Database Helpsheet

What is a database?

A database is a collection of records containing information on various things, and can run into very large numbers (e.g. a database created from the last national census figures).  They have always been used but information used to be kept on paper and storred in files.  

For example, sales people used to record customer details on index cards (about the size of a post card) and store them in an index box, which storred approximately 100 cards.  Each card represented one customer’s details.  If a customer needed to be contacted, then a search would be made of the cards, and the details updated.  As one card was filled up, another was fastened to it.
A database package such as Access recreates this traditional system of recording details, but makes it easier to update details, as well as store and retrieve information.
Creating databases using MSAccess

Before constructing a database using Access, it’s important that you work out what information is actually going to be entered, as well as the types of information that you might want to print out.

The reason it’s so important to have this information established before you construct the database is that once you have begun to enter data into your database, you cannot then add new fields without losing the information already entered.

Therefore, it’s imperative that you think about the structure of the database in advance of the actual construction.

The following instructions assume that you know what information is to be input, as well as the output (printed copy) requirements.  

For all instructions, when you are asked to click on something, use the left mouse button unless otherwise advised.
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[image: image3.png][ Microsoft Access

widow s
% Ba@|Y- 8- &

Getting Started

C©I Ol

Microsoft Office Online





1. Double click on the MSAccess icon on your desktop and you will be presented with the following screen. 
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Click once on ‘Create new file’.  This will bring up the next screen. 
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Click on ‘Blank database’ and the ‘Save as’ screen will appear.  Give the database a sensible name and and click on ‘Create’ to save it into your user area.
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You will now be given this option screen.  This is where you will create your tables, queries and reports etc.  

5. Before you can do any queries or reports, you will have to create the database structure.  To do this, make sure that ‘Table’ is highlighted then double click on ‘Create table in design view.  This will allow you to set up the database anyway you want.  There are various templates that you can use as well, if they suit your purpose – simply double click on ‘Create table using wizard’ and they will be displayed.  Then simply follow the wizard through each stage.
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You should now have this table on screen (as long as you havn’t opened the wizard) in its blank form[image: image17.png]What ttle do you want for your form?
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.  In the column headed ‘Field Name’, enter the headings for each of the individual bits of data that you will need to make up a record (e.g. forename, surname, address 1, address 2, post code, etc).  Each heading will need to go on a different row, but the first heading should be something that a unique number can be assigned to so that searches can be carried out easier [image: image18.png]Microsoft Access
T i
FI— -|B I =&AL [T-IE]-B

HoAN R AR T YA YR IR A - R AT MR- J)=K=R]]

8 Student details : Database (Access 2000 file format)

n e

B Student data

[Student Number Forename _ Surname Address 1

. Y

nddress 2 Town County

Post Code  Home Tel Number Contact Tel Number 1 Contact Tel Number 2 Date Of Birth




 (this is known as the primary key).
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Next, you have to assign a ‘Data Type’ to each heading.  When you were entering the Field Names you may have noticed that ‘Text’ was appearing in the Data Type column.  This means that when data is eventually entered into these fields[image: image20.png][ Microsoft Access =181]
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, it will be formatted to show as text only.  However, you can change the format of fields so that data can be entered easily in the correct format (e.g. date, currency, etc).  To change the data type, click in the box that you want to change (in the Data Type column), and a drop down box arrow will appear.
8. Now select the Data Type that you want.  These will be the main ones that you are likely to use:
· Text allows you to type any thing into the field, including numbers that you don’t want to add together (e.g. telephone numbers).
· Number records the data numerically and is useful if calculations are to be made later.
· Date/Time allows you to choose a range of date and time options.
· Autonumber will give your records unique numbers automatically without you having to type anything in.
· Yes/No gives you a ticky box.
· Lookup Wizard allows you to create your own drop down menus.
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Once you have put all of your Field Names in and chosen your Data Types, you can also change the length that the data entry boxes will be,as well as choosing things like the Date style that you want.  To do this you need to be locating the ‘General’ options tab in the bottom left of the screen. 
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In the ‘General’ options tab you will see a series of headings starting with ‘Field Size’ (or ‘Format’ if it is a date or currency format).  Its default setting is 50 characters which is too long for some fields, but not long enough for other fields (e.g. forename = 15, medical requirements = 250).  Change these as per your requirements but remember that once data has been entered, changes to the structure can create problems – so make sure that there are enough digits in the data entry box to get your answers in (one digit = one letter or number).  If the heading is ‘Format’, then when you click in the empty box beside it, a drop down arrow will appear at the right hand side.  Make your choice from the options and this is how you will have to enter data into the database.
11. Click on the row that is to be your unique field.
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Now save you table by clicking on the disk icon on the shortcut bar at the top.  You will be asked to name the table, and then if you want to create a primary key.  Select ‘Yes’ and a small key symbol should appear beside the field name where your cursor was. 
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Close the design view screen by clicking on the cross in the right hand corner.  This will take you back to the main database options screen.
Entereing data

