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LECTURE 09:
INTRODUCTION TO MS ACCESS

Access

Microsoft Access 2013

Choose a job you love, and you will never have to work a day in your life.
Confucius

LEARNING OUTCOMES

After the completion of the lecture and mastering
the lecture materials, students should be able to

. explain Microsoft Access as a relational database
management system.

. explain structure of Microsoft Access

. apply Microsoft Access (Table, Searching, Sorting,
Indexing, Asdding, Editing and Deleting Records)
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LECTURE OUTLINE

1. INTRODUCTION 3. MS ACCESS USE
1. Definition 1. The Ribbon

2. Databse Use 2. The Quick Access
toolbar

2 MS ACCESS 3. Backstage View

OBJECTS 4. The Navigation Pane

1. Tables
2. Forms
3. Queries
4. Reports

. MANAGING DATABASE

1. To open the existing
database

2. Working with objects
3. Saving objects

1. INTRODUCTION

1. Definition

e Microsoft Access is an information management tool
that helps store information for reference, reporting,
and analysis.

Microsoft Access is a relational database
management system which allows to link together
data stored in more than one table.

A database is a computer program for storing
information in an easily retrievable form.

A database is used mainly to store text and numbers
(for example, the Library catalogue , which includes
the author, title, class number and accession number
for each book).
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e Microsoft Access helps you analyze large amounts
of information, and manage related data more
efficiently than Microsoft Excel or other spreadsheet
applications.
Most modern databases also allow the storage of

other types of information such as dates, hyperlinks,
pictures and sounds.

2. Database Use

e A database is also used to select information quickly
and easily (for example, a list of the books written by
a particular author or those on a certain subject).

Finally, it may allow you to produce printed
summaries (reports) of the information selected.

When setting up a database, it is important to plan its
use in advance.

Among the things which should be considered, if the
database to be used by other people in particular,
are:

What information you will need to store.
What information you want to get out.
Who the data is intended for and how other users will use it.

Whether you want to restrict access to parts of the data to
some users only.

Who is allowed to add or change data.
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2..MS ACCESS OBJECTS

e Databases in Access are composed of four
objects: tables, forms, queries and reports.
Together, these objects allow you to enter, store,
analyze, and compile your data however you

want.

1. Tables

e In Access, all data is stored in tables, which puts
tables at the heart of any database as a collection of
data organized into many connected lists.

e Tables are organized into vertical columns and
horizontal rows.

Street Address - ity
1 Tracey 5 7 East Walker Cr Ralzigh
2 Lucinda 783 Brewer 5t. Cary
3 Jerod Somitt 711 81, George Ave. Ralesizh
4 Bretr wkirk 47 Hillshorough 5t Raleigh
5 Chloe 3 23 50lo Ln. Ralzigh

==

Eem S FcaAEAAERA

& Quinton Ty 4 Cypress Cr. Durham
7 Alex il 1011 Hodge Ln. Cary

& Nisha 123 Huntington 5t Raleigh

g Hillary Clayton 2516 Newman Halzigh
10 Kiara LT H 2024 Miller Ln, Durham
11 Katy ones 456 Denwer Rd. Cary
12 Beatrix I 85 North West &t,

13 Marizah 12 jupe

ifer 2100 Field Ave
123 Hill Top Drive

e In Access, rows and columns are referred to as records
and fields. A field is more than just a column; it's a way
of organizing information by the type of data it is. Every
piece of information within a field is of the same type.
For example, every entry in a field called First Name
would be a name, and every entry in field called Street
Address would be an address.
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First Nam= +  lastMame - Street Address

+ 1 Tracey Beckh 7 E4% Walker Dr.
2 Lucinda George TE Erewer 5t
3 Jerred Smith 15t George Ave.
+ 4 Brett " 47 Hillsboraugh St.

L Chloe

& Ouirton Ypr

T Alex . §1011 Hodge Lr.

& Nisha all 123 Huntington St
o Hillary Clayton 2516 Newman

10 Klara Willlams 2014 Miller Ln.

11 Katy Jones 456 Denver Ad.

12 Beatrix Joslin BT Morth West St.

e Likewise, a record is more than just a row; it's a unit of
information. Every cell in a given row is part of that row’s
record.

