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Introduction

Access Session 1 is a course created for CAL PACT participants to learn
more about the features of Access. This document serves as a supplement
and future reference to the class. It covers simple introductory material to
give you the knowledge to create a database by providing the fundamentals
of the application.

Skills needed to take this class
e How to use the mouse
e How to use the Windows computing environment

e Familiarity with other applications in the Microsoft Office Suite

Topics covered in this course
e What is Access

e What is a database

e Creating new databases

¢ Data entry and manipulation

e Creating Forms

e Locating Records

e Creating Queries

¢ Using basic calculations in Queries

e Creating Reports
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What is a Database?

A database is a collection of information on a particular subject. A Database
Management System (DBMS), like Access, provides an easy way to store,
retrieve, and organize information. Using Access allows you to store, ac-

cess, and manipulate information in many different ways.

The foundation of Access is based upon the following categories:

Tables - allows you to store information

Queries - lists which allow you to ask questions about specific information
Forms - allow for individual records of data to be viewed one at time

Reports - give better control of the visual look/setup of information for
printing purposes

A database can be created manually or by using the Database Wizard. The
Database Wizard provides template databases on common subjects like

address books, order form entries, and employee lists.

Creating New Databases
Tables

Tables form the basis from which all information is stored. They contain all
the information about the desired topic such as names, addresses, phone
numbers, and budgets. Queries, Forms, and Reports refer to these tables
allowing the user to manipulate and customize data to fit their desired

questions. Access tables use "fields" to store data into different categories.

Tables can be created manually using the Table Wizard or by entering the
data into a datasheet. Datasheets allow you to organize information by
assigning fields to hold specific types of information. Each column within
the datasheet is assigned to contain a specific type of data, assigned by the
field. The rows in a datasheet are used, like a listing, to store information
on the subjects of your topic.

To create a new table, first make sure the Tables tab is selected. Then click
on the New button which will bring up the New Table window. Select
either Datasheet View or Table Wizard and select Ok.
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Mew Table |

iDakashest Yiew
Design Yiews
Table Wizard
Import Table
Link Table

Create a new kable in
Datasheet view,

Ik I Zancel

Datasheet View

Datasheet View allows the user to manipulate and edit stored data. Field
header names and the order in which they appear may also be changed.
Likewise, records may also be edited and updated in Datasheet View. The
main purpose of this layout is to enter data once field categories have been

designated.

Once you have organized how data will be

stored in your database, categories can be
assigned to the field headers. Rename field [_[Employee ID]] Last Name

headers by double-clicking on the field

header. Once the cursor shows up, field
names may be designated any name you
like and can include spaces.

If you create a new table using Datasheet View, field headers will appear as
Fieldl, Field2, Field3, etc. Only the field headers you modify will be con-
tained in your table once you have finished with your initial setup by sav-

ing the table.
Table Wizard

If you use the Table Wizard to create a table, predefined categories become
available to include as categories within your table. Sample categories from
business and personal table templates can be chosen to be included in your
table, though not all categories from each sample template have to be cho-
sen. Access' Table Wizard gives you the flexibility to pick and choose only
those categories that apply to your topic.
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Table Wizard |

Ywhich of the zample tablez listed below do wou want to use to create your table?

After zelecting a zample table, choose the sample figlds vau want ta include in yaur new table.
Y'our table can include figlds from mare than one zample table. [F pou'te not zure about & field,
go ahead and include it. [F's easy to delete a field later.

Figlds in my new table:

Sample Figlds:

Sample T ables:

b ailirg List - H Employesl D
Contactsz j EmployeelD ;I SocialS ecuntyMumber
Customers SocialsecurntyMumber - I Emplopeet umber
Employees E mployeet urber Firzth ame
Froductz M ationalk mplH umber b iddleM ame
Orders FirstM ame ;I LaztM ame
Order Detailz =l | Middlei ame
& Business ﬁréN ame
" Perzonal E mail ame = Rename Field... |

Cancel | < Blachk I Hest » I Einizgh |

Modifying a Table’s Design
Design View |

The other way to view how your categories will appear and the type of
information they will stored is to utilize the table's Design View. Design
View can be accessed by clicking on the Design View button, designated by
the triangle and pencil, for an open table. To view a table in Design View
that has not yet been opened, select the appropriate table within the Table
tab and click on the Design button.

