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General 
The textbook assumes the average Microsoft Access business user inherits an existing database created 

by database experts for end users.  In other words, the book starts us with an existing database and 

then teaches us how to retool that database to meet our specific needs or to make changes as business 

circumstances would require. That was not the case for most of the students attending, so we agreed to 

take a different path to the same end. This group of students wanted to know how to create a database 

from scratchτso that is how we proceeded. 

Introduction to data  
In order to understand Microsoft Access, we need to understand databases, and in order to understand 

databases, we need to understand data.  In a very simple explanation, data is organized in columns, 
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known as fields, and in rows, known as records.  In every case we want to make sure that the field is 

ƪŜǇǘ ŀǎ ΨthinΩ as possible, meaning the field contain only one data element.  A good example of this is 

our names ς we want to be sure to break names into three fields, namely first name, middle initial, and 

last name. This will ensure that you get the best possible data and not nicknames, partial names, etc.  

5ƻƴΩǘ Ŧŀƭƭ ƛƴǘƻ ǘƘŜ ǘǊŀǇ ƻŦ false economy of effort, whiŎƘ ƛǎ ōŀǎƛŎŀƭƭȅ ǎƻƳŜƻƴŜ ΨǎŀǾƛƴƎ ǘƛƳŜ ŀƴŘ ŜŦŦƻǊǘΩ ōȅ 

combining many elements into one field. In the end.  This results in a less flexible, less powerful 

database that is more error prone. 

Database design philosophy  
Began with the end in mind is a way pin down the requirements and design of a database.  What kind of 

reports or calculations might you need?  What are your inputs?  Your outputs?  Will you be importing or 

exporting data?  Viewing on-screen only, or printed reports?  If you ask yourself all of these questions 

before you ever begin creating the data tables you will have better end results. 

Creating a new Access database 
[ŜǘΩǎ ƻǇŜƴ aƛŎǊƻǎƻŦǘ !ŎŎŜǎǎ ŀƴŘ created a new file on the desktop called soccer.accdb.  This is a 

necessary step because Access does not automatically open with a blank database; the file must first be 

created by the user.   
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"ÁÃËÕÐ ÄÁÔÁÂÁÓÅ ÂÙ Ȭ3ÁÖÉÎÇ !Óȭ Á ÎÅ× ÎÁÍÅ 
Before Access 2007 it was very difficult to create a backup of your Microsoft Access database.  Microsoft 

introduced the Ψ{ŀǾŜ !ǎΩ command to allow users to create a backup database. Click the hŦŦƛŎŜ ΨorōΩ in 

the upper left corner of and select Ψ{ŀǾŜ !ǎΩ. You can also save only an object, for instance, a table or a 

report, or you can save your entire database for backward compatibility with other earlier versions of 

Microsoft Access. 
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The Database Table 
The minimum requirement for any database is a single table.  Tables can be simple or complex, limited 

or expansive, highly selective through the use of field properties, or broadly inclusive by simply 

importing reams of data.  Without tables we would have no need for relationships, queries, forms, 

reports etc.  So the first thing to do is become knowledgeable about tables. 

Soccer league database 
To help us understand how databases are formed and data tables are related, we have outlined the data 

tables necessary to create a youth soccer league.  In order to maintain this league we arrived at the 

following tables: 
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Create your first table  
In this next step we create the actual data tables which consist of two components -- structure and 

data.  We first build table structure and then populate the table with data. 

²ŜΩƭƭ ŎǊŜŀǘŜ ƻǳǊ Řŀǘŀ ǘŀōƭŜǎ ōŜƎƛƴƴƛƴƎ ǿƛǘƘ ǘƘŜ ǇƭŀȅŜǊǎ ǘŀōƭŜ ŀƴŘ ŜƭŜŎǘ ǘƻ ƪŜŜǇ ǘƘŜ auto numbered ID 

field and then add basic contact information.  There are two views for each table -- a design view and a 

datasheet view.  The datasheet view looks and feels quite similar to an Excel spreadsheet, basically a 

grid of columns and rows with field titles across the top row. The table design view gives us very fine 

control of every aspect of the data table, to include descriptions, data types and formats, field 

properties, and so forth. 

