Microsoft Access Tutorial: The Basics

Part 1: : etting Started > x

1. Start MSAccess M:.'ZQ:— = :
i icrosoft Office Online
From the Start menu click on

*  Connect to Microsoft Office

> Programs i
. . » Get ths latest news about using
> Microsoft Office Access ' New File . x
. . * Bubomatical dake this li i h e
> Microsoft Offic eire i Lol @Ey
Access 2003 Hiorm New
Search Fory QJ Blark database. ..
. | | .'* [ R e e
2. Notet_he Getting Started task paneonthe | oo “mint more than one ! E p:"’“t“l xltm“
right side of your screen. - ek
pen & Profect using new data. ..
. . basics_conktact_ management ﬂ From existing file, ..
3. Click on Create a new file. Inventory Contrall -
5 More... Templates
Search online far:
4. The New File task pane will appear. (> 1) creste anewfie.. | NN
Under Templates, click On my computer, Y

to open the Templates window. Also notice the online templ ates. [ Sl onmiccomie
Recently used templates

5. Click ontheDatabasestab. — |

Notice that there are templates for | General Databases |
all types of databases. —

Double click on the Contact =
fisset Tracking  Contact Ewvent Expenses

Management icon. The File New Management Management
Database window will appear. Select

Desktop, use the default name and then @ @3

click the Create button. The .mdb oo e TR A

extension will automatically be added. Control Scheduling
6. Inamoment, the Database Wizard .
window will guide you through the Mga ol e Eri?ggngsdatabase

jprocess. Management Billing
- Inthefirst window, click Next.

The database you've chosen requires certain fislds. Possible additional fields are shown italic

| n the %Ond Wl ndOW, yOU Can bedow, and may be in mare than one table,
select optional fieldsto be included in e e nans o sad sny serensifisis?
. Tables in the database: Fields in the table:
your Contact Information table. ETETT— TR -
II rmlnn - ¥ Referred By
Contact Types ¥ Motes
Scroll to the bottom of the right hand—__ | I~ spouns e
column to view the optional fields. Notice = pomiipiin
the other two tablesin the left hand - Cortoces pterets J

column. They include different fields.

Cancel | = Back I Mext > I Finish |

Click Next and choose Standard style for
your screen displays. You can preview other styles by clicking on each name.
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Click Next and choose Standard style for your printed reports.

Click Next and accept the default.

Y ou may choose to include a picture
by checking Yes. Then click on the
Picture button to browse to \My
Documents\My Pictures and select a
picture from your files.

Click Next and in the next window

click Finish.

Sit back and watch Microsoft Access

create your database.

Click on Enter/View Contacts.\

Fill in the text boxes on the 1%
page and scroll down or click on
Page 2 at the bottom of the
window to complete the first

Database Wizard

1

»

what would vou like the title of the database ta be?

[Contact Managernent
Do vou wank & picture on all reports?

M ¥ Yes, Tdlike to indude a picture.

et >

7. TheMain Switchboard window will appear. This menu allows you to access your data.

&) Main Switchboard

=101

E nterView Contacts
| Enter/View Other Information...
J Preview Feports...
__| Change Switchbaard ltems
| Evitthis database

record. ‘
=101 x|
-
First Mame Contact ID —
Last Name eher Title Librarian
Company Ogden Library ‘work Phone [5071-661-5534
Dear Ahce ‘wiork Extension
Address 10 MNorth 1900 E ast obile Phone
Fax Number
City Ogden
State/Frovince uT ﬂ
Postal Code 84112
Country/Region us
Contact Type ID | [Autobumber]
CotactTipe | =
Contact Narme INicaWabsr
Contact Type IFamil_v - I
Email Mame aweber@ib.med utah Record: HI i || 4| rifre]of 4
Refemed By - I
Notes
Calls... I Dial.. | el f ) I 2 |
~|
Record: 14| 4 | z v view|of 3 | | »

To add additional records, click on any button with a right-pointing arrow.

