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Database (DBMS - Database Management System)

· a collection of objects

DBMS

· this allows you to store, retrieve, analyze, and print information
MS Access 2010
· is a database management system (DBMS)

1st Step in Creating a New Database in Access

· create a file name that will hold the database objects
· choose a storage location for the file name
Objects

· Tables

· Forms

· Reports

· Queries

The Objects

Table – the foundation of a database

· Datasheet View – displays data in rows and columns

· Columns – displays fields

· Rows – displays records

· Design View – allows you to add, delete, and make changes to how fields store data
3 Simple Methods to Create a Table if You Are in Access:

1. Using the Create Tab
1. Click – Create tab

2. Click – Table Design icon

2. Using the Design View Icon

1. Click – the View down arrow on the Ribbon
2. Click – Design View
3. Using a Template
Form

· a form displays data from one or more tables or queries in a format that has a similar appearance to a paper form

· tables or queries that contain the data used in a form are called the “record source”
· shows ONLY 1 record at a time on the screen

· can manipulate the placement order of any of the fields on the screen; however, the data will be displayed in the table or query (the record source) the way the order that the fields were setup

· advantages of using the Form object:

· forms provide more control over the way data is displayed

· update records easily

· add new records easily

· delete existing records easily

2 Simple Methods to Create a Form:

1. Form Wizard 

a. follow the step-by-step instructions to create a form

b. Can be selective to the field names you wish to use

i. Click – Create Tab

ii. Click – the Forms group “Form Wizard” icon

2. Form

a. Displays all fields in the table

i. Click – Create Tab

ii. Click – the Forms group “Form” icon

Report

· displays data from one or more tables or queries in a format similar to a printed report
· you can use a report to:
· create a formatted list of information
· to summarize information in different ways
· User decides/controls which items (fields) will appear on a report
· The tables or queries that contain the data used in a report are called the “record source”
· you would use a report to give someone information that looks good on paper
1 Simple Method to Create a Report
1. Report Wizard

a. follow the step-by-step instructions to create a report

i. Click – Create Tab

ii. Click – the “Report Wizard” icon in the Report group

Query

· lets you ask the database about the data it contains----“a Question”

· a query is based on a table or query (record source)

· a condition or criterion is a way of telling the query which data you are interested in seeing

· if two or more conditions or criterion are asked, this is called “criteria”

· the result of a query is in the form of a datasheet that included the specific field names and records you “asked” to see

· when you open a query object and display the results, you “Run” the query

2 Simple Methods to Create a Query
1. Query Wizard

a. Follow the step-by-step instructions to create a query

b. Limited query for selected field names ONLY (not  for querying records)

i. Click – Create Tab

ii. Click – “Query Wizard” icon in the Queries group

2. Query Design

a. Best choice to query selected field names and records

i. Click – Create Tab

ii. Click – “Query Design” income in the Query group
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