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COURSE OBJECTIVES

By the end of this course you will be able to
o Briefly describe the benefits of a relational database.
e Correctly, create an Access database, without reference to notes.
o Briefly describe the use of a primary key.
e Accurately create database tables in design view, without reference to notes.

ibe the difference between a one-to-one and a one-to-many relationship.

it relationships within a database, referring to notes if necessary.

simple query using specified criteria, referring to notes if necessary.
calculated field in query, referring to notes if necessary.

mary query using specified criteria, referring to notes if necessary.

ing the Report Wizard, without reference to notes.

S
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MODULE 1 - DATABASES AND TABLES

OBJECTIVES

At the end of this section you will be able to:
o Briefly describe the benefits of a relational database.
e Correctly, create an Access database, without reference to notes.

o Briefly describe the use of a primary key.

te database tables in design view, without reference to notes.

Generally speaki ns data relating to a particular subject, for example, customer
details could be h
wished to see all the orders
more detail on page 33.

r, the tables could be linked. See Appendix A for

DATABASE TERMINOLOGY

Tables

Databases are made up of one or more
tables. Tables are the building blocks of . :
relational databases. Each table usually i 2 sales Representative
contains all the information associated 2 Fuller
with a particular subject, for example,
customer details, product details, or
personnel information. A table is made
up of records, or rows, each containing
a number of fields, or columns.

=

Records

ales Representative
Sales Representative
Inside Sales Coordinato

zz=z=z=z=z==z20z=2

Records

Each record in a table contains
information about a single item in the
table - for instance a person, an invoice,
or a product. Think of a record as a card in a library index.

Fields

Each field within a record is a category of information - for instance the surname, street or telephone
number of a member of staff; the invoice number or invoice date of an invoice.
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Data Types

This term describes the type of data that is entered into a field. Each field has the same data type for
each record in the database file - although the actual data will probably be different. There are many
different data types, which we will look at in detail later.

Table Relationships

Tables that can be linked together are said to have a relationship. Linking tables allows you to extract
related information from more than one table at the same time. This information could be displayed on
the screen, or make up a printed report.

Primary

tify a record in its table. For instance each person has his or her own
umber. This would serve as a useful primary key for a typical staff
can then be used to link data from its record to other tables.

z export company called Northwind Traders, which specialises in
gourmet food fro f he tables used in the database file are:

EMPLOYEES ' orking for the company.

ORDERS rs. Includes details of where the products are to

bout the individual items on each order.

PRODUCTS
CATEGORIES

THE RIBBON

when needed. There Ribbon can be customised by end-users.

Some groups have additional Dialog Box Launchers which are fou
Group title bar. Click on one of these to launch a more detailed dia
to that group’s subject. For example the dialog box launcher in the Clipboa
Office Clipboard.

To always keep the Ribbon minimized
1. Click on the Customize Quick Access Toolbar button.
2. Inthe list, click on the Minimize the Ribbon option.
3. To use the Ribbon while it is minimized, click on the tab you b/ = ou

want to use, and then click the option or command you want M By Co
to use. View  Paste p}r
- - Format Painter
Views Clipboard Iy
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To keep the Ribbon minimized for a short time
To quickly minimize the Ribbon, double-click the name of the active tab. Double-click any tab
again to restore the Ribbon.
To restore the Ribbon
1. Click on the Customize Quick Access Toolbar button.
2. Inthe list, click on the Minimize the Ribbon option

Customising uick Access Toolbar

is currently displayed. The Quick Access Toolbar can be located in one of
below the Ribbon. You can add a command to the Quick Access Toolbar
t are displayed on the Ribbon.

is to lower the screen resolution y
multiple lines. Only commands can
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THE ACCESS SCREEN LAYOUT

Ribbo

Table Tools

Company : Databas

Documents\Company.accdb (Access 2007 - 2016 file for...

