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Aim of The Course

The aim of this course is to provide,
What is a Database
What is Access

Components of Microsoft Access 2013
Understanding views
Relational Database
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What 1s Database?

» A database iIs an organized collection of information

The primary function is to store data
If the data Is well-organized, retrieving the data is easy

» The key to designing a database successfully lies in
understanding the nature of the data
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atabases In Spreadsheets

» Many databases begin as data
entered into a spreadsheet

the rows and columns are easy to
understand

all the data is stored in one
location

» Spreadsheet databases often
contain a considerable amount
of repeated data

This leads to large file size

Complex data relationships
cannot be represented

ITEC102

K

FLE HOME ~ INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW

a ¥

W W W R R R R R R R R e e

Calibri

Custd
1012
1012
1012
1022
102
102
102
1022
102
102
102
1030
1030
1030
1030

i e|A

Name

Helen Anderson
Helen Anderson
Helen Anderson
Andrew Willis
Andrew Willis
Andrew Willis
Andrew Willis
Andrew Willis
Andrew Willis
Andrew Willis
Andrew Willis
Alice Goldman
Alice Goldman
Alice Goldman
Alice Goldman

Recent Orders 4

Street

123 Maple Street
123 Maple Street
123 Maple Street
425 Cyprus Street
425 Cyprus Street
425 Cyprus Street
425 Cyprus Street
425 Cyprus Street
425 Cyprus Street
425 Cyprus Street
425 Cyprus Street
T8 WestElm

78 West Elm

78 West Elm

78 West Elm

-

¥ Genenl
»
B $-% 93 Conditions! Formates C
Formatting = Table
Nur tyle: Celts

E F 9 H ! J
City State ZIP Lineltem Qty Description
West Hempstead NY 11552 1 1 Fleldstone stepper garden path
West Hempstead NY 11552 2 2 Garden Hose Vinyl S0 FT
West Hempstead NY 11552 3 2 Rosemary seed, organic
QueenCreek  AZ 85242 1 3 Frost pop-up net, 3x3
QueenCreek  AZ 85242 2 3 Basil seed, organic
QueenCreek  AZ 85242 3 3 English lavender seed, organic
QueenCreek  AZ 8522 4 3 Rosemary seed, organic
QueenCreek  AZ 8522 § 3 Sage seed, organic
QueenCreek  AZ 8542 6 3 VYarrow seed, organic
QueenCreek  AZ 8542 7 3 Angelica seed, organic
QueenCreek  AZ 85242 8 3 Hyssop seed, organic
Mesa Az 8503 1 5 Hyssop seed, organic
Mesa Az 85203 2 5 Catnip seed, organic
Mesa AZ 85203 3 5 Angelica seed, organic
Mesa AZ 85203 4 12 Standard

Ancther Alto

v

Sot& Find &

Editing

Price
17550
1525

2.9

" Filter~ Select~

Total
$175.50
$30.50
$§7.36
$71.85
S1L.04
$10.17
S11.04
S11.04
$10.23
$10.23
§10.23
$17.05
$17.05
§17.05
$15.00




Relational Database Management Systems
(RDBMS)

» A RDBMS allows you to define, create and maintain
databases while providing controlled access to the data

» All database applications use SQL to access stored data in
a standard manner

» Structured Query Language (SQL) is the standard
language used to create and interact with databases

ITEC102



Multiple, Related Tables

« The data in a relational database
Is stored in multiple tables

i s ety e Each table stores data about a
st specific aspect of the
= information
: « A complete set of information
can be retrieved for a desired
entity because the data stored

in each table is “related” to the
data stored in other tables of the
database

3 23.95
40 Fieldstone stepper garden path  175.50
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What i1s Access?

