HANDSOUT  OF MS ACCESS                                                             PAGE # 1
     PAGE # 28

PART 1:
In this part you will learn :

· What is database, record, field.

· What is Relational Database.

· Uses of MS Access

DATABASE:
A database is a collection of information that's related to a particular subject or purpose, such as tracking customer orders or maintaining a music collection. If your database isn't stored on a computer, or only parts of it are, you may be tracking information from a variety of sources that you're having to coordinate and organize yourself.

RELATIONAL DATABASE:

A type of database that stores information in Tables. A relational database uses matching values from two tables to relate information in one table to information in the other table. In a relational database, you typically store a specific type of information just one, which makes the database very efficient & reduces data entry errors.

FIELD:

An element of a table that contains a specific item of information, such as  Last name. A field is represented by a column  in a table. On a Form, or Report, you can use a control, such as text box , to display data from a field.

USES OF MS ACCESS:
Using Microsoft Access, you can manage all your information from a single database file. Within the file, divide your data into separate storage containers called tables; view, add, and update table data by using online forms; find and retrieve just the data you want by using queries; and analyze or print data in a specific layout by using reports. Allow users to view, update, or analyze the database's data from the Internet or an intranet by creating data access pages.

PART 2:

In this part you will learn:

· About designing a database.

· Seven steps of designing a good database.

About designing a database:

Before you use Microsoft Access to actually build the tables, forms, and other objects that will make up your database, it is important to take time to design your database. Good database design is the keystone to creating a database that does what you want it to do effectively, accurately, and efficiently. 

Steps in designing a database:

This topic provides reference information about these basic steps in designing a database: 

1. Determine the purpose of your database
2. Determine the tables you need in the database
3. Determine the fields you need in the tables
4. Identify fields with unique values in each record
5. Determine the relationships between tables
6. Refine your design
7. Enter data and create other database objects
1  Determine the purpose of your database:

The first step in designing a database is to determine its purpose and how it's to be used. You need to know what information you want from the database. From that, you can determine what subjects you need to store facts about (the tables) and what facts you need to store about each subject (the fields in the tables).

Talk to people who will use the database. Think about the questions, you and they would like the database to answer. Sketch out the reports you'd like it to produce. Gather the forms you currently use to record your data. Examine well-designed databases similar to the one you are designing.

2  Determine the tables you need:

Determining the tables can be the trickiest step in the database design process. That's because the results you want from your database — the reports you want to print, the forms you want to use, the questions you want answered — don't necessarily provide clues about the structure of the tables that produce them.

You don't need to design your tables using Microsoft Access. In fact, it may be better to sketch out and rework your design on paper first. When you design your tables, divide up pieces of information by keeping these fundamental design principles in mind: 

· A table should not contain duplicate information, and information should not be duplicated between tables. In this respect, a table in a relational database differs from a table in a flat-file application such as a spreadsheet. 

When each piece of information is stored in only one table, you update it in one place. This is more efficient, and it also eliminates the possibility of duplicate entries that contain different information. For example, you would want to store each customer address and phone number only once, in one table. 

· Each table should contain information about one subject. 

When each table contains facts about only one subject, you can maintain information about each subject independently from other subjects. For example, you would store customer addresses in a different table from the customers' orders, so that you could delete one order and still maintain the customer information. 

3  Determine the fields you need:

Each table contains information about the same subject, and each field in a table contains individual facts about the table's subject. For example, a customer table may include company name, address, city, state, and phone number fields. When sketching out the fields for each table, keep these tips in mind: 

· Relate each field directly to the subject of the table.

· Don't include derived or calculated data (data that is the result of an expression).

· Include all the information you need.

· Store information in its smallest logical parts (for example, First Name and Last Name, rather than Name). 

4  Identify the field or fields with unique values in each record:

In order for Microsoft Access to connect information stored in separate tables — for example, to connect a customer with all the customer's orders — each table in your database must include a field or set of fields that uniquely identifies each individual record in the table. Such a field or set of fields is called a primary key.

