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Access 2003 Level I: Introduction 

 
 
Objectives 

·  Define a database and explore how databases apply to everyday life 
·  Learn common terms related to Access  
·  Become familiar with Access’ User Interface 
·  Explain Tables, Forms, Queries, and Reports 

Microsoft Access is part of Microsoft’s Office suite of desktop programs.  It allows you to create, 
use, and maintain relational databases.  It can be used for tasks as simple as  creating a 
searchable address book to creating inventory management systems for businesses or keeping 
track of employee records or medical records. 
 
The Definition of a Relational Database and its Practical Applications 

     What is a relational database? 

Database: (noun) a collection of data arranged for ease and speed of search and retrieval. 

A relational database is one type of database.  It stores data in rows and columns very 
similar to an Excel worksheet.  These collections data, known as relations, are called 
Tables in Access.  A relational database can be comprised of many different tables that 
have been linked or related to each other in order to search and combine the data in a 
manner determined by the user.  Other items are frequently considered part of the 
database, as they help to organize and structure the data, in addition to forcing the 
database to conform to a set of requirements. 

    Databases in our everyday lives 

Our world is run by databases.  

Banks use massive databases to maintain their financial structure.  They use them to store 
their customer’s account data from checking accounts to mortgages to investments.   

Stores use databases to keep track of what inventory they have, where it is, and how well 
it’s selling.  Every purchase you make is facilitated by some sort of database.   

The government uses databases to store tax records, social security records, military 
records, criminal histories and so much more.  

Databases are used to maintain websites on the World Wide Web.  Every time you are 
asked to enter in a username and a password you are accessing a database that stores 
that data.  Anytime you save personal settings on your computer or a website, those 
settings are being saved to a database.   

The phone company uses databases to keep track of where you call and when you call and 
for how long you call to determine billing.  They use a database to store your billing records.  
Utilities, cable, internet service providers, governments; all use databases to keep track of 
their money 

The library uses a database to keep track of our patron records and inventory; who has 
what item, where they live, when the item is due, how much money the patron owes, etc.   

To put it simply, databases keep track of things.   
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Common terms used in Access and their definitions 

�  Object - A component in the database such as a table.  Other objects in a database are 
query, form, or report.  

�  Table - A group of related data stored in fields (columns) and records (rows) on a 
datasheet.  By using a common field in two tables, the data can be combined.  Many 
tables can be stored in a single database.  

�  Field - A column on a datasheet and defines a data type for a set of values in a table. 
For a mailing list, the table might include fields for first name, last name, address, city, 
state, zip code, and telephone number. 

�  Record - A row on a datasheet that is a set of values defined by fields.  In a mailing list 
table, each record would contain the data for one person as specified by the 
intersecting fields.  

�  Form - A custom interface design to facilitate easy data entry and examination.  When 
you fill out a registration form online, you are dealing with a database form. 

�  Query - A question posed to your database.  It searches selected tables and presents 
the requested data. 

�  Report -A printed presentation of your data, formatted in a manner to make it easy to 
read and understand.  Often the printed results of a query. 

�  Design View -Design View provides the tools for creating fields in a table. 

�  Datasheet View - The Datasheet View allows you to update, edit, and delete 
information from a table.  

�  Relationships Window - The Relationships Window provides a graphical 
representation of the tables in a database and the relationships established between 
tables. 

 
The Access User Interface 

     The Toolbar and its Functions 
View - Switch between several views including Design View and Datasheet View. 
Save - Save your work. 
Search - Search your Tables for specific words or phrases. 
Print - Print your Datasheet. 
Print Preview - Preview your print format before printing. 
Spell Check - Correct your spelling and grammar. 
Cut - Remove data to be places elsewhere. 
Copy - Copy data to be repeated elsewhere. 
Paste - Place data that has been Cut or Copied. 
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Undo - Undo the last change you made to your database. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Insert Hyperlink - Insert a web link. 
Sort - Sort your records alphabetically or numerically. 
Filter By Selection - Filter your data to match a selected field. 
Filter by Form - Filter your data by more than a single field. 
Apply Filter - Apply a filter or query to a table, form, or report. 
Find - Find and replace items. 
New Record - Create a new record. 
Delete Record - Delete the current record. 
Database Window - Open the database object window. 
New Objects - Automatically create new database objects. 
Help - When in doubt, ask for help. 
Office Links - Import your database object to Word or Excel. 
Analyze - Analyze objects in your database for problems. 
Code - Use Microsoft Visual Basic to add custom coding to your form or report. 
Script Editor - Add Microsoft Visual Basic Script (VBScript) or JScript. 
Properties - Examine the file properties of a database object. 
Relationships - Open the relationships window. 
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Creating a New Database 

Click the New button on the Toolbar. -OR-   Click on the File Menu and select New. 

 

 
 
 

Access will open the New Database Task Pane to the right of the Access Window.  The 
Task Pane {below} offers several choices for creating a new database. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
If you choose to create a blank database, Access will ask you to name your database file 
and save it to begin.  Access continues to save your data automatically as you make 
changes to your database so you must first initially create and save the black file to begin. 
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Database Objects Window 

When creating a new database, you will be prompted to create an object for your database.  
The first object created for your database should be a Table.  The database table stores 
your data.  There are three listed methods for creating tables.  These are Design View, the 
Wizard, and data entry.  These will be covered in depth in Lesson 2. 

 

 

The Access Database Object Window 
 
Tables, Forms, Queries, and Reports - A General Explanation 

Tables - Tables are where your data exists.  The data for individual records is broken up into 
specific, searchable fields for easy retrieval.  Multiple tables can be linked or related together to 
increase efficiency.  They resemble an Excel Worksheet in appearance. 

Forms - Forms are used as an alternative way to enter data into a database table.  They are 
custom interfaces created to suit the user’s needs.  If you have ever filled out an online 
registration form, this is an example of a database form.  Forms allow the user to arrange the 
data entry screen in a logical and appealing manner to facilitate the ease and efficiency of use.  

Queries - Queries are essentially questions posed to your database.  Queries select records 
from one or more tables in a database so the data can be viewed, analyzed, and sorted on a 
common datasheet.  The resulting collection of records, called a dynaset (short for dynamic 
subset), is saved as a database object (query) and can therefore be easily used in the future.   

The query will be updated whenever the original tables used to formulate the query are 
updated.  Types of queries are select queries that extract data from tables based on 
specified values, find duplicate queries that display records with duplicate values for one 
or more of the specified fields, and find unmatched queries display records from one table 
that do not have corresponding values in a second table 

Reports - Reports will organize and group the information in a table or query and provide a 
way to print the data in a database.  They can be formatted in much the same was as a 
standard Word document with attention to page orientation, layout, and graphical and color 
schemes to create professional presentations of your data. 