2 Lucinda

3 lerrod

4 Hiedl

5 Chine

L Uuintan

T Alew

8 Micha

9/ Hilkary 2516 Newrman
0TS : g £ | B T
11 Kat Jones 456 Denver Rd.

zHAFE =z Tz
GRE (8 S R R R

Notice how each record spans several fields. Even
though the information in each record is organized into
fields, it belongs with the other information in that record.
See the number at the left of each row? It's the ID
number that identifies each record. The ID number for a
record refers to every piece of information contained on
that row.

&3 Customers

D - First Name = Last Name
40{Vig Aurelio
41} Jeffery Bergman
42 William Bittiman
43Megan = g

44 %h-—-

45{Marjan |

464 Colin

47 Hakim Auden

48{Pilar Semana

491Eliza Harris

S0 Chloe Ford

1 Juanita Harris
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e Tables are good for storing closely related information.
Let's say you own a bakery and have a database that
includes a table with your customers’ names and
information, like their phone numbers, home addresses,
and email addresses.

Because these pieces of information are all details on
your customers, you'd include them all in the same
table.

Each customer would be represented by a unique
record, and each type of information about these
customers would be stored in its own field. If you
decided to add any more information—say, a customer’s
birthday—you would simply create a new field within the
same table.

]

2. Forms

e Forms are used for entering, modifying, and
viewing records.

e The reason forms are used so often is that they're an
easy way to guide people toward entering data
correctly. When you enter information into a form in
Access, the data goes exactly where the database
designer wants it to go: in one or more related tables.
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3. Queries
e Queries are a way of searching for and compiling
data from one or more tables. Running a query is like
asking a detailed question of your database. When
you build a query in Access, you are defining
specific search conditions to find exactly the data
you want.

Queries are far more
powerful than the simple
searches you might carry
out within a table.

While a search would be able to help you find the
name of one customer at your business, you could run
a query to find the name and phone number of every
customer who's made a purchase within the past
week.

A well-designed query can give information you might
not be able to find just by looking through the data in
your tables.

3. Reports

e The object of Reports is used to present the data in
print such as a computer printout of a class schedule
or a printed invoice of a purchase.

e Reports are useful that allow to present components
of database in an easy-to-read format.
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e A report’'s appearance can be customized to make it
visually appealing. Access offers you the ability to
create a report from any table or query.

u December Orders

J Orders

last Name Phone Number
Andrzej Wujek 919-555-0450 12/472010
Dick Whitman 919-555-5042 12/42010
Xy'nya Bell $19-555-0758 12/92010
Xiaoxi Zheng %19-555-2786 12/10/2010
Hakim Auden 919-555-0045 12/14/2010
Zoey Altman 919-555-6688 12/15/2010
Raphzelle Duvalier 919-555-1547 12/15/2010
Zoey Altman 919-555-6688 12/1672010

e Putting it all together. Every piece of data a query,
form, or report uses is stored in one of your database
tables. Forms allow you to both add data to tables
and view data that already exists. Reports present
data from tables and also from queries, which then
search for and analyze data within these same
tables.

'w!riuei Diataresultng from
h'*"“‘x and vewinng Guestions pou sk of
| e or more fables

da syimadlefor, ,
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" Table:
| Book names
Form Query
ubtar'fcalalog search Searchfor boc ks b-.v name,

location, and status

" Table:
Book status
(eheckedin/out)

Repart:
Search results, including bock
~ names, location, and statuses

3. MS ACCESS USE

e A sample database (Access 2013 sample
database) will be used throughout this exercise,
and Access 2013 needs to be installed on your
computer in order to open the example.

The environment of Access 2013 consists of the
Ribbon and the Quick Access toolbar—where
commands are found to perform common tasks
in Access—as well as Backstage view.

If you are new to Access, you should first take
some time to become familiar with the Access
2013 interface.




