Setting up a basic database in Access 2003

1. Open Access
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2. Choose either ‘File new’ or ‘Blank database’
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3. Save it to a folder called “‘customer mailing list’. ~]
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Save as type:

Click “create
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4. Double click on “create table in design view’
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& Table1 : Table

Field Mame
Title: Texk
First Mame Text
Surmame Texk
. - Address line 1 Texk
5. Type in the field names shown on the Basress ne 2 Tex
o il
Postcode Texk
rl g ht Home phone Text
E-mail Texk
Gender Texk
Date of birth Texk
Children Texk
Are you interested in Fashion? | Text
Interest 1 Text
Interest 2 Texk
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6. Most of the fields that you have will use the ‘Data type’
text. Access defaults each field to text.

Data Type
Text

Title:
First Name Text
Surname Text
Address line 1 Text
Address line 2 Text
Tawn Text
Postcode Text

However, not all of them should be text — Date of birth
should be ‘date/time’.

Click into the ‘Data Type column next to ‘Data of birth’. An
arrow should appear with a pick list. Choose the right data
type for this field.

7. Other fields that you might want to change are those with a ‘yes/no’ option. If you look at the
drop down list, you will see there is a ‘yes/no’ choice.

Note: although you might be tempted to change phone number to ‘number’ it should be text.

The reason for this is because you need a 0 at the start of the phone number. If you choose
‘number’ then you won’t be allowed to add a O at the start.

EE| Table1 : Table

8. Access automatically gives each ‘Text’ data type field a
maximum number of 50 characters that can he entered.

However, most of your fields won’t need that much
Space. Title is usually *“Mr’, “Mrs’, “Miss’ or “Ms’, so
this field really only needs a maximum of 4 spaces allowed.

Click into the field called ‘title’ and the field size box will appear.
Click into the “field size’ where it has defaulted to 50 characters
and change it to 4.

Dafaulk ¥alue

The reason that we do this, is because if you allow every single ‘title’ field to store 46 wasted
characters, and the same with all of your other fields, the database would become very large.

9. Click into all your other “Text’ fields and think of the most letters you are likely to need for
that field. Then change the ‘Field size’ number to something more appropriate.
10. Save your database and call the table ‘customers’. It will ask you if you want Access to

assign a primary key - click ‘no’
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11. You are going to put some validation into your database. Validation tries to stop you
entering data that shouldn’t be allowed or it can try to make sure that you don’t forget to enter
data into important fields.

B Table1 : Table
Field Mane Data Tvpe

12. Sometimes it is very important that you do not

Title Text
First Marme: Text
Surname Text
Address line 1 Text
Address line 2 Text
Town Text
Postcode Text
Home phone Text
E-mail Text
Gender Text
Date of birth Text
Children Text
Are wou inkerested in Fashion? | Text
Interest 1 Text
Interest 2 Text

forget to enter data into a field — it might be a
problem if you want to contact your customers and
find that you don’t have their name or address stored.

We are going to make e-mail a ‘required’ field i.e.
you will always be required to enter data into this
field — you cannot leave it blank.

Click into the field called ‘e-mail’

General ] Lookup ]

Field Size 14
Farmat

Input Mask

Caption

Default alue
Validation Rule
Walidation Text
Redquired

Allow Zero Length
Indexed

Unicode Compressign T

IME [Made Mo Contral
TME Sentence Mode Mone

This box will appear

Look for “‘Required’ — at the moment it defaults to
‘no’.

Click into ‘Required’ and an arrow will appear.

Field

Choose “‘Yes’.

Now, you cannot leave this field blank when you come to enter data.

13. We are going to put some more validation into the database to try to stop mistakes being
made when entering data.

You have a field called ‘Gender’. You may have set this to a field size of 2 so that you can enter

‘M’ or ‘F’ or you may have set it to 6 so that you can enter ‘Male’ or ‘Female’ — either way is
fine.

EE Table1 : Table

Fisld Name Data Type

You want to make sure that people can only enter either M or e o
F, or Male or Female. It would not make any sense if they e
could enter *S” or “‘Cat’! We are going to set up some o
validation to make sure that they can only enter the right oo ot
information. S toa

Are you interested in Fashion? | Text
Interest 1 Text
Interest 2 Text

Click into the field called ‘Gender’

The box will appear again.

General ] Logkup |
Field Size 0
Format

Click into “Validation rule’ and depending on how you set o

your database up, type either: M or F OR Male or Female Relichlis
(you don’t need to put in the speech marks, Access will do oo 1

that for you). s

IME Sentence Mode Hone

Access will now not let anyone put in daft data.
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It might be useful to also create an error message so that if someone does put in the wrong data
by accident, they will be shown an error message and told what they should enter.

Click into the box called “Validation Text” and write what the message that you would like to
appear.

14. Some things you will find that you type in over and over again. This is a pain as it takes a
lot of time to do, and there is the risk that one time you might make a mistake and enter ‘Mis’

instead of ‘Miss’. :

File Edit Yiew Insert Tools Window Help
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Click into the “data type’ area of ‘title’ field

The drop down box will appear. This time, choose “look up .
wizard’ Title '.

First Narne
Surname Memao
Address line 1 HNumber
Address line 2 Date/Time
Town Currency
Postcode Autohlumber
Harne phone

Gender
Date of birth
Children

Are you interested in Fashion? | Text
Interest 1 Text

This box will appear. [ —
Lookup Wizard

This wizard creates a laokup colurn, which displays a list of valuss

[3 H H L] wou can choose from. How do you want your lookup column to get
Choose ‘I will type in the values that | want q e
il " Twant the lookup column to look up the values in a kable or

\ & T will type in the values that T want.