.

5  Determine the relationships between tables:

Now that you've divided your information into tables and identified primary key fields, you need a way to tell Microsoft Access how to bring related information back together again in meaningful ways. To do this, you define relationships between tables in a MS Access database.

.

6  Refine your design:

After you have designed the tables, fields, and relationships you need, it's time to study the design and detect any flaws that might remain. It is easier to change your database design now than it will be after you have filled the tables with data.

Use Microsoft Access to create your tables, specify relationships between the tables, and enter enough sample data in your tables so you can test your design. To test the relationships in your database, see if you can create queries to get the answers you want. Create rough drafts of your forms and reports and see if they show the data you expect. Look for unnecessary duplications of data and eliminate them. If you find problems, refine the design.

7  Enter data and create other database objects:

When you are satisfied that the table structures meet the design principles described here, then it's time to go ahead and add all your existing data to the tables. You can then create any queries, forms, reports, that you may want.

PART 3:


In this part, you will learn how to:

· Start and exit MS Access.
· Create a new Database.
· Save a database for the first time.
· Open an existing database.
· Close a database.
STARTING AND EXITING  MS ACCESS:
1. Click the <Start> button. A menu appears.

2. point  to <Programs> group.

3. click on <MS Access>. Access starts.

EXITING ACCESS:

When you finish working with Access, you should exit to free up your computer’s memory for other tasks. There are several ways to exit Access.

· Press Alt+F4.

· Select <File> ( <Exit>.

· Click the Access window’s close (x) button.

CREATING A NEW DATABASE:

Creating a new database is very simple.

1. Start MS Access. A dialog box will appears.

2. Click <Blank Database>.

3. Click <Ok>.

OR

1. Select <File> ( <New>. A dialog box will appear.

2. Select <Blank Database>. Click <Ok>.

3. Type a name for your database. Then click <Ok>. Access creates the new database.

Your database is completely blank at this point.

SAVING A DATABASE FOR THE FIRST TIME:

You need to save your work so that you don’t lose anything you’ve typed after you turn off the computer. When you enter each record, Access automatically saves your work.

When you change the structure of a table, form or other object, Access will not let you close that object or close the database without saving your changes.

1. Click <File> ( <Save>. The dialog box appears.

2. Click <Ok>.

CLOSING A DATABASE:

When you finish working with a database, you should close it.

1. Select <File> ( <Close>.     OR

2. Press Ctrl+F4.

OPENING AN EXISTING DATABASE:

When you start Access & you want to use your database, you will open your existing one. 

1. Open the <File> ( <Open> menu. You will see the list of all databases.

2. Click the database you want to open.

3. Click <Ok>.

PART 4:

In this part you will learn how to:

· Create a Table.

· Understanding data types & formats.

· Modifying a table structure.

· Adding  fields.

· Deleting fields.

· Deleting  a table.

· Entering a record.

CREATE A TABLE:

Tables are the basis for the whole database. A table is a collection of data about a specific topic, such as products or suppliers. Using a separate table for each topic means that you store that data only once, which makes your database more efficient, and reduces data-entry errors. If you created an empty database, you will need to create tables now.

To create a table in <Table Design> view, follow these steps:

1. Click the <Table> tab in database window. Then click <New>, the new table dialog box appears.

2. Click <Design view> & click <Ok>. Table Design view opens.

3. Type a field name on the first empty line of the <Field Name> column. Then press <Tab> to move to the <Data Type> column.

4. When you move to this column, an arrow appears for a drop-down list there. Open the Data type drop-down list and select a field type.

5. Press <Tab> to move to the <Description> column, and type a brief description of the field. (this is optional)

6. In the bottom half of the dialog box, you see <Field Properties> for the field type you selected.

7. If you have more fields to enter, type all fields.

8. To finish table design, click the <Table Design> window’s close (x) button.

9. The <Save As> dialog box appears, and you are asked to save changes to the table, click <Yes>.

10. Type a name for the table in the <Table Name> text box, and then click <Ok>.

FIELD NAMING RULES:

Field names and all other objects in Access for that matter, can be up to 64 characters in length & can contain spaces and any symbol except period (.), !, [ ].

