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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 usdw to retoolthat 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 endhis group of students wanted know how to create a database

from scratch so that is how we proceeded.

Introduction to data
In orderto understandMicrosoft Accesswe need taunderstanddatabases and in order to understand
databases, we need tonderstanddata. In a very simplexplaration, data is organized in columns,
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known adields, and in rows, known agcords In every case we want to make sure that fiedd is

1 S LJithinksa podsible, meaning the fietdntainonlyone dataelement A goodexample of this is

our names ¢ we want tobe sure to breakiamesinto threefields, namely first name, middle initial, and
last name This will ensure that you get the best possible data and not nicknames, partial names, etc
52y Qi FI ff falsgdcahomjoKefortiwiDKI & ol aA Ol ftfe az2vYS2yS
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 minds a way pin dan the requirements and design of a database. What kind of
reportsor calculations might you need? What are ymputs? Youmoutputs? Will you be importing or
exporting data? Viewing escreenonly, or printedreports? If you ask yourself all of the questions
before you ever begin creating the data tables you will have better end results.

Creating a new Access database

[ SGQa 2LISy aA Omided 2l filabn@n® Gedkiop daliéddccer.accdb This ist
necessangtepbecause Access de@ot automatically open with a blank databatiee file must first be
created by the user.
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Getting Started with Microsoft Office Access

Fe
=
Blank Database

Eamﬂnline

What's new in Access 20077

The new Access 2007
contains more powerful
tools to help you quickly
track, report, and share
information in a
manageable environment.
Learn more about the new
features and
improvements.

Get the latest content while working in BlEII'Ik DEItEIhEISE.‘
the 2007 Microsoft Office system Create a Microsoft Office Access database that does
# Guide to Access 2007 User Interface not contain any existing data or ohjects,

» COrganize all your objects using the new, File Name:

easy access Mavigation Pane
Soccer.accdb £

Mare an Office Online: C:\Users\Brian'Desktoph,
Training |Temp|ates | Downloads

[ Create ] [ Cancel ]

-

Automatically update this content fro...

"AAEODP AAOAAAOGA AU O3AOGET C 108 A TAx TAITA
Before Access 2007 it was very difficult to create a backup of your Microsoft Access database. Microsoft
introduced he W { I @&mmaadXo allow users to createbackup databaseClick theh ¥ ¥ &rddDB W

the upper left corner of and seletit { | @.§outas dso savenly an object, for instance, a table or a

report, or you can save yoentire databasefor backwardcompatibility with otherearlierversions of

Microsoft Access.

3 Copyright 2009 Brian T Mickley



j Sawve the current database obj
Mew st
']

]| Save Object As
s Save the current database object as a new
J/ Open object.
Save =

= Sawve the database in another format

= Save As L
{E Access 2007 Database 2

Save a copy that will be compatible witl
Access 2007,

@ Access 2002 - 2003 Database

J‘q_.ﬂ Save a copy that will be compatible with

W=| Manage . Access 2002-2003.

lﬂ . @ Access 2000 Datablase . .
_®| E-mail Save a copy that will be compatible with
— Access 2000,

55 Publish 3

L]
Close Database

|£] Access Options | |X Exit Access
| |'| |'HI’I’UW LETD LENQIN IYEs
Tndewed Mo

The Database Table

Theminimum requiremenfor any database is a singlhble. Tables can be simple or complex, limited
or expansive, highly selective through the use of field propertiebr@adly inclusive by simpl
importingreams of data Without tablesve would have no need for relationships, queries, forms,
reports etc. Sothe first thing to do is become knowledgeable about tables.

Soccer league database

To help us understand how tbases 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:

Import

Tables - |

Coaches
Fields
Players
Referees

Teams

(O

4 Copyright 2009 Brian T Mickley



Create your first table
In this next step we create the @@l data tables which consist of two componentstructure and
data. We firstbuildtable structure and thempopulatethe table with data.

