paste

.

I 3| Column Width...
Hide Columns
Unhide Columns...

_] Freeze Columns

Unfreeze All Columns

Find...

Insert Column

Lookup Column...

Rename Column

DATABASE BASICS
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The table should now look like this, with a new blank field:

1D = | First Name - | Last Name - City - Fieldl - Zip = |Phone Numl -  Ad
1 Elvis Presley Baltimore 21212 4105551212
# (New)

3. Right-click the column heading.

When the menu appears, click Rename Column.

ID -~ | First Name - | Last Name - City - Fielﬁl - Zim =LOhagne Numl - | Ad
1 Elvis Presley Baltimore 2} sotatoz 5551212
# (New) 2] sortztoa
23 | Copy
1 | Paste
o

Column Width...
Hide Columns
Unhide Columns...

{ Freeze Columns
Unfreeze All Columns

-f-'ﬁ Find..

Insert Calumn

=
[

E Lookup Column...

. Drelete Column

] Rename Column

4. Type:

State

Then press the ENTER key.
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Click inside the new State field for the first record.

ID = | First Name ~ | Last Name -~ City - Zip ~ Phone Numl - Ad
1 Elvis Presley Baltimore 212 4105551212
* (New)
Type:

Press TAB until the cursor moves down to a new record.

D = | First Name ~ | Last Name -~ City . State r Zip ~ | Phone Numl ~ Adi
1 Elvis Presley Baltimore MD 21212 4105551212
* (New)
Record number 1 is saved and complete.
27
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Move fields

1.

Click the Phone Number column heading.

Phone Numl -

05551212

1D =  First Name - LastName - City - State - Zip
1 Elwis Presley Baltimore MD 21212

* [New)

Add New Field

Place the cursor on the Phone Number column heading.

Then drag the column so the cursor rests between the Last
Name and City columns.

1 Elvis Presley Baltimaore MD 21212 4105551212

* [New)

1D =  First Mame -~ LastName - City = State - Zip - Phone Numl - Add New Field
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When you see a thick black line between the two columns,

release the mouse button.

The Phone Number column should now rest between the Last

Name and City columns:

1D ~ | First Name -« | LastName /-~ Phane Numl - City tate - Zip ~ Add New Field
1 Elvis Presley 4105551212 mnare MD 21212
* [New)
On the Title Bar, click the I icon.
r d 9 -
Cante EE S e ik
ol - e
B/ U A % De
29
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Create forms

30

1.

Click the Create tab.

Do) i - = Table Tools ft Acce
g ome External Data Database Tools DCatasheet
& == o
.ll':a/ 1 A = EE S = 3 = Mew T Totals
. =2 Copy 1l Save ¥ Spelling
View FPaste A - - - = ) Refresh —
- B 5 UL -3 @ All~ X Delete - E More -
i Clipboard For Rich Tex Records
In the Ribbon, click Form.
(e = 9 - = Table Taols Frie : Database (Access 2007) - Microsof
-4 Home Create External Database Tools Datasheet
[ e rem— —_ i | il 3 PivatChart = f==| |=f Labels 3E
[ ] [ g e —! [ .
S . et jE!ank Farm d - * [_| Blank Report J
Table Table SharePoint Table et Multiple Form Report . : Report
Templates= Lists~ Design arm ltems :_.:',']M-ﬁle Farms = Design ::{Reﬁolt Wizard Design
Tables Forms Reports
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The new form for the Friends of Mine table should look like
this:

Farm Lapout Tools Friendls ; Database (Access 2007) - Microsoft Access - = x

IDats  DatsbmseTools | Formst | Adrsnge L4

= |n - ﬂ = @ = Widih - I.:,'HJ =] TRle = Lin¢ Thicknesi = E -
— — - i L
- - = Style - = ] Page Mumbers = Line Type = E
Conditeonal Gridlines Lago Add Exstin -
= - § % o+ o = i Cole = EW“ and Time o Line Coloe = F.gmil T = a
1 Formatiing Gighnes Contral AucFoammat

in the database has been disabled Optioni... =

23 s ' T oot e e e e
__z| Friends of Mine

o |1 %
Last Mame: Preslay

City: Baltimore

State: D

Zip: 21212

Fhone Mumber: 4108351212

Record: W 4 1ol LI & lo Falt Search

| leledd
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Add a new record

1.

In the form window, click the

| &

icon.

il Dty Diatabase Tools

3]

Phane Nomber:

Form Layout Tools

Format Arrange

7} Friends of Mene | 7| Friends of Mine

Friends of Mine

Elvis

Presley

Baltimore

MWD

212137

4105550242

Record: M 1ol DO

Search

Lol
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A blank record should appear:

o [Mew)

First Name;

Last Namae:

City:

State:

Zips

Phone Number:
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TIP: If you see a Security Warning bar above the form...

D A
---"—-—-—_ - ] Fampeads of Mg
Frtenade ol MK - . o
coets o Mine : bl Friends of Mine
=
M
e

Click the L__2P1" | putton...
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When the Microsoft Office Security Options window appears,
click the Enable this content radio button...

Microsoft Office Security Opticns ¥ |1E|

@ Security Alert

VBA Macro
Access has disabled potentialy harmful content in this database.

