Microsoft Access 2021 & 365

Access Chapter 1. Getting Started with Tables




Learning Objectives

After studying this chapter, you will be able to:

 |dentify database objects and the functions they perform
 |dentify table features

Create database tables

|[dentify and choose data types

Sort and filter table records

Import a data source

Establish a relationship between two database tables



Introducing Databases

* You probably use them daily.

* They are a collection of related data files and
tables.

« Types include:

* Those that are custom designed for large organizations
* Those that are industry specific and use real-time data

* Those that are designed for small business customer-order
tracking



Introducing Databases (cont.)




Database Objects and the Access

The Access window contains:
* The Ribbon
* The Navigation pane — displays list of objects
* The work area — create/modify database objects

Database objects include tables, forms, queries, and
reports.




Database Object Types

e Tables — View, enter, edit, delete, or view data.

e Forms — View, enter, edit, delete, or add one record
at a time.

* Queries — Search, sort, and perform calculations.
« Reports — Display, group, and summarize data.



Introducing Tables

 Tables are comprised of:

« Data — units of information organized for reference or analysis

* Fields — the smallest meaningful unit of information about one
person, place, or item (columns)

 Records — a collection of related fields (rows)

Field

CustlD -1 CusflastName ~ |CustFirstNar ~  CustStreetAddress - | CustCity - | CustState - | CustZIP «t | CustPhone -

600 Fowler Tampa FL 33802 9415551991 / Record

985 Del Prado Northport  FL 33850 9415555093
e

103 Pine Terrace Saraso ta FL 34022 9415557821
103 Pine Terrace Saraso ta Fl 34022 9415557820
92 Highland St Saraso ta FL 34023 9415559256

65 Terracotta Way Saraso ta FL 34024 9415551792




Introducing Tables (cont.)

« Data types enable instant field formatting.
« A primary key field:

* Uniquely identifies each record in a table
* |s the starting point for a database

* Design View offers intuitive options for creating the
database.

] Tablel X |
Field Name Data Type Description {Optional)
B | custiD Short Text Customer Last Mame and First Initial
CustLastMame Short Text H :
CustFirstMame Short Text Fleld Propertles
CustStreetAddress Short Text
CustCity Short Text table
CustState Short Text 2 character state abbreviation
CustZip Short Text 5digit ZIP code
CustPhone Short Text Area Code and number
Motes Long Text Special commen ts




Sorting and Filtering Table Data

« Helps you locate and retrieve data quickly
¢ Sorting:

« Automatically sorts on the primary field
« Allows you to change the sort structure, if necessary
* Allows you to sort on more than one field

» Filtering:

 Displays the specified subset of records



Importing and Exporting Data Sources

* Importing data
e Use Import & Link tools.
« Imported data becomes part of the database.
« Excel workbooks are the most common source.

* Exporting Data
 Use Export tools.
e Excel workbooks are the most commmon source.



Relational Databases

* Problems with early database programs:
* The data was stored in a large, flat file like a worksheet.
* Repetitive entries caused data errors and inconsistencies.

e Relational databases:

 Link tables together using primary = Retationships <
fields E .
mployees Invoices
* Types include one-to-many database T EmpiD e T intum
. . EmplastName InvDate
relationships or the lesser-used v _\2 EmpID
one-to-one or many-to-many i e
. . mpCity
relationships EmpsT v




Relational Databases (cont.)

« Referential integrity:

* Prevents changes to related fields
* Requires data types of related fields to be the same or compatible

e Data normalization:

» Eliminates data duplication
e Decreases errors and inconsistencies

e Streamlines information



	Microsoft Access 2021 & 365
	Learning Objectives
	Introducing Databases
	Introducing Databases (cont.)
	Database Objects and the Access Window
	Database Object Types
	Introducing Tables
	Introducing Tables (cont.)
	Sorting and Filtering Table Data
	Importing and Exporting Data Sources
	Relational Databases
	Relational Databases (cont.)

