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What is Access?

• Microsoft Access is a relational database 
management system (RDBMS). 

• At the most basic level, a DBMS is a program 
that facilitates the storage and retrieval of 
structured information on a computer’s hard 
drive.
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Relational Database Management Systems

• A database management system (DBMS) is a 
software program that lets you create 
databases and then manipulate data in them

• In a relational database management system, 
data is organized as a collection of tables

3KasunKosala@yahoo.com



What it has?
• A rapid application development (RAD) environment 

complete with visual form and report development 
tools.

• Various wizards and builders to make development 
easier.

• A sprinkling of objected-oriented extensions. 

• A full-featured procedural programming language—
essentially a subset of Visual Basic.

• A simplified procedural macro language unique to 
Access.
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Getting Started
• Start MS Access.

• Create new 
Database.

• Save Database.

• Open previously 
saved Database.

• Adding passwords 
to Databases.
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The Access Window
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Working with the Navigation Pane

• The Navigation Pane is the main area for working 
with the objects in a database

• The Navigation Pane divides database objects into 
categories, and each category contains groups

Object Type

All Access Objects
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Viewing Objects in the Navigation Pane
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Tables

• Organizing data using Tables
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Create Tables Using Design View

• Create Tab in the Ribbon  Table Design
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Defining a Field in Design View

• In the Field Name box, type the name for the 
field, and then press the Tab key

• Accept the default Text data type, or click the 
arrow and select a different data type for the 
field. Press the Tab key

• Enter an optional description for the field, if 
necessary

• Use the Field Properties pane to type or select 
other field properties, as appropriate
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Defining a Field in Design View
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Field Names, Data Types & Primary key
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Table Window in Design View
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Save, Open & Redesign

• Save         (or ^S) 

Type a Name  OK.

• Opening a Table

Datasheet view Tool

• Changing the Structure 
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Navigating a Datasheet

• The navigation buttons provide another way 
to move vertically through the records
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Find & Replace
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Finding Data in a Table

• The Find command allows you to search a table or 
query datasheet, or a form, to locate a specific field 
value or part of a field value
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Deleting a Record

• With the table open in Datasheet view, click the row 
selector for the record you want to delete

• In the Records group on the Home tab, click the 
Delete button (or right-click the row selector for the 
record, and then click Delete Record on the shortcut 
menu)

• In the dialog box asking you to confirm the deletion, 
click the Yes button
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Deleting a Record
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Guidelines for Designing Databases

• Identify all the fields needed to produce the 
required information

• Organize each piece of data into its smallest 
useful part

• Group related fields into tables
• Determine each table’s primary key
• Include a common field in related tables
• Avoid data redundancy
• Determine the properties of each field
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Guidelines for Setting Field Properties

• Choose an appropriate data type
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Guidelines for Setting Field Properties

• The Field Size property defines a field value’s 
maximum storage size for Text, Number, and 
AutoNumber fields only
Byte
Integer
Long Integer
Single
Double
Replication ID
Decimal
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Changing the Format of a Field in Datasheet 
View
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Creating a Table in Design View

• Creating a table in Design view involves 
entering the field names and defining the 
properties for the fields, specifying the 
primary key, and saving the table structure
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Specifying the Primary Key in Design View

• Display the table in Design view

• Click in the row for the field you’ve chosen to be 
the primary key to make it the active field. If the 
primary key will consist of two or more fields, 
click the row selector for the first field, press and 
hold down the Ctrl key, and then click the row 
selector for each additional primary key field

• In the Tools group on the Design tab, click the 
Primary Key button
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Specifying the Primary Key in Design View
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Moving a Field

• To move a field, you use the mouse to drag it to 
a new location in the Table window in the Table 
Design grid

28KasunKosala@yahoo.com



Adding a Field Between 
Two Existing Fields

• In the Table window in Design view, select the 
row below where you want the new field to 
be inserted

• In the Tools group on the Design tab, click the 
Insert Rows button

• Define the new field by entering the field 
name, data type, optional description, and any 
property specifications
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Adding a Field Between 
Two Existing Fields
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Deleting a Field from a Table Structure

• In Datasheet view, click the column heading 
for the field you want to delete

• In the Add & Delete group on the Fields tab, 
click the Delete button

or

• In Design view, click the Field Name box for 
the field you want to delete

• In the Tools group on the Design tab, click the 
Delete Rows button
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Deleting a Field from a Table Structure
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Different view of Tables

• Datasheet view

– To view, add, edit or delete Table 
data.

• PivotTable view

– To view a table in different angles. 

• PivotChart view

– To draw charts against selected 
fields. 

• Design view

– To change the structure of a Table.
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Creating a Table in Datasheet View
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Options in Create Tab
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