Add atotal of 3 records.
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When you get to Contact
Types, double click inside the
text box to view the Contact
Types window.

Enter 3 categories. Friend,
Relative, Business.

Close the Contact Types
window. Data will be stored in
the Contact Typestable.

b en vl




For each contact, add 1 call by clicking on the Calls

button and entering the requested data.

To view this data, go to the Main Switchboard, click
on Preview Reports and preview both reports.

Part 2: Database Structure

1. From the top menu bar, choose
>Tools
> Relationships

MS Access will open the Relationships
window which displays the Tablesin your
database. Thisisthe database structure,
not the actual data.

Notice that you have three Tables in your
database: Contact Types, Contacts, Calls.

The relationships between these tables
insure the accuracy of your data.

2. Table
Chief structure that stores data, and
represents a single subject, an object or
an event.
Example: “Contacts’ is a subject-related
table, while“Calls” is an event-related
table.

3. Fidds
A tableis made up of fields.

ES Contacts

Firzt Mame

Last Mame

ol

i
Record: Wl (] v b

ContactType

L

=  Relationships

ContactD
Firsthame
Lasthlame

Dear

Address

ity
StateOrPravince
PostalCode
Region
nitry/Region
Compa
Title
WorkPhone
WorkExtension
MabilePhane
Faxhumber
Emaihlame
LastMestinaDate
ContactTypelD
Referreddy
Mates

R=
ContactlD

CalDate
CallTime
Subject
Motes

/\
Relationships

v

A field represents a characteristic or aspect of the subject, object or event.

A field containsasingle value.

Example: “FirstName” isafield in the Contacts table and “LastName” isalso afield in the

Contactstable.
The bolded field is the Primary Key.

4. Keys
Primary Key

0 ThePrimary Key uniquely identifies arecord within atable.

0 The Primary Key establishes arelationship between two tables.
0 ThePrimary Key isusually an auto-generated number.
o0 Example: “ContactType ID” isthe primary key in the Contact Types table.
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Foreign Key
o0 TheForeign Key isafield from one table placed into another table.
0 TheForeign Key facilitates a relationship between two tables.
o0 Example: “ContactType ID” isthe foreign key in the Contacts table.
Relationships
0 Relationships are the connections between the tables.
0 Example: The arrows between the tables in the Relationship view represent the
relationships.
5. Record —the actual datain thefields, in the table
A row of data within atable that represents a unique instance of the subject, object or event.
Example: Each person you entered into the Contacts table became a record.

Part 3: Viewing Your Data

To view your data, minimize the Relationships window, look at the = _—
lower left corner of your screen, and maximize the database window i Cont aciy
labeled “ Contact Man...” MS Accesswill open the database window. Ready

1. Objects

Listed on the left isamenu & , I =
Ope Design = x Nl 1
of objects: Tables, Queries, b % B @

Forms, Reports, etc. [ Objesfs | [E] create table inDesign view
@] Create kable by using wizard
@ Create table by entering data
2. Tables M cals
Choose the Tables button B Contact Types
from the left hand column. [ W Convacts|
Highlight the Contacts tabl B swichboard Items

in the right hand column.

When you select the

Open button, your |

records are displayed in  Goups
spreadsheet format. | (@ Favories
When you select the

Design button, the table
structure is displayed.
Close the Contacts table window.
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3. Queries
A query isasearch for specific
information in your database
Choose the Queries button from the
left hand column.

Double click on Create query by
using wizard.

Select Table: Contacts from the
Tables/Queries dropdown menu.

Choose the >> button to select all
the fields. \

Click Next.

