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Microsoft Access is a database application, it is moreover known as a relational

database application. This means that fields in a record are related and changes

made to one field would affect the others. This will be explained in more detalil

within these notes.

The ECDL access module requires that the user is familiar with:

e Tables
e Queries
e Forms

e Reports

The first thing that you need to do to begin a new database is to open MS Access

and create a database using the following steps

1. m Choose blank database

2. Select where you are going to save the database and name the new

database then click the cr,eate’b,utton to set it up .

J4 31 Floppy (a:)

“ge Local Disk (1) _-
2 Old1 (D) A
e MewZ (E:)

e OldZ (Fi)

v CD-RW Drive (G:)
“in DYD-RW Drive (H:)
“e# Removable Disk (11}
“» Removable Disk (1:)
“w Removable Disk (K:)
“# Removable Disk (L:)

g My Metwork Places

15 atami

£} FTP Locations
4] addMadify FTP Locations

-
-
-

-

’

File name: First Database
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Note: that once you have setup the database it is not recommended that you
change the location of the folder. The next step is to construct the tables that will

hold your data.

Tables

The construction of a table consists of
e Fields — The lowest level of data e.g. Name or Surname

e Records — A collection of fields e.g. Name and Surname and Age

e Table — A collection of records

Example:
Name | Surnamg | Age
Paul Green | T2 -
Mary White 14 Field Name
Jane Red 11
Mark Blue 12
Table Edith Black 13
—Jake —T5—
e Pupe Record
Note:

your tables and Queries. Use wizards to construct your forms and wizards.

For the ECDL it is recommended that you do not use Wizards to construct

To construct your table:

1. Make sure you have selected the Table selection from the objects menu

2. Select Create table in Design View
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& First Database : Database (Access 2000 file format)
[Fopen 1Y Design ‘i New
Obijects

] a0 view
Tables Create table by using wizard
B Queries

Create table by entering data

The Table view will be displayed on your screen. Enter the details, see example

below:

Enter the following details into a Table:

Primary Key? Field Name Data Type Properties
Primary Key StudentID Autonumber
Name Text 20
Surname Text 30
Age Number Byte

This is what the above data will look like in a table.

Field Mame | Daka Type |
% | Student ID Autobumber
| [Mame Textk
|| Surname Text |
| |Age Murnber

To arrange the field properties you select the field you would like to edit, and then
change the properties in the field properties pane located at the bottom of your

interface.

Field Properties
For example if you require that the Name field would allow the operator to enter

30 characters then change it from the Field Properties.

In this field you can also change the numric type e.g. a numberic type can be a

Byte, Integer or Long integer.
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In Format you can set the decimal points

EREtS ookup
Field Size an
Forfma
Input Mask
Caption
Default Yalue
Validation Rule
‘alidation Text
Required Mo

Indexed Mo

Hrieads Compression
IME Mode Mo Conkrol
IME Sentence Mode More

MS Access ECDL Notes Vers. 1.0

Field Properties

The field description is op

Primary Key

To set the primary key to a field either:

e Right click on the field name and from the menu that appears select

Primary Key

Figld MName

| Data

Type |

%M Student 10

S iknldien

DEr

Surnarme

Age

: Marme Primary key

e Select the Field name and from the menu bar select the primary key icon

Passport number.

Primary Key Definition: The Primary Key ensures that no two records in a
database contain the same value for that field. It is the field that uniquely
identifies the record. E.g. In Malta your ID Card number is unique so it is
ideal to be used as a primary key for a database; another example is a
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Saving your table
You can save your table in one of two ways:

¢ Close the table view, a window will pop up asking if you want to save your
table, save with your required name.
e Click on File > Save as > save with your required name.