UNDERSTANDING DATA TYPES & FORMATS:

Each field must have a type, so Access will know how to handle its contents.

TEXT:  Plain, ordinary typing which can include numbers, letters and symbols. A text field can contain up to 255 characters.

MEMO:  Ordinary text, except you don’t set  a maximum field length, so you can type an almost infinite amount of text.

NUMBER:  A plain, ordinary number.

DATE/TIME:  Simply a date or a time.

CURRENCY:  A number  formatted as an amount of money.

YES/NO:  The answer to a True/False question. It can contain one of two values: yes/no ----- true/false.

OLE  OBJECT:   A link to another database or file.

In addition to a field type, each field has formatting options you can set. They appear in the bottom half of the dialog box, in the <Field Properties> area.

FIELD SIZE:  The maximum number of the characters a user can input in that field.

FORMAT:   A drop-down list of the available formats for that field type.

DEFAULT VALUE:  If the field is usually going to contain a certain value, you can enter it as default value to save time. It will always appear in a new record.

DECIMAL PLACES:   For number fields, you can set the default number of decimal places a number will show.

MODIFYING A TABLE:
You can modifying your tables using <Table Design> view. To enter Table Design view:

· From the database window, click the <Table> tab, select the table you want to work with & click the <Design> button.

Once you are in table design view, you can edit any field.

· Click any field name in the <Field Name> list.

· If desired, click the field’s data type area  & select a new data type from the drop-down list.

· In the <Field Properties> area, click any text box in order to change its value.

· Repeat all these steps for each field you want to change.

ADDING FIELDS:
Before you enter data into your table, you should make very sure that you have included all the fields  you will need. However, you can add a new field in <Table Design> view.
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· Select the field before which you want the new field to appear.

· Click the <Insert> ( <Row> menu. A blank row appears in the         <Field Name> list.

· Enter a name , type , description & so on for the new field.

DELETING FIELDS:  

If you realize that you don’t need one or more fields that you created, you can delete them. Otherwise, you will needlessly enter information into each record that you will never use.

To delete a field in <Table Design> view, follow these steps.
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· Switch to <Table Design> view.

· Select a field.

· Press the <Del> key on your keyboard.  OR

· Select <Edit> ( <Delete Row>.

DELETING A TABLE:
Now that you have created a table & worked with it, you may discover that you made so many mistakes in creating it that it would be easier to start over ---- or you may have several tables & find that you don’t need all of them. Whatever the reason, it is easy to delete a table.

Follow these steps:

· From the database window, click the <Tables> tab.

· Select the table you want to delete.

· Select <Edit> ( <Delete>,  OR  press <Del> key.

ENTERING A RECORD:
At this point, you have created your table structure & you’ve made all settings you want. It’s finally time to enter record.

· First, you must open the table. To open a table, you double-click it in <Database window> or click it once and then click <Open>.

· Click in the first empty cell in the first empty column.

· Type the value for that field.

· Press <Tab> key to move to the next field & type its value.

· Continue pressing <Tab> until you get to the last field. When you press <Tab> in the last field, the insertion point moves to the first field in the next line, where you can start a new record.

· Continue entering records until you’ve entered them all.

SOME DATA ENTRY TRICKS:
You can enter all your data with nothing more than the <Tab> key & some typing , but here are a few keyboard tricks that will make the job easier:             

1) To insert the current date, press Ctrl+; (semicolon)                                                  2 ) To insert the current time, press Ctrl+: (colon)                                                         3 ) If you have defined a default value for a field, you can insert it by pressing Ctrl+Alt+ spacebar.

MOVING AROUND IN A TABLE:
In the previous steps, you pressed <Tab> key to move from field to field in the table, but there are some other ways, which you might find more useful.