Records cannot be entered when in Design View. Instead, this mode allows
you to customize the type of data to be stored within your fields. In this
mode three columns become available, Field Name, Data Type, and De-

scription.
Field Name

Field names are used to distinguish between the different categories you
have chosen to include in your table. It is recommended that you do not
include spaces; this is to allow compatibility with other database applica-
tions. If you want to change the field name, click within the appropriate cell
and edit the name once the cursor bar has appeared. Remember, avoid
using spaces for field names - instead you may want to use uppercase

letters to separate words. (Ex. Quarterly Financial Reports should be en-
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tered as QuarterlyFinancialReports)

Field names will also appear as the field header within the Datasheet View
unless otherwise modified. This can be accomplished by entering the field
header name under Caption in the General menu located at the bottom of
the window. The name entered within the Caption area will now appear as
the field header instead of the field name. Note that names entered within

the captions field can include spaces.

General I Lookup I

Field Size 50

Farrnak

Input Mask,

Capkion Employves Id :[

Default Yalue
Yalidakion Rule
Validakion Text

Required Mo
Allow Zero Lengkth Mo
Indexed Yes (Duplicates OK)
Data Type
Modifying the Data Type allows the &8 Employee Info : Table
user to define the way records will be Field hlame Data Type
] o | ¥ |EmployvesID Mumber] T
displayed within that category. By | [Lasthame Text
< 1. i 1os Firstharie Memo
clicking within the Data Type cell of [ Ppenartment
the appropriate field and then the [ {Phanehumber Date/Ti
| |DateHired Currency
pull down menu, the way in which = AutoMurnber
. X . Primary3kill Yes/ho
data is displayed can be modified. | Secondaryskil OLE Obiject
. || Hyperlink,
Records can be preset to include Lookup Wizard...

useful symbols for structured data
entry as well as save time. Examples of Data Types are Auto Numbering,
Yes/No check boxes, and addingin" / / " for dates.

Fields can also be added by using the Build button ( o ) located on the
menu bar. The Field Builder allows for new field entries using built-in
templates based on common topics. Just browse through the sample fields
and highlight the one that applies to your topic and click Ok. The field
button uses preset input masks to format the entered data. (Ex. Automati-

cally inputting "( ) - "ina phone number field)
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Moving/Deleting Records and Fields
Datasheet View

Field headers can be rearranged by clicking on the appropriate field header,
highlighting the entire column. Then click and drag the header over to its

new location.

| Employee Id [EELELL " FirgtName |
0 | '

Fields can be removed by clicking within any of the records in the desired
field and then choosing Edit | Delete Column. Likewise, records can be
deleted by clicking any cell inside the record or the gray button in the

corresponding row and selecting Edit | Delete Record.

Design View £

Since Design View only allows you e Emph,}.ee Info - Tahle
to set up your table, records cannot -

X . B |ErployeeID Mumber
be deleted. To move fields, click on Lastharne Tesct
Firsklame Text
the gray button to the left of the | Department %;’; Text
corresponding Field Name. The [ {Phanehumber Text
] ] ) | [DateHired Text
entire row should be highlighted and |55 Text
. . | [Primary3kil Texk
a black arrow will appear. Click and [T secondaryskil Test

drag the arrow and drop the field to
its new location. Fields can be removed by highlighting the entire row or by

selecting a cell within the field and selecting Edit | Delete Row.

Creating Forms

Forms allow the user to enter and view data for indi-

vidual records. Forms can be created based on either )
existing tables or queries. Information entered in forms B AutoRgport
can be saved for later use. Whatever information is en- 3 Table
. . . CIeEky
tered will be saved into the table it was created from. -3 Form
. . iﬂ Repark
Autoform provides the fastest and easiest way to create a 5
Macra
form. This function can be accessed by selecting the ‘82 Module
desired table from the table menu and selecting the ) Class Module

Autoform function from the New Object button pull
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down menu. Likewise, you can get the same effect by selecting the Forms
tabs and clicking on New. Select AutoForm: Columnar and select the de-
sired table from the pull down menu. Either method tells Access to create a
form based upon the field names you designated when creating the table.