Save As

Table Mame:

Cancel

|Stuu:|ents Table

Note: It is a good idea when naming your tables/Queries/Forms and Reports that you
mention the type of style being saved, example Students Table, or Students Form.
This will come in useful when you need to make a report and a table and a form have

the same name

Your finished table now shows in the Table view

Create table in Design view

Create kable by using wizard

£ FEare tamtedyy entering data
EE students Table

Relationships

Relationships are formed between two or more tables. The idea of relationships
is to join tables that are inter-related, for example a DVD shop would have at
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least two tables, on that shows the DVD titles stock and the other that shows the
clients that frequent the establishment. See example below

NI Create table in Design view

£]  Create table by using wizard The two tables that will be
#T]  Create table by entering data related to show the DVD’s
Clients Table that a client borrows

DD Table

Before we continue you have to know that there are three types of relationships:

¢ Many to Many Relationships (These are hardly ever used)
¢ One to One Relationships (Not used in the ECDL)

¢ One to Many Relationships

Since the ECDL syllabus only requires the One to May relationship this will now
be explained.

In a DVD shop one client is allowed to borrow many DVD’s, this may be depicted

as follows:

1client—— 5, « DVD

We therefore need to relate the tables to show this scenario. The two tables are

shown below

Field Mame | Daka Tvpe
Field Marne |  DataTvpe |7 |DVD ID AukoMurnber
% | Member ID Autohumber | Title Text
| [Mame Text | [Awvailable YesiMo
| Surname Text | |Price CUrrency
| | TelMo Texk | |Member IO Mumber

Note: MEMBER ID is shown in both tables
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We therefore will relate the two tables based upon the MEMBER ID Field, as
shown in the following diagram

Field Mame | Data Tvpe
Field Mame |  Data Tvpe % |DvD ID Autohurber
% |Member I Autohurmber || Title Texk
Marne || Available Yesiho
| |5urname Texk | [Price Currency
|TelMo Text > |Member 1D MNumber

To open relationships select the relationship icon 2 from your toolbar

You now need to add the tables that will show in your relationship to do this
either click on the table you want to include and click ADD or else double click
the tables you would like to include.

Show Table

Tables |Queries I Both |

i

Close

lienks Table
DYD Table

Clients Table DVD Table

Mermber ID

Figure 1 shows the added tables
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To create the relationship drag the Membership ID (in this case) from one table
and drop it onto the same field in the other table, the following window will appear

Edit Relationships

e _overaies | s
| AA < _ Cancel

Member ID  _+ |Member ID

= Jain Tvpe..,

hs Select this field to setup
rm the relationship

-

-

e — N The relationship type
Relationship Tvpe: One-To-Marey

Once you have completed the above this is what your screen will ook like, note
the relationship symbols, there is now a one to many relationship between the
Clients and the DVD tables. One client can now borrow many DVD’s.

Member I

Close the relationship window and save changes. Your relationship is now
complete.
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Adding data into the tables

To enter data into the tables you can double click (or right click on table and

select open). In the open table enter your data, see example below

| Member 1D | Mame | Sumame | Tel Mo
T 1 Bob White 21334545
Lt 2 Jarnes Green 21333443
* (AN oMumber)

Notice the + signs, these show that the table is
linked to another (Because of relationship)

| Member D | Mame | Sumame | Tel Mo
) 1 Bob Wihite 21334545
DvDID | Title |  Awailable |  Price
| [*¥] rAutoNumber) &1.00
k|- 2 James Green 21333443
DvDID | Title |  Awailable |  Price
[Autolurmber) g1.00

Figure 2 Shows the same table with the '+' expanded

| Merber D | Mame | Sumame | Tel Mo
= 1 Bob Wihite 21334545
DvDID | Title |  Available | Price
H 1 Heidi £€1.00
| *| tAutoMumber) £1.00
k(- 2 James Green 21333443
DvDID | Title |  Awailable | Price
H 2 Snow White €2.00
B 3 Aladdin £1.00
| [M] tAutaMumber) =0.00
(AutoMumber)

Figure 3 Shows data entered into the expanded fields

Note: Data entered into the expanded fields will go directly into its
relative table

10
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DvDID | Title |  Awailable |  Price | MemberID
) 1 Heidi £1.00 1
H 2 Snow White €2.00 2
H 3 Aladdin €1.00 p
¥| (AutoMumber) &1.00 0

Figure 4 Note the data entered in the previous figure goes directly into the DVD table.