If wou trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source,

More information

File Path: C:isers\Admrestrator \Documents\Practioe Access Files\Friends. aocdh

@ Help protect me from unknown content {recommended)
Enable this content

S —
Open the Trust Center g OK ¢ Cancel

Ok

...then click the button.

DATABASE BASICS
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2.

In the Ribbon, click View, then Form View.

0a) ) =0k
-'__/"
- Home Create External Data Database Tools
=" A -
Calibri =11 - E-
| | Ny il
== Conditional
ont

B

|j‘_\«,¢;" Design View

- « |:I Friends of Mine 1:| Fﬁenmnlmne"\

Friends of Mine

Form Layout Tools Friends : Database (A

Farmat Arrange

|| B

= Width ~

== Style =
$ % o | %8 ;8| Gridlines
» grc.lcu-
Formatting Gridlines

ccess 2007) = Microsoft &

_J 5] Title

LOQD e
jl. Date and Time

-
1o 1

First Name: Elvis
Last Name: Presley
City: Baltimore
State: MD
Zip: 21212
Phone Number: (4105551212
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3.

Click the First Name box.

Type:
Bo

then press the TAB key.

Type:
Richmond

then press the TAB key.

DATABASE BASICS
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6. Type:

VA

then press the TAB key.

1. Type:
23220

then press the TAB key.

8. Type:
8005557890

The form should now look like this:

Phone Mumber: | 800555 7890]
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Press the TAB key again.

The form should progress to a new, blank record:

The old record has been saved.

DATABASE BASICS
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10.

In the Navigation Pane, double-click the Friends of Mine table.

) - iy ~
iy,
< Hame Create External Data Databade Taals
: d Copy
Wiew Paste B I U
Views Clipboard - Fant Rich Text
All Tabl + ¢ || =] Friends of Mine | “3] Friends of Mine
riends of Mine - s
7] Friends of Mine : Table FrlendS Df Mine
[¥]
1o: [New)
First Name:
Last Marme:
City:
State:
Zips
Phone Mumber:
Fecord: W 4 3of2 L] 4 Search
Form View

: E 2

=kl Save ':?Spellllg il
Refresh
e

Recards
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It should look like this:

DATABASE BASICS

[+ ~ | First Name - | Last Mame - Phone Numil - City State - Zip ~ Add New Field
1/ Elvis Presley 4105551212 Baltimore MD 21212
ﬂ Bo Diddley E0055578%0 Richmond VA& 23230
# [New)
41



Create queries

What’s a query?
A query is a way to get specific information from the database.
Essentially, it’s a question. You use queries to ask the database

things like, “Who are my customers in Montana?”, or “How many pipe
fittings have | sold this month?”

1. Click the Create tab.

In the Ribbon, click Query Wizard.
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When the New Query window appears, make sure Simple
Query Wizard is selected.

Mew Query

Find Unmatched Query Wizard

This wizard creates a select guery
from the fields you pidk.

| OK Cancel

Then click the button.

DATABASE BASICS
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When the Simple Query Wizard opens, double-click First
Name in the Available Fields list.

~
E.'I'Ii_:l:; LJuUery vizard

Which fields do vou want if your query’?

You can choose from more than one table or query.

Tables/Queries

Table: Friends of Mine ﬂ

Available Fields: Selected Felds:

=

Y

Zip
Phane Mumber

Cancel | hext = Finish
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First Name should appear in the Selected Fields column:

Which fields do you want if your query’?

You can choose from more than one table or query.

Tables/Queries
Table: Friends of Mine ﬂ

Available Fields:

| o
City
State

£ip
Phane Mumber

| Cancel _ Mlext = Einish
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4, Click the =2 button.

This should add the Last Name field to the Selected Fields list:

C I o .
MRS ALUERY VY LLAafLs

Which fields do you want i your query’?

You can choose from more than one table or query.

Tables/Queries

Table: Friends of Mine ﬂ

Available Fields: Selected Felds:

—

State =
Phane Mumber [ )
ﬂ =
3
Cancel | flext = Einish
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S.

Double-click Phone Number.

Tables/Queries

Table: Friends of Mine

Available Fields:

Which fields do you want if your query’?

You can choose from more than one table or query.

=]

Selected Felds:

\

[

State

Phane Mumber )

| | ] i:'* | First Mame

Cancel | hext = Finish

DATABASE BASICS
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This should add the Phone Number field to the Selected Fields

list:
E'I 1] I:; n_. [ 1ic
Which fields do vou want i your guery?
You can choose from more than one table or query.
Tables/Queries
Table: Friends of Mine ﬂ
Available Fields: Selected Felds:
| ] = First Mame
ity ame
State -
L< ]
[ Lo
| Cancel _ Mext = Finish

6. Click the L_%*t*=  Iputton.
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7.

When the final screen appears, type:

Names and Numbers

Sll"l;_;|; l:_":_|;|'_.- Wizard

gt for your query?

Mames and Mumbers

That's all the information the wizard needs to ceate your
QUIETY .

Do you want to open the query or modify the query's design?

@ Open the query to view information.
Modify the query design.

Concel || <Bock |  Eiish

DATABASE BASICS
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Click the L_8nish | pytton.

The query is automatically saved and executed.

It should look like this:

First Name - LastName -~ Phone Numl =
Elvis Fresley 4105551212

Bo Diddley 8005557890
%*
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