View

Views Clipboard & Sort & Fitter Records Find

All Access Objects

Sercha

Tables

Categaries

= e

=3 Seles Unit 44 Dick Whitman
Queries 45 Marjan Jameson

Forms

'I{“p"m : 47 Hakim Auden
B Bakery Menu Report AR Pilar SemAna

7?7 - O X

CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TAELE lavier Flares = f:\j

z %
e e b A H -
- F 5- ~ : 7 B - A. x
Text Formatting
21 Orderttems Query Y| ﬂ Bakery Menu -:.=|J:v.t i j ord... | 2 Customers |
D - First Name + LastName - Street Addresg
3 Samantha Ferguson 2380 New Cove |

35 Patti Cheng 9 Atlantic Bhvd

36 Greg Newton 2520 Hopkins Rd

37 Carol Allenson 3201 Glenwood #

38 Zoay Altman 817 Hillsborough

39 Danny Haverford 202 Cedar Ln.

40 Vig Aurelio 53 Pine 5t.

41 Jeffery Bergman 1245 Ross Park [
| 42 William Bittiman 1122 Glenwood
s 42 Megan Craper 311 Cook St.

105 Dawvid St
202 C SL Unit A
321 E. Edenton §
921 Dawson 5t
72 Oherlin Rd.

a4 .

“®
Je)

46 Celin Hopkins

i erord: M 4 (Tof 200 | B M K Search

Ml nececbes A
Datasheet View UM LOCK

1. The Ribbon

The Ribbon contains multiple tabs, each with
several groups of commands. You will use these
tabs to perform the most common tasks in Access.

b/‘ h b A g b Hew 1 Calibn

- BIlU

'\'ie\'.' g -
1 Sgcer ftesys Query H Bakery Menu Fepo E Ord.., :j Customers Y
First Name 5t Nl » Street Address

110 Michael Turkolou 4 Strawberry Ct.
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2. The Quick Access toolbar

e The Quick Access toolbar, located above the
Ribbon, lets you access common commands no
matter which tab you are on. By default, it shows the
Save, Undo, and Repeat commands. If you'd like, you
can customize it by adding additional commands.

Clipboard

3. Backstage View

e Backstage view gives you various options for saving,
opening, and printing your database. To access
Backstage view:

1. Click the File tab on the Ribbon.
2. Backstage view will appear.

HOME CREATE

t\.‘/\_\

View Paste

Els Copy

Views Clipboard
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4. The Navigation Pane

e The Navigation pane is a list containing every object
in your database. For easier viewing, the objects are
organized into groups by type. You can open,
rename, and delete objects using the Navigation
pane.

%

The Navigation pane is
designed to help you manage
all of your objects; however, if
you feel that it takes up too
much of your screen space you
can minimize it.

All Access Objects

e To minimize the Navigation pane, click the double
arrow in the upper-right corner.

e The Navigation pane will be minimized. Click the
double arrow again to maximize it.

All Access Objects I

aret Okl \ ~ )
Search.. Shutter Bar Open/Close Button
Tables A

j Categories

s

j Customers
:j Menu Items
=

Order Items

12
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e By default, objects are sorted by type, with tables in
one group, forms in another, and so on.

However, you can sort the objects in the Navigation
pane into groups of your choosing. There are four sort
options:

1. Custom allows you to create a custom group for sorting
objects. After applying the sort, simply drag the desired
objects to the new group.

. Object Type groups objects by type. This is the default
setting.

. Tables and Related Views groups forms, queries, and
reports with the tables they refer to.

. Created Date or Modified Date sorts objects based on
when they were created or last edited.

e To sort objects in the Navigation
pane:

1. Click the drop-down arrow to the right of
All Access Objects, then select the
desired sort from the drop-down menu.

2. The objects in the Navigation pane will
now be sorted to reflect your choice.

13
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e To further customize the appearance of the Navigation
pane, you can minimize groups of objects you don't
want to see. Simply click the upward double arrow
next to the group name. To show a group, click the
downward double arrow.

All Access Objects

Search..

Tables
Queries

£

R .
o]

Forms

istamers Form

3l Employee Database Navigation

3] Menu items
=S| Order ltems

=8| Orders
Reports @
@ Bakery Menu Report
B December Orders

4. MANAGING DATABASE

1. To open an existing database:
e Before you enter data or modify your objects, you will
need to open your database.
1. Select the File tab to go to Backstage view.