It is possible to enter data using the table that you have just created.  However it’s usually easier, quicker and more professional to do it using a Data Entry Form.  
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Open your saved database if it isn’t already open.  You should now have this screen in front of you.  
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Highlight ‘Forms’, and double click on ‘Create form by using wizard’.  This will open the ‘Form Wizard’ box. 
3. Check that this box has your table in it.  If it hasn’t, click on the drop down menu arrow and it should be listed.
4. You now need to transfer the information from the ‘Available Fields’ section to the ‘Selected Fields’ section.  You can eith er do this one field at a time, or all together – we’re going to do the latter.  With the first field highlighted in the ‘Available Fields’ section, click on the double arrow icon in between the two sections, and the data will automatically be transferred over to the ‘Selected Fields’ section.

5. Click on ‘Next’.

6. This screen allows you to choose the layout of the data entry form.  Choose one and click on ‘Next’.
7. This screen allows you to choose a style for the data entry form.  Choose one and click on ‘Next’.

8. This screen is where you save your data entry form.  Give it a sensible name or accept the one suggested and then click on ‘Finish’.  
9. You are now ready to enter your data.  Remember that it you’ve used ‘Autonumber’ you don’t have to type a number in – it is done automatically and no other record will ever have the same number, even if a record is deleted!  Move between the data entry fields using the ‘Tab’ key or the mouse.
10. When you’ve finished entering all of the data for the record, click here to open the next one.

11. Save your work.

12. If you find that not all of the information is displayed on screen, you will have to adjust the size of the boxes.  To do this, click on the DESIGN VIEW icon in the left hand corner.
13. Click on the box that you want to re-size and some small handles will appear at the corners.  Hold the left mouse button down on one of these at ‘drag’ the box out to your chosen size.  
14. Click on the design view icon again (its changed design now) to return to your Data Entry Form.  Check to see that the data is now being shown correctly and, if not, repeat steps 12 and 13 until you’re satisfied.

15. Save your work and close the Data Entry Screen when you have finished with it.

Queries and Reports

Now that you’ve created your database and entered the data, its time to learn how to retreive information (do a query), and print useful documents (do a report).
Doing a query

A query is a way of narrowing down the details in a database so that records of a similar type can be located.  For example, in this student database, the telephone numbers of all students may be required as the school has been closed on short notice and the parents need to be contacted.

1. Open your database and this screen will appear. 
2. Make sure that ‘Queries’ is highlighted and double click on ‘Create query by using wizard’.  This window should now open. 
3. Make sure that the correct table is displayed here.  If it isn’t, click on the drop down menu arrow and select it.

4. You now have to decide which fields you want to do a search on (these are listed in the ‘Available Fields’ section.  Transfer these fields across to the ‘Selected Fields’ section one at a time by clicking on the SINGLE arrow between the two sections.  When you have transferred your chosen fields, click on ‘Next’.

5. Give the query a sensible name and click on ‘Finish’.  A new window will now open displaying your results.
Narrowing your search

If you’ve got a large database that contains a lot of records (e.g. Whitby Community College has approximatly 1000 students), then your search will list all of these records.
However, you may just need to create a list of records that meet certain criteria (for example, students that live in Whitby).