2S5Q0ff ONBIFGS 2dzNJ RFGEF G o6f Sa o6S3A yaitano@berddlD K G KS LI
field and then add basic contact information. There are two views for each tabldesign viewand a
datasheet view The datasheet view looks and feels quite similar t&xcel spreadshegbasically a

grid of columns and rows with field titles across the torGhe 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 yowsaruat the | * | asterisk below the last row

or data and begin filling in fields. If it's a large table, clickingor" 0! RR b8s wSO2NRQ 6 dzi
bottom of the screen will take you directly to that new row.

ﬂ = Fleld-slj Referees
FieldiD - FieldMame -
7 Spaulding -1
8 Spaulding -3
9 Wilson -2
10 Wilson -3
# | e \

Record: W H k | {

It is generally frowned upon to work dirégtin database tables becaugeu 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 resigapw and hidecolumns; you cafind and replace sort andfilter

rather extensively; you can apply genei@matting; and, you caiselectsome or all records, as well as
add, copy, ordelete records.

You maysort on numerous fieldsf you remember the one simple requirement to place the fields
adjacent to oneanother. And remember that the sort order occurs from left to right.

Data table filters -A OPT 1T O T AT o0 NOAOUS

C2NJ FRYAGOSRE® aAYLI S AyadNdHzOdAz2zy Fd GKS AyidNRRdzO
¢l ofS WCAfUSNRQIYRSHI GKRG 2OBNBE SN WwWadzonaSia 2F REU
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 abeustfil
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"‘. g ) - - )= } " Table Tools | Soccerleague : Database (Access 2007) ... Elﬂu

B
\—-j | Home l Create External Data Database Tools Datasheet @

=5 4| Arial MEE R V7~ hs
b o pruEss i T T

a
Z
Z
A
xS/

View - || |Records Filtar Find
- 7 | A2 ][] - Rr -
Views || Clipboard ™ Font ] Rich Text Sort & Filter Find
s || 2] Players
| LAST NAME - |FIRST NAM - MIDDL - |Gend - |ADDRESS -
| | Bartley Clayton M 264 Orchard + North Canton OH 44720 (3
| Herring Jeremiah M 8996 Appleknc Massillon | OH 44646 (3
Lamiell Emily N F 6058 Kinloch t Massillon OH 44646 (3
| | Gordon John D M 3367 Mollane ! North Canton OH 44721 (3
|| Szeles Erin F 1936 W Come Canton OH 44718 (3
| Darrah Mikayla B 8018 Daytona Canton OH 44718 (3
I || [Kessler Hannah F 5575 Fleetwoc Massilon | OH 44646 (3
= MNovakovic Emily N F 8424 Pleasan! Massillon OH 446486 (3
t | | Desphy MNathan L M 7215 Poplar R Canton OH 44705 (3
21| |Sunkle Kylie M B 3627 Stratavo Canal Fulton OH 44614 (3
_51 | |Rossel Melanie F 2671 Radford Morth Canton | OH 44720 (3
é || Schick Marcus R M 2212 Hunting ' Massillon OH 44646 (3
|| Butler Ben L M 4425 16th St Canal Fulton  OH 44614 (3
| |Kincaid Kaytlan E F 6267 Nimishill Massillon COH 446486 (3
| |Slesnick Blake B M 5595 Governo Canton OH 44718 (3
| James Alexis N B 523 Proudley , Canton OH 44718 (3
|| Wilson Emerson M 5432 Island Di Morth Canton OH 44720 (3
| |Mudra Laurel A F 6442 Meadow North Lawrenc OH 44666 (3
|| Carr Hannah F 152 Comstocl North Canton  OH 44720 (2 =
Record: 4 4 20189 | b M v | (1o Fiter | [Search |4 »
Datasheet View | Num Lock [ ¢B @
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Il gAy3a aSt SOGSR I NBO2NR Ay (KS OAade Zmagwal aaArtff 2
0St260 tt26a &2dz (G2 aStSOG 02N SEOf dzRS0 I ff Wal a
GASs OKIy3aS O0BNWORASKNEKSOKARK RAKGSR WOt SINJ FAEGS
- ; a
] S N
Equals "Massillon ’
Does Mot Equal "Massillon
Contains "Massillon
Does Mot Contain "Massillon
§ _'-! lﬂ 9. ) Table Tools Socc\eague Database (Access 2007) ... |ﬂr
jﬁ/ Home Create External Data Database Tools Datasheet 'Q)
M $ | Aral ~ |11 == =
=S| RS( |
Vi Past e — b Record Filter — ﬁg.
= :=|[a
SO A& B = LSSl || et | O "
Views ||Clipboard M Font ] Rich Text Sort&FHter Find
o || prayers X
|| | LAST NAME - |[FIRST NAM - |MIDDL - |Gend - |ADDRESS - CITY -r STATE -~ ZIP - -
Herring Jeremiah M 8996 Appleknc Massillon OH 44646 (3
Lamiell Emily N [F 6058 Kinloch t Massillon OH 44646 (3
Kessler Hannah F 5575 Fleetwoc Massillon OH 44646 (3
Movakovic Emily N [F 8424 Pleasani Massillon OH 44646 (3
Schick Marcus R M 2212 Hunting ' Massillon OH 44646 (3
Kincaid Kaytlan E F 62687 Nimishill Massillon OH 44646 (3
" Mupp Camryn R F 1151 Delverne Massillon OH 44646 (3
Il 5 Stevenson  Andrew M 2427 Baylor C Massillon OH 44646 (3
n=. Einstein Jaylon M F 7205 Raleigh ! Massillon OH 44646 (3
2 Berg MakKayla J [F 1624 Menloug Massillon OH 44646 (3
_5 Mewland Joseph I 5108 Market A Massillon OH 44646 (3
;u Meadowcroft Garrett w M 6786 Portage Massillon OH 44646 (3
Mewland Edgar R M 1320 East Ma] Massillon OH 44646 (3
Rackaitis Jacob M 5646 Channel Massillon OH 44646 (3
Blair Katie F 7622 Marelis £ Massillon OH 44646 (3
Heestand Matthew C M 4922 Simsbur Massillon OH 44646 (3
Hurin Brittany K F 3788 Clermon Massillon OH 44646 (3
Thomas Sarah F 704 Weaver S Massillon OH 44646 (3
Elfaye Chrissy R F 6894 Glengarr Massillon OH 44646 (3 w
Record: M < 10f33  » M b | “ Filtered | Search |1 I [
Datasheet View Num Lock  Fittered |[E/5 i ]