Note that the last column shows the related field in the Clients table

Available | Price | Member ID
£1.00 1
£2.00 2
£1.00 2
£0.00 0

| Memhe}{{\ﬁ& | Marme | Surnarme | Tal Mo
Ak 1 Ect White 21334545
| 2 2 Jamesg (Green 21333443
* (AutoMumber)

Changing between Table View and Design view

To change between the Table view and the Design view select the relative icon
from the menu bar

o k. Design View
o - Table View

Select one to go the other, the image will switch over.

Indexing

Indexing is an auto sort of the data entered into the fields so that the database
search engine would be able to retrieve the data faster in a search.
To activate the indexing select the field you would like to index and then the

Sl . . .
Index icon = from your menu bar. The following window will open.

11
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# Indexes: Clients Table

Field Mame Sork Order

Index MName
rimary ke Member I Ascending
Student ID Member ID Aszcending n

Inde:x Properties

Primary Yes

Unique: Yes The name For this index. Each index can use
Ignore Mulls up ko 10 Fields.

Figure 5 shows the indexing interface window

To set a field to indexed select the field name in a blank ‘box’ in the field name
column, a drop down list will appear and select the field you require to be
indexed.

¥ Indexes: Clients Table

Index Mame Field Mame Sork Order -
% | Primarykey Member ID Ascending =
Student ID Member 1D Ascending =
b Mamne] * | ascending
Member 1D
Surnarme
Tel Mo W

Index Propetties

The name of the field to be indexed.

Duplicate Indexed Fields

Field Properties

Fields that allow the user to insert s i)

Field Size 30

duplicate fields are set in the Field rm«

1 1 H Caption

properties window of that field. o vae
veliation Ruke The data type deter
Walidation Text
Required Mo
Allow Zera Length Yes
Indexed No
Unicode Compression Yes
IME Made No Control
IME Sentence Mode Mo

12
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These may be set to one of three options:

Indexed
Unicode Compression Mo

IME M Yes (Duplicakes OK)
I = = Yes (Mo Duplicakes)

e NO - The field is not indexed

e YES (Duplicates OK) — The field is indexed and duplicates are allowed
(e.g. more that one person with the same surname)

¢ YES (No Duplicates) — The field is indexed but duplicates are not allowed
(e.g. there cannot be two people with the same surname)

Queries

There are two types of queries:

1. Simple Query — asks one ‘question’ to your database
2. Compound Query — asks two or more ‘questions’ to your database

Remember: For queries it is NOT suggested that you use the wizard.

Select the Query Tab and then select to create a Query in Design view

Objects Creake query in Design view
Tahles Creake query by using wizard

QUEries

1

From the window that opens select the tables and add them to the query, you
can do this either by selecting each table and the clicking Add or else by double
clicking the required tables

Show Table @

X

Tables WQuer\es} Both I Add

Close

DY¥D Table

13
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The tables are now added to the query, see the image below

2! Queryl : Select Query

'e nts Table

Surname

| e

Field: -
Table:
Sork:
Show: O O
Criteria:
ar:

To add fields to the query, you can:

e Double click on each field to be added
Select Field>Press Combo box arrow > Select required field
e Drag the required field into the first field/row.

=¥ Queryl : Select Query

'e nts Table

Field:

Table:

Sork:

Shio;

Criteria:
oF:

Mame Surname
Clients Table Clients Tahle D Table
| (|

MS Access ECDL Notes Vers. 1.0

14
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Simple Queries

To perform a simple query enter the details you are looking for in the criteria cell
under the required field. In the following example we are looking for a client with
the surname Smith. Once you have entered the text press the red exclamation

mark on your toolbar. (!)