Click Next again and accept the
default query name.

g= Contact Management1 : Datahns_i;_ ’_’_ -0 x|
Hopen bl pesion mlew | X 2. = [HE|E
Ohjects [ @ Create guery i Design view
~ Tables . . Zreate query by using wizard
N ;
__ QUeres
E For
Groups

Simple Query Wizard

‘which fields do you want in your query?
EI :_ _: i f You can choose From more than one table or query,
Tables|Queries
able: Calls] |
Table: Calls
(Table: Contact Types Selected Fields:
—Lable: Swikchboard Items

CallDate =
CallTime
Subject
MNotes ;I

= |

Cancel | < Btk I Meoxt > I Einish

Click Finish.

When you close the query, it will be
listed as Contacts Query in the
Querieslist.

Click the Design button in the upper

|eft corner.

Enter your search criteriainto the
appropriate column(s).

Run the query by clickingonthe!

button.

The results of the query are displayed
in spreadsheet format.

The check boxes on the Show line
control whether afield is displayed.
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Desion illew X fa '.'.--a i

| @ Create query in Design view
Tables E:—] Create query by using wizard
b B Contacts Query

FB Forms

P Fle Edt Yiew Insert Query Tooks Window Help
E-Hg &RV i wa

Field: | ContacklD Firsthiame Lasthame
Table: |Contacts Contacts Contacts
Sort:
Shiowe: =] [+
Criteria: Weber]
of:




To create a prompted query, enter your prompt in brackets (e.g, [Enter Last Name:] ).

To rename the query based on the criteria, choose
> File

> Save As Last Name Query

Close the Query results window.
The new query appearsin the Querieslist. You can re-run the query by double clicking on it.
To save as an Excel spreadsheet, go to Tools > Office Links > Analyze It with MS Excel.

4. Forms f= Contact Management1 ; Database {Access 2001

Allow you to enter records into your tables. i open BZ pesign (Wew | X | 2o T [EE| T
; Objects : @ Create Farm in Design view

Choose the For ms button from the | eft 00 Tables F] Create form by using wizard
hand column. EP  Gueries Call Details Subform

E call Listog Subform
The wizard has created severa forms for :tm —_—
use with this database. BB contacts

B8 Report Date Range
Double click on the Contacts form. This B swichboard

isthe form you used earlier to enter data.

Click on the Design button to see the Design View which was used by the wizard to create
thisform. The label boxes are transparent. The field boxes are opaque.

Close Contacts form window.

5. Reports
Summarize your datafor a professional ook

and enable sharing and printing.
Choose the Reports button from the o @] Creste repart inDesign view
left hand column. Tables Create report by using jizard
BB Queries B Alphabetical Contact Lifting
The wizard has created two reports: = r B weeky Call Summary
0 Alphabetical Contact Listing o i
o Weekly Call Summary B Reports

Double click on Alphabetical Contact Listing to view this report.

Click on the Design button to see the Design View which was used to
create this report. Close the report.

Double click on Create report by using wizard to create your own report. /Y ou can create
reports from any tables or from any queries.
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Select Query: Contacts Query from the
Tables/Queries dropdown menu.

Click on FirstName and use the >
button to move it to Selected Fields
window. Repeat for the next 4 fields
(skipping Dear). I

Click Next. Accept the default grouping.

Click Next again to sort records by up
to 4 fieldsin either ascending or descending order.

Select L astName for the 1% box and Fir stName for the 2" box.

\
Click Next to select L andscape
orientation.
Click Next to choose the style.

Click Next again and name the
report ‘ Contacts Query Report’.

Click Finish to display your report.

The new report appearsin the list
of Reports. You canre-runthe

report by double clicking on it.

Click the Design button in the upper left corner to see the Design View which was used by
the wizard to create this report.

6. With What You Know Now, Y ou Can:
Navigate MS Access
Create ssimple databases using MS Access Templates (like your holiday card list)
Create simple queries and reports using MS Access wizards

7. Assignment — doing this takes practice!
Make a copy of your database by right clicking on the file name > Copy. Paste on Desktop.
Work through the tutorial on your own workstation.
Create a simple database that you can use at home or work.
Create ssmple gqueries and reports and check to be sure that the results are accurate based on
the data you put into your database.
Call or email usif you have questions.
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