"

O&ET A Al kpOADI AARG6O O5DAA0A 10A0US

Again, it is generally recommended to accomplish table changes via a form or a queiyot the

GFLotS AGaStTowSLRHOSONET WebdRERYARG2 OKIy3IS AYRAODA
fA1S G2 O2y&aARSNIAG (GKS WLR2NI YIyda ! LIRFGS vdzSNEQ
applications-with a few added capabilities: searching all or part of the fialtor part of the database,

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

question mark(?) The* asterisk represents stringof charactersn front of, at, or afted G Qa f 2 OF GA 2 Y
whereas the? represents a single character oray the position in which the ? is located.

7 Copyright 2009 Brian T Mickley



SEAPET ¢ AAOA OOET ¢ O&EAT A 001 PAOOEAOS
Next comeshapingof data through the use ofField Properties' This is a way to further restrict the
data types, field sizes and lengthacceptable entries, and so forth. For instance, we limit the state
field to two characters, enter capitdbH=As thedefault entry, and make this eequiredfield. Likewise,
we might make datef-birth a mediumdate format and restrict the permissiblage of players by
putting validation rulesandvalidation textinto the database.

Correct use of numeral data types

Note: though many fields may contairumerals they are nomumberfields. Only use a number data
type when you wilperform calculationswith that field. Phone numbers are text data type as are social
Security numbers. Zip coddext, not numbers!! Be analytical when you create the fields and your
outcome will vastly improve.

Data validation and field properties

[ S G Qaracktbadd agender fiel&d NB a (i MIDORIStRe validatiotrule, and create some
validationtexts KA OK NBF R ahyf& WaQ 2 NOMEOQUPRERTASE tsingd 2 S Qf ¢
K& BANSF GSNI (KI Y requiredN@niyii AlsD, bé sl chddsé éppropriate Hata

types for each field in the table.