TO MOVE TO                                                                               PRESS

Next field                                                                                       Tab

Previous field                                                                                Shift+Tab

Last field in the record                                                                End

First  field in the record                                                              Home

Same field in the next record                                                    Down arrow

Same field in the previous record                                            Up arrow 

Same field in the last record                                                     Ctrl+down arrow

Same field in the first record                                                    Ctrl+up arrow

Last field in the last record                                                      Ctrl+End

First field in the first record                                                     Ctrl+Home

INSERTING NEW RECORDS:
New records are inserted automatically. When you start to type a record, a new line appears below it, waiting for another record. You can’t insert new records between existing ones. You must always insert new records at the end of the table.

DELETING RECORDS:
If you find that one or more records is out of date, you can easily delete it. You can even delete several records at a time.

Follow these steps:

1. Select the record(s) you want to delete.

2. Do any of the following.

a. Click the <Delete Record> button on the Toolbar.

b. Press the <Del> key on the keyboard.

c. Select <Edit> ( <Delete Record>.

PART 5:
In this part you will learn how to:

· Create a Form from Scratch.

· Understanding forms

· Modify  your forms

· Changing Tab order

· Creating special data  entry fields on a form

UNDERSTANDING  FORMS:
MS Access stores data in tables, but the most common way to work with data is with a Form. Like a paper form, the Access form contains text boxes, the fields into which you type the appropriate information.

Every element in an Access database is graphical object. Graphical objects that accept, display or locate data are called Controls.  Any field that contains or accepts data on a form is actually a Control. In addition to text boxes, a form has other controls, such as option buttons and command buttons, for working with the database.

CREATING A FORM FROM SCRATCH:
The most powerful and difficult way to create a form is with Form Design. In <Form Design> view, you decide exactly where to place each field and how to format it.

Follow these steps:

· From the <Database window>, click the <Forms> tab.

· Click the <New> button. The new form dialog box appears.

· Select <Design view>.

· Select a table from the drop-down list at the bottom of the dialog box. (it is important)

· Click <Ok>. A form screen appears.

ADDING FIELDS TO A FORM:
The basic idea of the <Form  Design> screen is simple. It is like  a  paste board where you place the elements of your form. The fields you add to a form will appear in the <Detail Area> of the form.

To add a field to the form, follow these steps:

· Display the <Field list> if it is not showing. To show the field list, click <View> ( <Field list>.  

· Drag a field from the <Field list> onto the Detail area of the form.

· Repeat step 2 to add as many fields as you like to the form.

If you are satisfied with your form, go ahead & close it by clicking close (x) button. When asked

IF YOU WANT TO SAVE YOUR CHANGES ? Yes/ No

Choose yes. Type a name for the form in the text box provided, then click <Ok>.

ENTERING DATA IN A FORM:
The whole point of creating a form is so you can enter data more easily into your tables. The form acts as an attractive “mask” that shields  you from the plainness of your table. Once you create a form, follow these steps to enter data into it:

1. Open the form in <Form view>.

2. Click the field you want to begin with and type your data.

3. Press Tab to move to the next field. When you reach the last field, pressing Tab moves you to the first  field in a new record.

4. Repeat step 2 & 3 to enter all the records you like. They’re saved automatically as you enter them.

CHANGING TAB ORDER:
When you enter data on a form, you press Tab to move fì¥Á
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· PART 1:

· In this part you will learn :

What is database, record, field.

What is Relational Database.

Uses of MS Access

DATABASE:

1. A database is a collection of information that's related to a particular subject or purpose, such as tracking customer orders
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ELDS TO A QUERY:

If you created your query from scratch, the first thing you need to do is add the fields you want to work with.

1. Scroll through the list of fields in the desired table window at the top of the <Query Design> box, until you find the fields y or maintaining a music collection. If your database isn't stored on a computer, or only parts of it are, you may be tracking information from a variety of sources that you're having to coordinate and organize yourself.

RELATIONAL DATABASE:

1. A type of database that stores information in Tables. A relational database uses matching values from two tables to relate information in one table to information in the other table. In a relational database, you typically store a specific type of information just one, weria you want to use.