1. Open the query that you have created by double clicking on it.

2. Click on the ‘View’ icon in the top left corner of the screen.  This takes you to the DESIGN VIEW.

3. You will now have a window similar to this one open.  On the left hand side are six headings – Field, Table, Sort, Show, Criteria and Or.  If you want your results to be sorted alphabetically, then click on the box on the ‘Sort’ row, under your chosen Field heading (see the following diagram for an example).



4. Now click on the ‘View’ icon in the corner again to run your query, and you should see that the amount of results has gone down.

5. Save your work and close the query.
You could print your results out at this point, but what you get is what you see, and it doesn’t look very nice.  So you should now convert your query into a report.

Creating a report

1. If it’s not already open, open your database.

2. Select ‘Report’ from the list on the left, and then ‘Create report using the wizard’.

3. You should now have this screen in front of you.  From here you can select the source data for your report – in this example, its going to be a report based on the query that was run earlier.

4. Use this drop down menu to select the table or query that your report is to be generated from.  A list of all of the available fields will appear below.

5. You now need to transfer the fields that you require from the ‘Available Fields’ section across to the ‘Selected Fields’ section.  If you want to transfer all of the fields, click on the double arrow symbol in the middle.  If you only want certain fields, highlight the field you want to transfer by clicking on it then click on the single arrow in the middle.

6. Once you have transferred all of your required fields, click on ‘Next’ to move to the next screen.

7. This screen allows you to choose the order that the fields will display the information.  If you are happy with the order, simply click on ‘Next’ to move on.  If you want a specific field to stand out in your report like this, select the field you want and then click on the arrow icon.  You can also change the priority order that information is listed in by using this icon.
8. Once you’ve clicked on ‘Next’, this screen appears.  If you havn’t already sorted your records into either a/z or z/a, this section allows you to do so.  Simply click on the arrow and a drop down menu appears containing all of the fields you selected earlier – select the one that you want to sort on first, and then select ‘ascending’ or ‘descending’ from here.  Click on ‘Next’ when you are finished.
9. This screen is where you can begin to get creative and personalise your layout.   Select your favourite layout from the ‘Layout’ list, and decide what ‘Orientation’ your paper should have.  Click on ‘Next’ when you are done.

10. Now select a style from the list.  A good tip here is to keep your style the same as the one you used on the query (this is called a house style).  Click on ‘Next’ when you are finished.

11. Now give the report a sensible name and click on ‘Finish’. 
Your report will now appear on screen.  However, if you find that some of the information is overlapping, you can easily alter the layout of your report.


1. Click on the ‘Design View’ icon and the following screen will open.

2. From here you can alter the size of the boxes that appear on your report or even the whole layout.  To do either, click on the information that you want to change and some small handles will appear.  You can use these handles to drag the box out to your required size or, if you want to move the whole thing, move the cursor above the field that you want to move and it will change into a CROSS.  Hold the left mouse button down and drag the field to its new position.

3. To see what your changes look like, click on the ‘Data Sheet View’ icon in the top left hand corner.

4. When you are happy with your layout, save your report and its ready to print.
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This is a FIELD, and represents part of a record





This whole image is one RECORD





This is a DATA ENTRY box





This field has been FORMATTED





This shows you what number record you’re on





Forename & Surname have both been sorted ascending (a-z), using the drop down menu that appears when the cursor is clicked here.





‘Whitby’ has been typed here as only student’s parents from this town need to be contacted





This field doesn’t need to be shown so the box has been un-ticked





The ‘Or’ command is used when more than one criteria is needed (e.g. students living in Whiby ‘Or’ Sleights)





A new field was added by clicking in the empty ‘Field’ box, and then selecting the new field from the list in the drop down menu





These instructions have allowed you to create a basic, but useable database.  MSAccess can be used to create far more powerful databases, and many books have been produced which can help you to further develop your skills in this area.  Why not check out the Learning Centre or your local library to see what books are available to you.





Good luck and HAPPY DATABASING!
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