When you have entered the
K ow 5 - letg=
= * = data to lookup press the red
Query1 : Select Query exclamation mark

Enter the data to be

| looked up here
Field: |Mame SuUrname
Table: |Clients Table ClientsFahle
Sork:
Show: L,
Criteria: = Smith B
o
£ |

This is the result of the above query, there were no clients with the surname
Smith

28 Queryl : Select Query

SUrnarme Title

The above query was amended to search for clients with the surname White, this
is the result

g2 Queryl : Select Query

Marme Surname

Wihite

15
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To save your query either:

e Close the query and the application will prompt you to save your work
e File > Save As > Name your query

Compound Queries

As mentioned earlier a compound query looks up two or more criteria. See the
following example which looks up the DVD entitled Snow White and which is
available. Once you have entered the text press the red exclamation mark on

your toolbar. (!)

DVD ID L

Tikle

fevailable

Price

Member I %

L

Field: [Title fvailable Price
Table: [OWD Table OYD Table WD Table
Sork:

Shpwr T T~ “~N
Crit@ "Sniow White" ) \ Yes ’

ary

£

This is the result of the above query.

a2 Queryl : Select Query
Syailable

-: 1100y I'|I|“|.|'I h |t =]

To save your query either:

e Close the query and the application will prompt you to save your work
e File > Save As > Name your query

16
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Delete and move columns in queries

To delete a column in a query select the grey area just above the field name, this
will highlight the entire column, now press

The column is deleted.

Field:
Table: RERRE S
Sork:
Shiow:
Criteria:  aaa Ry

ar:

To move the columns select the same grey area as above, now left click the
same area and keep the mouse button depressed whilst dragging the column to

MS Access ECDL Notes Vers. 1.0

the required position, let go to drop in the required position.

the Del (delete) key on you keyboard.

Field: | Title Bvailable Price
Table: [DWD Table WD Tahle WD Table
Sork:
Shiowa: ]
Criteriat | "Snow White" Yes
ar;
£
Figure 6 - BEFORE
Field: |available Title Price
Table: |0WD Table WD Table D Table
Sork:
Show: O
Crikeria: |ves "Sniow white"
ar;
L

Figure 7 — AFTER

IMPORTANT

Whilst constructing the query if the tables do not show make

sure that the Show Tables is highlighted

=
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Forms

To construct Forms, it is suggested that you utilize the wizard.

Ohijects Select Forms
Tables Create Form by usin
Queries Then select the Wizard
Farms

The following window opens and asks you which table/query the wizard will use
to construct the form

“which Fields do wou want on your Form? Choose the Combo bOX

(B _—| to select the source to

?% | Yiou can choose From mare than one table or quer:
create the form

Tables/Queries

|Tab|e: Clients Table

coloctod Fislde Next select the fields
' | that will be shown in
your form. The > takes
one field at a time
across, the >> takes
them all. You can
(o | amend the fields and
— = return them to their
original position by
using the < or the <<

Available Fields:

I

Cancel |

The following example is based upon the clients table and all fields are selected,
then select Next

Tables/Queries

|Table: Clients Table j

Available Figlds: Selected Fields:
Member ID
Mame

18
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The second stage, ensure that if the examiner asks you to use all the default
settings that you do not change the shown selection

‘what layout would vou like For your Form?

" Datashest

" Justified
" PivotTable

" PivotChart

Cancel < Back. | Mext = | Finish

The third stage

What skvle would vau like?

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
Sandstone
Standard
Stone

Suri Painting

Label

Cancel | < Back. | Mext = | Finish |

The fourth stage — Saving the Form as Clients Form, select Finish to complete
the form.

What title do vau want For yaur Farm?

[Clients Form]

That's all the information the wizard needs ta create your
Farm.

Do you want bo open the Form or modify the Form's design?

@ open the form to view or enter information.

" Modify the Form's design.

[ Display Help on working with the Form?

Cancel < Back | Einish |

19
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The completed form.