Comfort with datasheet view  

To add a record in the datasheet view, simply place your cursor at the  asterisk below the last row 

or data and begin filling in fields.  If it's a large table, clicking on the Ω!ŘŘ bŜǿ wŜŎƻǊŘΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ 

bottom of the screen will take you directly to that new row. 

 

It is generally frowned upon to work directly in database tables because you can do so much damage.  

Damage in a table is unrecoverable!  Nevertheless, there are many capabilities available to the user in 

the datasheet view.  You can resize, show and hide columns; you can find and replace, sort and filter  

rather extensively; you can apply general formatting; and, you can select some or all records, as well as 

add, copy, or delete records.   

You may sort on numerous fields If you remember the one simple requirement to place the fields 

adjacent to one another.  And remember that the sort order occurs from left to right. 

Data table filters - Á ȬÐÏÏÒ ÍÁÎͻÓ ÑÕÅÒÙȭ 
CƻǊ ŀŘƳƛǘǘŜŘƭȅ ǎƛƳǇƭŜ ƛƴǎǘǊǳŎǘƛƻƴ ŀǘ ǘƘŜ ƛƴǘǊƻŘǳŎǘƻǊȅ ƭŜǾŜƭΣ L ŘŜŦƛƴŜ ΨǉǳŜǊȅΩ ŀǎ ŀ ΨǎŜƭŜŎǘŜŘ ǎǳōǎŜǘ ƻŦ ŘŀǘŀΩΦ  

¢ŀōƭŜ ΨCƛƭǘŜǊǎΩ ƳŜŜǘ ǘƘŀǘ ŎǊƛǘŜǊƛŀ ŀƴŘ ǊŀǇƛŘƭȅ ǎŜƭŜŎǘ ΨǎǳōǎŜǘǎ ƻŦ ŘŀǘŀΩΦ  L ƎŜƴŜǊŀƭƭȅ ŎǊŜŀǘŜ ǉǳŜǊƛŜǎΣ ōŜŎŀǳǎŜ 

there is so much more that can be done with a query.  But there are times when filtering will satisfy  

your needs and a query would be overkill.  So go for it and learn about filters!   
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IŀǾƛƴƎ ǎŜƭŜŎǘŜŘ ŀ ǊŜŎƻǊŘ ƛƴ ǘƘŜ Ŏƛǘȅ ƻŦ ΨaŀǎǎƛƭƭƻƴΩ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƭƛƎƘǘŜƴƛƴƎ ōƻƭǘ όǊŜŘ ŎƛǊŎƭŜ нnd image 

ōŜƭƻǿύ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜƭŜŎǘ όƻǊ ŜȄŎƭǳŘŜύ ŀƭƭ ΨaŀǎǎƛƭƭƻƴΩ ǊŜŎƻǊŘǎ ǿƛǘƘ ƻƴŜ ǎƛƳǇƭŜ ŎƭƛŎƪΦ  ¦ƴŘƻ ǘƘƛǎ Řŀǘŀ 

ǾƛŜǿ ŎƘŀƴƎŜ ōȅ ΨŎƭŜŀǊƛƴƎΩ ǘƘŜ ŦƛƭǘŜǊ ǿƛǘƘ ǘƘŜ ƘƛƎƘƭƛƎƘǘŜŘ ΨŎƭŜŀǊ ŦƛƭǘŜǊΩ ōǳǘǘƻƴ ƻƴ ǘƘŜ ƎǊƻǳǇΩǎ ƭƻǿŜǊ ǊƛƎƘǘΦ 

 

 

Ȭ&ÉÎÄ ÁÎÄ ÒÅÐÌÁÃÅȭ ɀ ÐÏÏÒ ÍÁÎȭÓ Ȭ5ÐÄÁÔÅ 1ÕÅÒÙȭ 
Again, it is generally recommended to accomplish table changes via a form or a queryτand not the 