SORTING DATA:
Even though you enter your records into the database in some sort of logical order. At some point, you’ll want them in a different order. For e.g. if we entered the employee’s data in our database according to registration number, we might later want to look at the list according to the employee’s date-of-join, from oldest to youngest.

The Sort command is the perfect solution to this problem. With sort, you can re-arrange the records according to any field you like. You can sort in either ascending or descending order.

To sort any field, follow these steps:

1. Click in the <Sort> row for the field you want to sort. a down-arrow for a drop-down list appears.

2. Open the drop-down list & select <Ascending> or <Descending>.

SHOWING OR HIDING A FIELD:
Some fields are included in your query only so you can filter or sort based on them. You may not be interested in seeing that field in the query results. For e.g. you  may want to limit your query to all Employee’s join before 8/5/93, but you don’t want each employee’s ID number to appear in the query.

To exclude a field from appearing in the query results, deselect the check box in the <Show> row. To include it again , select the check box again.

VIEWING QUERY RESULTS:
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To see the results of your query, click the <Run> button on the toolbar, or select <Query> ( <Run>.

SAVING A QUERY:
When you create a query, Access saves it automatically. You don’t need to do anything special to save it. Just close the query window, type a name for the query, you will see the query on the list.

RE-RUNNING A QUERY:
At any time, you can rerun your query. If the data has changed since the last time you run the query, the changes will be represented.

To rerun a query, follow these steps:

1. Open the database containing the query.

2. Click the <Queries> tab in the database window.

3. Double-click the query you want to rerun.

PART 7:
In this part you will learn how to:

· Create a simple report.

· Add  and remove  fields.

· Add   labels.

· Add a calculated text box.

WHY CREATE REPORTS:

There are many ways to organize and view your data, but until now each method has focused on on-screen  use. Forms help with data entry on-screen, and queries help you find information and display the results on-screen.

You can print any table, form, or query, but the results will be less than professional looking because those tools are not designed specifically to be printed. Reports, on the other hand, are designed specifically to be printed and shared with other people. With a report, you can generate professional results that can be proud of, whether you’ve distributing them on paper or publishing them on the Internet.

CREATING REPORTS IN DESIGN VIEW:
1. Click the <Reports> tab in the database window.

2. Click the <New> button.

3. Select <Design view> from the dialog box.

Report Design view may seem familiar to you; it looks a lot like Form Design view. Just like Form Design view, there is a tool box of common editing tools.

ADDING AND REMOVING FIELDS:
You can add fields to your reports at any time. Follow these steps to do so:

· Display the <Field List>, if it is not shown. Select <View> ( <Field List>. A floating box appears listing all the fields in the table you are using.

· Drag any field from the Field list into the report. Place it anywhere in the <Detail area> that you want.

· Repeat this step as many times as you want.

ADDING LABELS:
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   When you add a field, it appears as a box plus a label, both bound together. But you can also add labels only, with extra text in them that is not necessarily  associated with a particular field. To do so, just click on the label button in the tool box. Then  click on the label and start typing. When you finish, click outside the label.

ADDING A CALCULATED TEXT BOX:
The most common thing that text boxes hold is references to fields. However, text boxes have another purpose; they can also hold calculations based on values in different fields.

Follow these steps:

· Click-and-drag a text box on the report to create a text box.

· Change the label of  box.

· Click in the text box and type the formula you want calculated.

· Click anywhere outside the text box when you finish.

RULES FOR CREATING CALCULATIONS:

The formulas you enter into your calculated text box use standard mathematical controls:

                      +       add

                      -        subtract

                       *       multiplication

              /        division

All formulas begin with an equal sign (=), and all field names are in parentheses. 

Here are some examples:

1) to calculate a total price by multiplying the value in the Quantity field by the  value in the Price field, enter

=(Quantity)*(Price)

2) to calculate a 25% discount off the value in the Cost  field, enter

=(Cost)*0.075

3) to add the total of the values in three fields, enter

=(field1)+(field2)+(field3)
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