2. Click Open.
3. Select Computer, then click Browse.

HOME CREATE

b .
BB o
View Paste i

Views Clipboard
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Open

L) Recent

(& Javier Flores's OneDrive
-

Computer

Add a Place

‘] Computer

Current Folder
Source

Recent Folders
Source
My Dacuments

Desktop

. The Open dialog box will appear. Locate and select the

database, then click Open.

. One or more warning messages may appear when you open
your database. If the database contains customized functions,
a yellow bar with a security warning may appear below the
Ribbon. If you trust the source of your database, click Enable
Content for your database to display correctly.

£H Open
T <« My Documents »+ Bakery
Urganize = Mew folder

A Mam
[ Microsoft Access ol

) Songhird Bakery
 Favorites I:;
B Cesktop
= Recent places

B Downlosds v L

File name: | Songbird Bakery

~ | |Microsoft Access

Open |
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2. Working with objects

e It's helpful to think of your database as a large binder
or folder in which you store your data. The data itself
is contained in database objects. Access treats each
of these objects as separate documents, which means
you will have to open and save them individually in
order to work with them.

You may have noticed that this lesson contains no
instructions for saving a database. This is because
you cannot save an entire database at once. Rather,
you must individually save the objects contained
within the database.

e To open an object:

1. Inthe Navigation pane, locate and double-click the desired
object.

HOME CREATE EXTERNAL DATA

¥, Cut

ER Copy

Views Clipboard Sort & Filt

All Access Objects
Search.-
Tables

Categories

Customers [:\}

Menu ltems
QOrder items
Orders Table
Orders: December 2010

Products Table

G E

Sales Unit
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HOME CREATE

e

R Copy
View ™

Views Clipboard

All Access Objects

o
=
M| s

EXTERMAL DATA DATABASE TOOLS

Y &1 A ending T Selection +

%l Descending 1o Advanced -
Filter

= Cuslomers

FIELDS TABLE
= Mew

Hsave

Refresh
all=

D™ - First Name - lastName -

yeo

ETracey
2 Lucinda
3 Jerrod
4 Brett

5 Chloe
6 Quinton
7 Alex

8 Nisha
9 Hillary
10 Kiara
11 Katy

Beckham
George
Smith
Newkirk
Jones
Bayd
Hinton
Hall
Clayton
Williams

Jones

e By default, the most recently opened object will
appear in the main window as the current object.
view another open object, click its tab in the
Document Tabs bar.

CREATE EXTERMAL DATA DATABASE TOOLS

All Access Objects

ho've Crdered from .,

_ﬂ Duplicates Cuery- Customers

:|:| Menu ltems Cuery

¥ «

L

Y Y Selection

)
g Advanced ©

Sort & Filter

E Totals
L3

 Spelling
—
» E={More~

=] customers {2 Cakes & Fies Sol

\ 2], Employee Database Navigation

D Filsi Name *
1 Tracey
2 Lucinda
3 lerrod
4 Brett

e I
"Last Name  ~ Street Addr

Backham 7 East Walker D

George 789 Brewer St.
Smith 211 5t. George |
Newkirk 47 Hillsborough
23 Solg Ln.
4 Cypress Cr.
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3. Saving objects

e You'll need to save any changes you make to each
object before closing your database. Remember,
saving early and often can prevent your work from
being lost. However, you will also be prompted to save
any unsaved work when you attempt to close your
database.

To save a new object:

1. Select the object you want
to save by clicking its tab in preas CREATE
the Document Tabs bar. Save (Ctrl+5)

. Click the Save command on
the Quick Access toolbar,
or press Ctrl+S on your
keyboard.

Clipboard

. The first time you save an Save As
object, you will be prompted §
to name it. Enter the desired [l
object name, then click OK. |tk atd |
. The object will be saved.
Click the Save command
again to save any changes
to the object.

OK

e To close an object:

1. Select the object you want to close, then click the X on the
right of the Document Tabs bar.

. If there are any unsaved changes to the object, you will be
prompted to save it. Select Yes to save, No to close it without
saving your changes, and Cancel to leave the object open.

18
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