Help

Create External Data Database Tools Fields Table want to do
b{‘ Cut Y 2| Ascending T Selection - F = New 2 Totals p 2 Replace Calbr Tn
“"_;"%m"‘ - Eg Copy i %l Descending o] Advanced + Rt H save “ Spelling fpg CoTor . v p.=== 4 =.
- Format Painter Remove Sort 'V ToggleFilter | gy~ 2 Delete ~ EMore~ [ Select - A ===
Views Clipboard 5l Sort & Filter Records Find Text Formatting F] ~
All Access Obje... @ « | T tmploess *
N Employee | ~ Last Nam - |First Nam - Title - Titlec - | Birth Date ~ Hire Date - Address City - |Region - Post Code -
1 Davolio MNancy Sales Representative  Ms. 08-Dec-1968 01-May-1992 507 - 20th Ave. E. Seattle WA 98122
2 Fuller Andrew Vice President, Sales  Dr. 19-Feb-1952 14-Aug-1992 908 W. Capital Way Tacoma WA 98401
3 Leverling  Janet Sales Representative | Ms. 30-Aug-1963 01-Apr-1935 722 Moss Bay Blvd. Kirkland WA 98033
4 Peacock Margaret  Sales Representative  Mrs. 19-Sep-1958 03-May-1993 4110 Old Redmond Rd. Redmond WA 98052
5 Buchanan | Steven Sales Manager Mr. 04-Mar-1955 17-Oct-1993 14 Garrett Hill London SW18IR
6 Suyama Michael Sales Representative  Mr. 02-Jul-1963 17-Oct-1993 Coventry House London EC27IR
7 King Robert Sales Representative  Mr. 29-May-1960 02-Jan-1995 Edgeham Hollow London RG19SP
8 Callahan  Laura Inside Sales Coordinato Ms. 09-Jan-1958 05-Mar-1994 4726 - 11th Ave. N.E.  Seattle WA 98105
9 Dodsworth Anne Sales Representative | Ms. 02-Jul-1969 15-Nov-1994 7 Houndstooth Rd. London WG27LT
10 Page Chris IT Director Mr. 10-Dec-1954 01-Jan-1994 1The Street Shrewsbury SY115T
(New)
E2 Employees
Record: W Ho Filter | Search El 3
Number automatically assig ew employee. Num Lock =4

The Ribbon has many tab
automatically when specifi

Status Bar

The status bar can be customised to di
select/de-select the appropriate items.

Getting Help

hand corner of the Access window.

Wizards

When creating new objects such as a query, form or report, Access
object from a blank design, or using a Wizard to help you. The Wiz
on hand to help you. It prompts you with questions concerning the design @
that object based on your answers.

There are many different Wizards available to help with various tasks within £

BACKSTAGE VIEW

The Ribbon contains the set of commands for working in a database, while the Office Backstage view
is the set of commands you use to do things to a database.

Open a database, and click on the File tab to see the Backstage view. The Backstage view is where
you manage your databases and related data about them - create, save, encrypt and publish databases,
set options, and more.
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To open backstage view
Click on the File tab.

To close backstage view and return to your document
Either click on the any Ribbon tab, or press on your keyboard.

OPENING A DATABASE

A Microsoft Access database is made up of a collection of objects. A single database file can contain
tables, queri reports, pages, macros and programming modules (the latter two types of object
will only ted in the Navigation Pane after they have been created and saved). Together

opened recently, its name could be shown in the Recent list.
Computer option. Access will display different folder options,
t folders. Select an appropriate option, navigating to another

iption then you can connect to OneDrive to work
ill create a local copy and then synchronise the

1]

&/

5. If you are confident the
database contains no
harmful code, click on
Enable Content

ity hazards. The following

t the contents of the file,

Note: You can point and
click on Some active content... and then choose di
backstage view shown here.

Security Warning

6. If the file has been opened from a
network location, you will be
prompted to make the file a Trusted o _ _
Document. If you Click ON YES YOU | network location may be able to tamper with this e, -
will not be prompted to enable What's the risk?
content on future opening of the file. | [ bo not ask me again for network fites =
If you tick the Do not ask me again
for network files box you will not be prompted to enable content for any further files on
the network. This is a major reduction in security settings and is not normally
recommended.

@ Do you want to make this file
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EXERCISE 1

1. Open the Traders database.

2. In the database, create a new table in design view with the following field names and data
types:
Field name Data Type
Eventld AutoNumber
EventName Text
StartDate Date/Time
Date/Time
Currency

ield as the Primary Key of the table.
table with the name Events and close it down.
gaid, Design View again and modify the following field properties:

Field Name Caption Indexed Required
EventName Event Name Yes
StartDate Start Date Yes (duplicates OK)

EndDate nd Date

4. Again in Design View add the folloy
include the EmployeelD, LastName and E
sorted in Ascending last Name order.

field to the Events table; make sure you
en using the wizard. Have the names

Lookup from the Employees table

Field name Data Type
Employees Multi-Value Field S even
5. Open the Events table in datasheet view.
EventID | EventName StartDate | EndDate
1 Shrewsbury Flower Show | 02/08/2013 | 04/08/2013 | Davoli ge
2 Chelsea Flower Show 11/06/2013 | 14/06/2013 | Bucha Callah
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EXERCISE 2

From the Traders database, ensure all the following tables appear in the relationship window:

Customers Employees Events

Orders Categories

Order Details Products

2. Set relationships between the following tables, enforcing referential integrity each time:
Pri Table Related table Field to relate on

Orders Customerld
Order Details Orderld
Order Details Productld
Products Categoryld
Orders Employeeld

e/ationship between Employees and Events as this is managed by

haven't se
| ting from the multi-value field that was set up in Exercise 1.

Access beh

Try to delete Category 4. What happens?
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