» Access 2013 is a RDBMS and a complete application
development environment

Includes the tools you need to develop user-friendly interfaces
and reports

Provides a user-friendly environment for accomplishing
database tasks even without prior knowledge

Uses SQL code behind the scenes
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Database Objects

» Tables — store data in rows and columns. In a table, each row is a record, and
each record consists of one or more fields

» Forms — function as user-friendly interfaces for working with data
» Reports — print and summarize data

» Queries — extract subsets of data from one or more tables, allowing you to
view exactly the data you want

» Macros — add functionality to database objects and are often used to automate
certain database tasks

» Modules — also add functionality to a database, and are stored collections of
Visual Basic for Applications (VBA) programming language statements and
procedures
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Desktop Databases and Access Apps

» An Access app Is a new type

of database that you create,
design and modify in Access
2013 and then use in a
standard web browser

» You share Access apps with
other users as SharePoint .

apps
» To build an app, select the T “

type of data you want to
track and Access creates the Camiacts
database structure for you
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Components of the Access 2013 User Interface

» Ribbon
» Navigation Pane
» Backstage view

ITEC102
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The Ribbon

» The Ribbon contains the commands and options you use
to perform database tasks. Each tab contains a group of
related commands.

Ribbon tabs Help button
H S v - v [Iatzl:s-:e'."r;"a‘lzl.‘-.'-.ie- C:'-.L':Er:"-.]q.rt.'l_lc'cr Documnents'\Databasel.accdb (Access 2007 - 2013 file format) - Access 7 = b 4
HOME CREATE EXTERMAL DATA DATABASE TOOLS Sign in -
= ghcut T 2l scending T Selection - E == Mew = _-"‘_EI fac - -|= =
| 54 o - < I —
o D ER Copy ) 54 Descending | Advanced - H save v I_I 2-|B I U =&E - | =-
View Paste Filter Refresh Find N o
- - * Forrat Painter S0 Remove Sort T ToggleFilter | ay~ 2% Delete = [~ k~|A-¥-D. ===|4-

Views Clipboard [F] Sort & Filter Records T Find Text Formatting [F1 ~
Collapse the
Command button Ribbon button
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The Ribbon

» To reduce screen clutter, contextual tabs appear only when
they are applicable. For example, the Table Tools tab
appears only when a table is open.

B H = Databasel : Database- C:\Users\Instructor\Docu... TABLE TOOLS ? - 8 X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TAELE Signin
b/‘ AB 12 = 3 Date & Time L) Marne & Caption AutoMumber = l:';'
) [+] Ves/No | Unique r:'
View  Short Mumber Currency Delete Validation
Text Eil More Fields » | .
Add & Delete Properties Formatting Field Validation
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The Navigation Pane

Natigation Pane —— All Access Objects

Object groups

Search..
—> Tables
EH CUSTOMERS

&3 INVENTORYTEMS €——+——

&3 ORDERITEMS

EH ORDERS

B3 ORDERSTATUSES

B3 VENDORS
F———>» Queries

_ﬂ OrdersWithPrices

———>» Forms

Open/Close

Y «| < button
< ————Searchbox

X

B8 CUSTOMERS <«
L——3>» Reports

[ orders <€
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Database objects

Group
Open/Close
button

The Navigation Pane is a
central location from
which you can use any
type of database object

The Navigation Pane
replaces the Database
window found in versions
of Access previous to
2007.
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The Navigation Pane includes:

ITEC102

Navigation Pane
menu

Click the drop-down arrow to open a menu that allows
you to specify which objects to show. The default
selection is All Access Objects.

Open/Close buttons

Collapses the Navigation Pane so only its Open/Close
button and shutter bar display.

Object groups Organize the objects in a database so you can find what
you are looking for.

Database objects The tables, queries, forms and other objects that exist in
the database. Each object appears in its appropriate
group.