= PIB]I'EI'S\'I.\j Fields ' S5 Referees h | =5 Teams |
Field Name Data Ty
MIDDLE | Text
Gender Text
ADDRESS 1 Text
CITY Text
STATE Text
ZIP Number
Field Prog
General [Lookup
Field Size 1 -
Format >
Input Mask
Caption
Default Value "M
Validation Rule MO F
Validation Text Only "M or "F" Dummy!
Required Mo
Allow Zero Length Yes
Indexed Mo
Unicode Compression Mo
IME Mode Mo Control
IME Sentence Mode Mone

O0OEiI AOU +AUG
[ S QA& explovéitiddrhicéptof primary keyandsecondary key The primary key is uséd uniquely
identify each recordn the table. Microsoft Access tables creatgo numbered fieldslabeled as ID by
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default. Many data tables have a unique field that is both more descriptive and easier to worlAwnith.
examplewould beZIPcode, since there is one and only one ZIP code for any given area in the United
States. In othr words, ZIP code is uniquk key issecondarywhen it is used in a different tabla order

to relate itto its primary table.

Relationships z how tables are connected

To learn how tables argtlatedQ ¢ S thie efat®ri3hipsbutton and establishelationships (otinks)
between tablesthe primary key from one table selectadith the mouseand drug ovetop of the
AaSO2yRIFINE (1Se& Ay. AGQa O2YLIyAz2y GFot S0

Ly GKS W/ NBFGS wStlFI{iA2yaKALIAQ 6AYR2 g-defastfadtad > i
numberedprimary keyt 6 St SR oy 2 42 KSftLJFdZ &0 WL5Q® ¢t KS W
RSAONALIGAGDGS LINRYINER (Sea f1r0StSR We¢eSIYL5Q | 2

y
We¢SHFYL5Q FNRY GKS We¢eSIHYaQ GFof S5Qa01UKRK Yl NB of S&0 LIN
AG 20SNI WeSEFYQ Ay (GKS LXIFT@SNR (lFro6fS Aa O2yyS
GKS WtflFe@SNBRQ (lofSo [ A186AaST W/ 21 OKL5Q Aa
isthesecond®& 1 S@& Ay GKS W¢ S Isetandary kelystash& el commanyfieldvhicli | 6 £ S
O2yySOia WNBfIGSR GlroftsSaQ G2 | LINAYINR GlFLofSo

Note: secondary keydo notneed to have the same field name, but theysthave thesame data type
as the primary key

Without a doubt, this ishe trickiest concepto grasp in learning how to use a relational database.

N1 (== = |

F Soccerleague: Database (Access 2. | Relationship Tools

O
— Home Create External Data Database Tools Dresign L7l

f(’ X Clear Layout 1_,:|:;| =k Hide Table
~iE] 23] Relationship Report ?3 Direct Relationships —
Edit Show ; . . Close

Relationships Table 33 All Relationships

Toaols Relationships

" A
» || E5 Piayers i =7 Relationships '

Coaches
CoachID
CoachlastMame

Players Teamns ;

7o ¥ Teamio ConthMicdiinti
LAST NAME TeamMName CoachGender
FIRST NAME TeamColors CoachStreet
MIDDLE I TeamHeadCoachID CoachCity
Gender TeamHomeParkID CoachState
ADDRESS1 i
i CoachZip

CoachHphone

STATE
a3
HPHOME
DOB
Team
Email

CoachEmail
Roles
TeamID

Navigation Pane

4 ]

Ready
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Review:the! AAAOO OxET Al x06 8

Numberedbullets below correspond to the red numbers on the database image.

1.

The home tab and other tabs are primaryegories under which there are secondary groupings

of related commands.

The navigation pane has chevrons which allow you to open and close that window like a shutter.
The object tabs allow you to select open objects, in the example below referees ishighlig

and therefore selected

the asterisk at the bottom is thd#ew record¥ow

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

the database or advance or backtrack one record at a time, as well as se&ddethrecord?
command
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