Click “Next’

Cancel ‘ Next >

Lookup Wizard

What walues da you want to ses in yur lookup column? Enter the number of calumns you
wank in the list, and then type the values you want in each cell

To adjust the width of @ column, drag its right edge to the width you want, or double-click the
tight =dge of the column heading to et the best Fi.

Nurmber of columns: [T

Type in a list of the titles that you want to use \ L

Miss
[ s
*

Click “Next’ again and then click ‘Finish’

Cancel < Back Mext = Einish

15. Your database is almost ready but we need to do one more
thing.

You might get two customers with the same name or you might get three people living at the
same address. You need to come up with a way to tell them apart easily. We have a few
students at this school with the same name, however, we can easily identify them because
everyone has a unique office number.
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We are going to give everyone in the database a unique number, then it won’t matter if two
people have the same name, you will always be able to tell each person apart by their number.

Click onto the grey box at the side of “title’

File Edt Wiew | Insert | Tools ‘Window Help
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Lookup Field. ..

I
Iz

Database [Acce 000

Go to the menu called “insert’ and choose ‘rows’ & Tablel - Table

Field Mamne Daka Type

A blank row will appear above ‘Title’.

Database [Acce 000

Type in ‘Customer ID’ into the ‘Field Name’. s
Customar';:; Hene
Title
Choose the data type ‘autonumber’ Frectiame

Address line 1
Address line 2

|

Town

Postcade
Autonumber means that each time you enter a new record, ome phene
a number will be automatically given to it. Dare oF bt

Children

16. We want to make sure however, that no two customers can be given the same number by
accident. We need to make ‘Customer ID’ the ‘Primary key’. This means that every single time
a number is assigned, it will be different — no two customers can ever be given the same number.

Microsoft Access

CliCk OntO the grey bOX by the Side Of ‘CUStomer ID, tO File Edit  Wew Insert Tools Window Help
select it E-Edx YBR[ oo |[@]# 3

omer 1D AukoMumber
Look for the key symbol on your tool bar e Text
- - | |First Mame Text
and C||Ck It Surname Text
| | address line 1 Text
| |address line 2 Text
- Town Texk
| |Posteode Text
Hime nhnne Tent
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&l Table1 : Table

Field Mame
% | Customer ID AL
Title Te

&8 customen mailing list : Database (Access 2000 fils

A little key symbol should appear next to ‘customer ID’

Save your table and close it — do not close Access!

Qpen l&Q&sign ] Mew iy
H 3 ] - il —
Click on ‘Forms Objects E——

Tables Create Form by using wizard
Queries

E
B Reports
@ Pages
2 Macros
& Modules

Groups
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Then double click “create form by using a wizard’

Which filds do you want on your form?

Click on the >>arrows to put all of the data from the s s [ R

‘available fields’ into *selected fields’ \ o

Selected Fields:

Click ‘Next’ —_|

e you T
Irterest 1

awe_| = [ &5 |

What kryout waouid you ls for your Foem?

Click “‘Next’

what style would you like?

Blends
EBlueprint
Expedition
Industrial
Inkernational
Ricepaper
SandStarne

You can choose the background for your form on the next
screen. Click onto each of the options to find one you like.

Stone

Label (Data Sumi Painting

When you have picked one, click ‘Next’ again

Click ‘Finish’

What title do you want for your Form? J

A W

That's all the information the wizard needs to create your
Form,

Do you wark ta open the form or madify the formis design?

@ Open the Form to view of enter information.

" Modfy the forns design.

[ Display Help on working

Cancel ‘ < Back |

& customers EEX

- 4 Customer D [Lutatlumber] Children
You can now use the form to enter your customer details. — P

You can use the ‘tab’ key to get between the fields or you — [ tw—r | [————

. - Address line 1 —
can click with your mouse. i [——————

Finish

Towin -
Postcor
Home phane -
E-mail [

Gendsr -
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Do not put a number in for ‘Customer ID’, @S SO0N aS YOU [ e S ==

pick an option from the drop down list next to “Title” (the
one you set up) a number will be automatically assigned. Surone

Addiess line 1 [EFeldCotage

Address line 2

When you have completed one record and you are ready to | =" =~ ==

enter the data for your next customer, you can either use T i
- - E-mail iohn@aol.com

the “Tab’ key when you are in your last field, CR—

Date of bith I

Record: 14 1 _» ** of 1

or
you can click on the button at the bottom with an arrow and *:

You can see how many records you have completed by FEp—
looking at the number in the grey area

The number in the white box tells you which record you

are looking at \

For example, you might have 20 records, but you are
looking at number 14

To go back and forward between records, use the arrows
Enter 4 records in your database.

On one record, try to enter something other than M or F (male or female) into the ‘Gender’ field
and see if it stops you by putting up the error message that you set up.

Have a look at the drop down box by ‘Title’ — can you see all of the options you typed in?
Try leaving ‘e-mail’ blank on one record and see if it will let you go onto set up a new record —
hopefully it will stop you as you set this up to be a required field (cannot be left blank).

You have set up a simple database and added records

You may:
* Guide teachers or students to access this resource from the teach-ict.com site
e Print out enough copies to use during the lesson

You may not:
e Adapt or build on this work
e Save this resource to a school network or VLE
e Republish this resource on the internet

A subscription will enable you to access an editable version, without the watermark and
save it on your protected network or VLE
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