7

sing a wizard,

Create a new Form withaut

Design Yiew

Form ‘Wizard
AutoFaorm: Columnar
AutoForm: Tabular
AutoFarm; Datasheet
Chart Wizard
PivotTable Wizard

Choose the kable or query where
the object's data comes from:

B9 Employee Info _ O] x|
4 Laztt ame |Shin:-shita
Ermployes |d I 12258382
Firsth arne |J ohn
Departmert |E.-’-¥.L PALCT
PhaneMurnber |51 0-643-2458
D ateHired |4-28-E|E
S55M |54E-E?-954E
Prirnarys kill |Netwark Suppart
SecandarySkil Iﬂ
Record: MI 1 Mﬂf 14 >

_uskomers

Once the form is created, previously entered records can be viewed by
clicking on the arrows at the bottom of the form. The arrows by themselves
will advance or go back one record, while the arrows with the bar will
advance or go back to the last or first record. The arrow with the asterisk
will provide you with a blank record for new records. Just as with tables,
records can be deleted by having the desired record showing and then
selecting Edit | Delete Record.
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Design View ¢

Forms in Design View allow you to manipulate the way a form will appear.
Field headers and cells, as well as, text and background colors can be as-

signed with this option.
Form Layout/Size

The size and layout of field names and entry blanks can be rearranged to
suit your needs. The overall form size can be changed by moving the
mouse cursor over the borders of the form until you see a double headed

arrow. Then, click on the mouse and drag the form to its new size.

L;aﬂN""'ZZZZZZZZZZ LaztM ame
M mplgyeelCH:

F ||FirstN ame

Field names and entry blanks can be moved by clicking on the selected box
and then putting the mouse cursor over the border that appears. The mouse
cursor will change to a small black hand. Next, click and drag the box to its

new location.

BAsth St ff| Lazthlame

bttt e Bl irnlb

|HE$ENaFﬂE:::::::::: ff”FiTStNaI'I'I-E

The size of the boxes can also be changed by moving the cursor over the
selected box and clicking and dragging the border to its new size, like the

form border.

Eagth aie: il EE| LastHame

Erpeeld | PEneigecis

|HE'$'EHEI'HE:::::::::: fflIFiTStNaITIE

Text/Display Formatting

Field names can be changed by selecting the cell and renaming it once the
cursor appears in the field. *Note: You can only change field names (fields
in gray). The other input boxes use their designated names to refer to the

table from which you made the form. Text and the background of both the
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tield and input boxes can be changed by using the Background, Fore-
A .

ground, and Border buttons on the toolbar. Click on the o - &~
desired box and select your color options from the

button's pull down menu. If you would like to apply the same color format-
ting to another box, you can do so using the Format Painter button on the
toolbar, designated by the paintbrush. Select the box who's format you wish
to copy, then click on the Format Painter button («). A new cursor will
appear which looks like a pointer and paintbrush. Next, click on the box to

receive the new format.

Locating and Editing Records
Using Spell Check %~

The Spell Check option can be used on Tables, Queries, Forms, or Reports.
This option can be accessed by clicking on the Spell Check button once a file
is opened/selected from any of the above categories. Access Spell Check
works in the same manner as other applications in the Microsoft Office
Suite.

Finding Records

You can search for records by selecting Edit | Find. This function will work
only if an existing file is currently open. The Find command can be applied
to either specific fields or all fields. Field selection can be accomplished by
either selecting the field name or any record within that field.

Replacing Records

Replacing records is a useful tool to make unifom changes to multiple
records. (Ex. Changing the area code for phone numbers) This option can
be accessed by selecting Edit | Replace. Similar to finding records, this
function will only work if the selected file is currently open. Normally
Access will replace entire field data, though the Replace command can be
customized to only replace specific instances within records by deselecting
the Match Whole Field checkbox. This can be useful in such instances as
changing the area code on phone lists.
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Creating Queries

Queries allow the user to view specified fields from multiple tables and
queries. New queries can contain only the information you would like to
use for a specific purpose. (Ex. Using a query to create an employee phone
list from an existing table instead of printing out the table, which may

contain data than is necessary.)

