Working with Access

Creating and Designing a New Database 

Creating a new database file is quite easy.  New databases open without any objects.  You decide which objects to create.  

· Use the Start Menu to launch Access.  The New File pane of the Task Bar should be open on the right side of the workspace.  You can display the Task Pane by selecting the New Blank Document button in the Database toolbar or selecting (from the menu bar) View > Toolbars > Task Pane.  You can change the Task Pane by selecting the Other Task Panes drop-down menu in the Task Pane Title Bar.  Make certain that the New File pane is displayed.
· Click the Blank Database option.  In Access, unlike in other Office applications, the first step in creating your new document is naming it.  Hence, the File New Database dialog appears.

· Name your file AddressBook.mdb and save to the desktop.

(Image of task bar, dialog box with settings to save on desktop and file named.)
Careful planning during the design phase helps to ensure that the final database meets your goals.  Because the table is the foundation of all databases, first consider if you want to create one or more tables.  How do you want to organize your data?  Consider the purpose of your database, and how the output will be used.  Will you need printed reports?  Will you link to other documents?  Will you export queries?  How you use a database will impact how you create objects.
Creating Tables in Design View
At this point, your blank database is created.  It contains no tables, queries, forms, reports, or other objects.  Tables hold all of the data or information in a database.  Therefore, the next step in database development is to create at least one table.

· In the New File Taskbar, under the New category, click Blank Database.  The Database window will open.  By default, the Tables object should already be selected.

· In the Tables selector pane, click Create Table in Design view and click Open in the Database window toolbar (or double-click the selection).  

A new Table opens in Design view.  Note the columns of information; Field Name, Data Type, and Description.  Where is the insertion point?  What changes do you see in the task bar?
· Enter the field name “Number” and click tab.  Where is the insertion point now?  What is the default data type?  Use the Data Type drop-down menu to select AutoNumber.  AutoNumber data types will automatically be assigned a new unique value when you enter a new record.

Designating a Primary Key.  The primary key can be either a single field or a combination of fields, but only if the field or combination uniquely identifies each record in the table.  Therefore the Primary Key field is often an AutoNumber field.  A useful Primary Key field might be Social Security numbers, while birthday would not be, since some people share a birthday.
· Click the field selector (the square to the left of the field row) and then click the Primary Key button in the Table Design toolbar.  What change took place in the field selector square?
· Add other fields appropriate for your new address book.  Include FirstName, LastName, and State fields, plus fields you wish to include, such as phone or e-mail.

· Select the State field and modify the Data Type Field Size property to 2.  This will enforce a specific data entry parameter, only two characters in the field when entering new records.

· In the name fields, change the Caption properties to First and Last.

· Click the Datasheet View button.  You will be prompted to save the table.  Name it tblAddresses.

· Enter at least three records with data in the FirstName, LastName, and the State fields.

Creating a Table Using a Wizard

The Table Wizard provides a time saving shortcut for creating tables.  

· In the Database window, first select the Tables Object, then double-click the Create table by using wizard option in the selector pane.  

· In the first wizard dialog step, select the Personal category radio button.  Then select the a Guests category in the Sample Tables text box.  From the Sample Fields textbox, insert the fields GuestID, FirstName, LastName, and HomePhone, and others you may wish to include, using the direction arrow.
· Once sample fields have been moved, you can rename them after selecting them in the Fields in my new table text box and clicking the Rename Field button.  A new Rename Field dialog box will appear.  Using the Rename Field button, change the GuestID field name to Number, and change the HomePhone field name to Phone.

· Click the Next button in the wizard, name the table tblGuests, and allow the wizard to designate the Primary Key field.  Click Next again.

· Access will automatically establish a relationship between fields.  Select the “No, I’ll set the primary key.” Radio button.
· In the final wizard dialog (note that the Next button is greyed), choose the Enter data into the table using a form the wizard creates for me radio button, and then click Finish button. 
A Form object is automatically created.  This shortcut creates the same form as you could produce using the AutoForm option.

· Enter several names using the form, including your own.
· Click the close button in the form window.  When prompted to save, save with the name frmGuests.

Creating a Form Using the Form Wizard

Changing data in a form changes the data in a table.  Forms can make a database easier to use.  A database should be designed such that it is easy for anyone to use.  Forms provide a useful format to edit, view, use and print data.  Forms can be created for both tables and queries.  Using the Form wizard, once a table or query is selected, all the fields from the object will be displayed and can be placed on the form.  The Form wizard radio buttons allow you to choose the layout of the form.  You can use more than one table or query to create a form, allowing greater flexibility in modifying table content.
· Return to the Database window, select the Forms object, then double-click the Create form by using wizard option. 

· The first dialog window appears.  Select the tblAddresses table in the Tables/Queries drop-down text box.  Use the double right arrows to add all fields, and click Next.

· The following dialog box allows you to choose layout.  Try each radio button to view the previews.  Then select the Justified radio button and click Next.
· Choose a style of your preference after viewing the various options.  Then click Finish.

Creating a Report

· Using the Report wizard, create a report of the Guests table.  Enter all your fields, do not use any groupings, sort by last name, Ascending order, any layout, any orientation, any style, and save with the name you choose.

· In Design view, modify the report to your own preferences.

Print the report.  Make certain that your name appears among the guests.






















































Access 2002 Lesson 1 Getting Started with Access 7
2 Access 2002 Lesson 1 Getting Started with Access
Lab 2 – CIS 105 – Working with Access