ǘŀōƭŜ ƛǘǎŜƭŦΦ  IƻǿŜǾŜǊΣ ΨCƛƴŘ ŀƴŘ wŜǇƭŀŎŜΩ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎƘŀƴƎŜ ƛƴŘƛǾƛŘǳŀƭ ǊŜŎƻǊŘǎ ƻǊ ƎǊƻǳǇǎ ƻŦ ǊŜŎƻǊŘǎΦ  L 

ƭƛƪŜ ǘƻ ŎƻƴǎƛŘŜǊ ƛǘ ǘƘŜ ΨǇƻƻǊ Ƴŀƴϥǎ ¦ǇŘŀǘŜ vǳŜǊȅΩΦ  ΨCƛƴŘ ŀƴŘ wŜǇƭŀŎŜΩ ǿƻǊƪǎ ǎƛƳƛƭŀǊƭȅ ǘƻ ƻǘƘŜǊ hŦŦƛŎŜ 

applications--with a few added capabilities: searching all or part of the field, all or part of the database, 

and using wildcards to further limit or expand the search.  The two wildcards are asterisk (*) or  

question mark (?)  The *  asterisk represents a string of characters in front of, at, or after ƛǘΩǎ ƭƻŎŀǘƛƻƴΣ 

whereas the ?  represents a single character only at  the position in which the ?  is located. 
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3ÈÁÐÉÎÇ ÄÁÔÁ ÕÓÉÎÇ Ȭ&ÉÅÌÄ 0ÒÏÐÅÒÔÉÅÓȭ 
Next comes shaping of data through the use of 'Field Properties'.  This is a way to further restrict the 

data types, field sizes and lengths, acceptable entries, and so forth.  For instance, we limit the state 

field to two characters, enter capital ΨOHΩ as the default entry, and make this a required field. Likewise, 

we might make date-of-birth a medium-date format and restrict the permissible age of players by 

putting validation rules and validation text into the database. 

Correct use of numeral data types  
Note: though many fields may contain numerals, they are not number fields.  Only use a number data 

type when you will perform calculations with that field.  Phone numbers are text data type as are social 

Security numbers.  Zip codes--text, not numbers!!  Be analytical when you create the fields and your 

outcome will vastly improve. 

Data validation and field properties  
[ŜǘΩǎ ōŀŎƪ-track to add a gender fieldΣ ǊŜǎǘǊƛŎǘŜŘ ǘƻ ΨMΩ or ΨFΩ in the validation rule, and create some 

validation text ǿƘƛŎƘ ǊŜŀŘ άhƴƭȅ ΨaΩ ƻǊ ΨCΩ ŘǳƳƳȅΗέΦ  ²ŜΩƭƭ ŦƻǊŎŜŘ ǘƘŜ format to UPPERCASE by using 

ǘƘŜ Ψ>Ω όƎǊŜŀǘŜǊ ǘƘŀƴ ŎŀǊǊƻǘύΣ ŀƴŘ ƳŀƪŜ ƛǘ ŀ required entry.  Also, be sure to choose appropriate data 

types for each field in the table. 

 

 
 

Ȭ0ÒÉÍÁÒÙ +ÅÙȭ 
[ŜǘΩǎ ōǊƛŜŦƭȅ explore the concept of primary key and secondary key.  The primary key is used to uniquely 

identify each record in the table.  Microsoft Access tables create auto numbered fields labeled as ID by 
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default.  Many data tables have a unique field that is both more descriptive and easier to work with.  An 

example would be ZIP code, since there is one and only one ZIP code for any given area in the United 

States.  In other words, ZIP code is unique. A key is secondary when it is used in a different table in order 

to relate it to its primary table. 

Relationships ɀ how tables are connected  
To learn how tables are ΨrelatedΩ ǿŜ ǎŜƭŜŎǘ the relationships button and establish relationships (or links) 

between tables (the primary key from one table selected with the mouse and drug over top of the 

ǎŜŎƻƴŘŀǊȅ ƪŜȅ ƛƴ ƛǘΩǎ ŎƻƳǇŀƴƛƻƴ ǘŀōƭŜύ.    