The easeist way to create a query is to use the Simple Query Wizard by
clicking on the New button in the Query window. Select Simple Query
Wizard and select the fields you would like to add from the available
Tables/Queries. Once the query is created, you may edit, move, and delete
records and fields in the same manner as tables.

“Which figldz do wou want in pour queny’y?

%é? D 'ou can choose from mare than one table or query.

T ables/Muernes:
Tahle: Ernployee Infol |

Table: Customers

Table: Employee Info

Queny: Emplaves Infa Quen E ll;aStI'r:Il ame
IrstMarme

Selected Fields:

Quen: Employes Info Quemn]
Firstiame

Departrment

Phoret umber

DateHired

S5M

Primars kil =]

PhioneM umber

>

EEH

€L

Cancel I ¢ Hack I Mewt > I Finizh

Using Design View With Queries
New Queries

Queries can also be created manually by selecting the Design View option
in the New Query window. Once this option has been selected, choose the
desired tables and queries you would like to include within the new query
and click on the Add button. Once you have selected all the tables/queries
to be included, click on the close button to open up the new query in Design
View.
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Within Design View, field can be added

to the query in the following ways: 1)

Double-click the field to be added from F

Er

within the appropriate table/query. 2)
EE :

Click and drag the desired field into an ol | | = |
ahles | @ i B
empty Field cell. 3) Use the drop down B Queries [E—

menu within the Field cell to select the
desired field to be added

*Note that only the tables/queries you designated for your query will be
available to enter into the open query.

To include fields from other queries, click on the Database Window button
and drag and drop the table or query to be added into the open query
window. Then drag and drop the desired fields from the newly included
table or query into a blank field cell.

Using Calculations in Queries

Queries can also allow you to make calculations, such as tabulating an

employees weekly pay by using the Expression Builder. |2\| While in Design
View, select the desired field you wish to perform a calculation on and click
within the field cell. Then click on the Expression Builder button and select

the fields and expressions for the calculation.

» Expression Builder ﬂ

[Hours]* [HoutlyPay] |

LastMame

# Tahles Firsthame

# CQueries aepar‘tment
ours

& Farms HourkPay

& Reports Weekly Pay

[# Functions

O Constants

| Operators Eo

O Corrmon Exprassions j
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Renaming/Modifying Expression Labels

Fields created from calculations can be renamed by editing the text within
the field cell, though only the text before the : can be altered without modi-
fying the calculated expression. Field labels can also be change to express
your calculations by modifying the displayed data to include various
formats, like % or $. This can be done by clicking within the desired field
cell and selecting View | Properties. Then select the appropriate option
from the Format pull-down menu.

5 Field Properties m

General | Lookup |
Description . ....... ..
Farmat............... Currency -
Decimal Places ... . ..
Inputhdask . ... ... ..
Caption..............

Standard
Pearcent 123
Scientific i

| |

Copying Queries

To save time from making new queries, Access allows queries to be copied
and modified to suit new needs without remaking or replacing existing
queries. Select the desired query from within the Database window and
select Edit | Copy and then Edit | Paste. The new copy will then need to be

named to distinguish it from the original copy.
Sort

The Sort option allows you to sort your data according to the field(s) you
specify, in ascending or descending order. This command is accessed by
clicking within the the Sort cell of the desired field and selecting the appro-

priate sort command from the pull down menu.
Show

The Show check box allows you to include fields within the query, but gives
you the option of not viewing the field when in Datasheet View. Each field
within the query can be individually chosen to appear or not appear by

clicking on the check box for their respective fields.
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Creating Reports

Reports are a useful way to present your information when a hardcopy of
your data is needed. New reports can be created by selecting the Report
option for the New Object pull down button or by selecting New from
inside the Reports tab. Then select Report Wizard and the table or query

from which the report’s data will come from.

Mew Heport EE

st |Desiin Mg
| \ SukoReport: Columnar
AutoReport: Tabular

Chart Wizard
This wizard automatically Lalfél WiE:rrd

creates your report, based
on the Fields vou select.

Choose the table or query where j
the object's data comes From:

Cuskomers

Then, choose the desired fields from the available tables/queries to add to
your report. Finally, the Report Wizard will take you through various steps
on how you would like your report to be displayed including text layouts
and formatting designs.
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