- gy B - & 218 Y%
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4 Member ID | ﬂ]
Name [Eob |
Surname (Wihite |
Tel No
IMPORTANT

Switch between the Form View and the Design View:

e Form View -
e Design View - BE -

Adding a label to a form

To add a label to a form you have to select the design view of the form

# Form Header

 Detail

|Memliller ID |Mer|:'|her ID: : |
Narmne ez
ISurname |5urrl'|ame I I |
Tel NIZI:J [Tel MG I|
T |

# Form Footer

20
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Drag down the Detail bar to make space for the label

# Form Header
# Detail

| (T I

Figure 8 - BEFORE

:| # Form Header

1_
_|| # petai

Figure 9 - AFTER

From the Toolbar select the Aa button and enter a label by dragging a box, enter
the text required into this box.

|

EIilTnts tathle
|

|
| ‘ # Detail

To change the Font size/colour select the border and change the settings from
the standard toolbar

Labels » Tahoma - 14 -
E- B8 SR 4 BB o-
[ vtz 3o B BT
& Form Header

-| *Clients table i

i |

IMPORTANT

If the floating toolbar does not show make sure the
button is selected on the toolbar

21
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e
5
3

Design Yiew
Prink

Prink Presiew

Zuk

W ¥ ) M [

Copy

Save As...

Export...
Send To

> Delete

Fenames

Properties

Reports
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To delete a form, right click on the
form and select delete from the
drop down menu

To construct Reports, it is suggested that you utilize the wizard.

Select the Table/Query which the report will be

Obijects Create report in Design view
Tables Create report by using wizard
Queries
Forms
B Reports

| based upon

[Table: Clierts Table

awailable Fields:

Selected Fields:

Select which fields will show in the report

22
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The report will be based upon the Clients table showing all the fields

Report Wizard

‘which fields do you want on your report?

/ || You can choose from more than one table or query.

TablesiCQueries

|Tab|e: Clients Table j

Available Fields: Selected Fields:

Mermber ID

Marne

Cancel | | Mext = | Finish |

In the following picture the Surname field has been ‘promoted’. The final result
will be that the surnames will be grouped

Report Wizard

Do you want ko add any grouping
levels? Surname

Member 1D, Mame, Tel Mo

Member 1D
Mame

FE] ]

Priority

A

Grouping Options ... | Cancel | < Back. | Mext = | Finish |

The names are selected to be sorted in ascending order

Report Wizard

what sort order do you want For detail records?

‘¥ou can sork records by up ko Four Fields, in either
ascending or descending order,

- R
e [ ] esendng
S
-

Cancel < Back | Mext = | Einish

23
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The report format is selected in the following picture, remember that is the
examiner asks you to leave all the default values, then do not effect and changes

Report Wizard

How would you like to lay out your repart?

KHKX XEKX XXXK XKXXX HEXX
Y
KEEEE
RN W N
MEEEE R REEE
ey
MEEEE R REEE
RN W N
KEEEE
MEEEE R REEE
MEKER R REER
MEEEE R REEE

Caneel |

Layout Crientation
(Ol (v Portrait
L .\B|0C|$ " Landscape
T Qutline 1 .
~ Outline 2
" align Left 1

¢~ Align Left 2

W adjust the field width so all fields it on
apage.

< Back | Mext = | Finish

Select the style, remember that is the examiner asks you to leave all the default
values, then do not effect and changes

Report Wizand

‘what style would you like?

KKK XXXX
MAREE REEE

Title

Label above Detail
Control from Detail

Cancel |

al
Compact
Corporate
Faormal
Soft Gray

< Back. Mext = | Finish

Name the report and save it

Report Wizard

‘What title do you want Far your repart?

\C\ients Repart]

report.,

design?

That's all the information the wizard needs to create your
Da you want ko preview the report or modify the repart's

¥ Preview the report.

" Modify the report's design.

[ Display Help on warking with the report?

Cancel < Back

| Finish |

24
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The finished report, note the way the data is sorted alphabetically

MS Access ECDL Notes Vers. 1.0

Clients Report
Surname Name Member ID Tel No
preen |

Jarnes 2 21333443
[Fhite |

Baoh 1 21334545
IMPORTANT

e Report View — [&
e Design View - B

Switch between the Report View and the Design View:

To change the page properties of a report the format is File > Page Setup > Page

and change between Portrait and Landscape

25