Lƴ ǘƘŜ Ψ/ǊŜŀǘŜ wŜƭŀǘƛƻƴǎƘƛǇǎΩ ǿƛƴŘƻǿ ōŜƭƻǿΣ  ǘƘŜ ΨtƭŀȅŜǊǎΩ ǘŀōƭŜ Ƙŀǎ ŀ ǾŜǊȅ ǎƛƳǇƭŜ !ŎŎŜǎǎ-default, auto-

numbered primary key ƭŀōŜƭŜŘ όƴƻǘ ǎƻ ƘŜƭǇŦǳƭƭȅύ ΨL5ΩΦ  ¢ƘŜ Ψ¢ŜŀƳǎΩ ŀƴŘ Ψ/ƻŀŎƘŜǎΩ ǘŀōƭŜǎ ƘŀǾŜ ƳƻǊŜ 

ŘŜǎŎǊƛǇǘƛǾŜ ǇǊƛƳŀǊȅ ƪŜȅǎ ƭŀōŜƭŜŘ Ψ¢ŜŀƳL5Ω ŀƴŘ Ψ/ƻŀŎƘL5Ω ǊŜǎǇŜŎǘƛǾŜƭȅΦ  

 Ψ¢ŜŀƳL5Ω ŦǊƻƳ ǘƘŜ Ψ¢ŜŀƳǎΩ ǘŀōƭŜ ƛǎ ǘƘŀǘ ǘŀōƭŜǎ ǇǊƛƳŀǊȅ ƪŜȅΦ  5ǊŀƎƎƛƴƎ Ψ¢ŜŀƳL5Ω όǇǊƛƳŀǊȅ ƪŜȅύ ŀƴŘ ǇƭŀŎƛƴƎ 

ƛǘ ƻǾŜǊ Ψ¢ŜŀƳΩ ƛƴ ǘƘŜ ǇƭŀȅŜǊǎ ǘŀōƭŜ ƛǎ ŎƻƴƴŜŎǘƛƴƎ ǘƘŜ ǇǊƛƳŀǊȅ ƪŜȅ Ψ¢ŜŀƳL5Ω ǘƻ ƛǘǎ ǎŜŎƻƴŘŀǊȅ ƪŜȅ Ψ¢ŜŀƳΩ ƛƴ 

ǘƘŜ ΨtƭŀȅŜǊǎΩ ǘŀōƭŜΦ  [ƛƪŜǿƛǎŜΣ Ψ/ƻŀŎƘL5Ω ƛǎ ǘƘŜ ǇǊƛƳŀǊȅ ƪŜȅ ƛƴ ǘƘŜ Ψ/ƻŀŎƘŜǎΩ ǘŀōƭŜ ŀƴŘ Ψ¢ŜŀƳIŜŀŘ/ƻŀŎƘL5Ω 

is the secondarȅ ƪŜȅ ƛƴ ǘƘŜ Ψ¢ŜŀƳǎΩ ǘŀōƭŜΦ   Lƴ ŀ ǘŀōƭŜΣ ŀ secondary key is a shared common field which 

ŎƻƴƴŜŎǘǎ ΨǊŜƭŀǘŜŘ ǘŀōƭŜǎΩ ǘƻ ŀ ǇǊƛƳŀǊȅ ǘŀōƭŜΦ   

Note:  secondary keys do not need to have the same field name, but they must have the same data type 

as the primary key. 

Without a doubt, this is the trickiest concept to grasp in learning how to use a relational database. 
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Review: the !ÃÃÅÓÓ Ȭ×ÉÎÄÏ×ȭȢ  
 

Numbered bullets below correspond to the red numbers on the database image. 

1. The home tab and other tabs are primary categories under which there are secondary groupings 

of related commands. 

2. The navigation pane has chevrons which allow you to open and close that window like a shutter. 

3. The object tabs allow you to select open objects, in the example below referees is highlighted 

and therefore selected 

4. the asterisk at the bottom is the Ψnew recordΩ row 

5. the table navigation and record selector at (5) allows you to rapidly go from beginning to end of 

the database or advance or backtrack one record at a time, as well as select the Ψnew recordΩ 

command 

 

 
 

 
  