Search box You can type the name of an object you want to find
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Backstage View

HemeGrown : Database- C\Users\Instructer\Documents\HomeGrewn.acedb (Access 2007 - 2013 file format) - Accets

Info

HomeGrown
My Decuments

¥ Compact & Repair
lr Help prevent and cormect database filg using
Compact & Compact and Repair.
Repair Database

Encrypt with
Use 2 passwo
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Used to create, open, save,
print and manage
databases

Includes commands and
options related to things
you can do with a
database itself

Shows the commands and
options available on the
File tab of the Ribbon
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ooking at the Screen

Minimize, Restore/Maximize, Close Buttons

Quick Access Toolbar Title Bar
o S 3 - TABLE TOOLS Databasel : Database- C:\UsersiInstructor\DocumentsiDatabasel.accdb (Access 2. 7 0 29— O
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Office Account———— 3 signin
b 9 3 Totals ' Repla Calibsi (Detail) = T - ve
- = T Advanced - Frefrest o Save o Spelling " 2 GoTo- N -
Wiew Paste . efres ind - - - -
- Format Painte Rer = t ¥ Toggle Filter All~ % Delete [ Miore ~ [# Select ~ B I u L = L
Views Clipboard - Sort & Filter Records Find T ~ 1) ~
. \ - >
All Access Obje..|® « == Table1r Close Object Button x
[} - Click toAdd -
Search.. 0
* [MNew) |
Tables 2
= Tablel
Dialog Box
Launcher
Split Bar Y
Mavigation Buttons
Filter 5 h View Buttons
i eanc Status bar
Record: W < 1o0f1 v Search
NUM LOCK

Datasheet View

Mavigation Pane Access Work Area
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Starting Access

Search for online templates

Access

Recent

Inventory  Project  Sales Order

h

Custom web app

5

Contacts

You haven't opened any files recently. To browse for
a file, start by clicking on Open Other Files.

[@¥ Open Other Files
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Suggested searches:  Assets  Business

Contacts  Employee

Blank desktop database

Issue tracking

Sign in to get the most out of Office

Learn more

Asset tracking

Project management
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Creating a New Blank Database

Blank desktop database

C:\Users\Instructor\Documents\

ITEC102

The Blank database
template creates an empty
database file

Click the Browse for a
location button to specify a
name and location for the
new database

Specify a file name and
location and click OK to
save your specifications

Click the Create button to

create the blank database
file
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Creating a Database from a Template

» Click a template in the gallery
» Specify a name and location
» Click Create

Access opens in a new table in Datasheet View

ITEC102
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Understanding Views

» There are multiple ways to view a database object. The two views for
tables are Design View and Datasheet View.

» Design View is used to set the data types, insert or delete fields, and set the
Primary Key

» Datasheet View is used to enter and view the data for the records

@ Q TABLE TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

DY aB 12 [o1 EfDate&Time

cess : Database- C\Users\fallivenep\Desktop\access.accdb (Access 2007 - 201... ? - @ X

Pamela Joan Fallivene

\ =
Yes/No
View Short Number Currenc v - Validation
- T [il More Fields - -
ext
) wdd & Delete Properties Forma tting Field validation ~
D Datasheet View j Tablel -
b/- . ) y ID - |Click to Add  ~
3 Design View * (New)
E3 Tablel
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» A table is a collection of data about a specific topic, such as employee
mﬁiﬁbpé)mlr@customers. The first step in creating a table is
t fietd ta types. This can be done in either Datasheet View
or Design View but it is recommended to set up the table in Design View.

» Understanding Fields and Their Data Types

» Field - an element of a table that contains a specific item of information,
such as a last name.

» Field's Data Type - determines what kind of data the field can store.
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Fields and Their Data Types

Format Use to display

Short Text Alphanumeric data (names, titles, etc.) - up to 255 characters

Long Text Large amounts of alphanumeric data: sentences and paragraphs — 64,000 characters

Number Numeric data

Date/Time Dates and times

Currency Monetary values

AutoNumber Unique value generated by Access for each new record

Yes/No Yes and No values and fields that contain only one of two values

OLE Object Pictures, graphs, or other ActiveX objects from another Windows-based application

Hyperlink A link address to a document or file on the Internet

Attachment You can attach files such as pictures, documents, spreadsheets, or charts; each
Attachment field can contain an unlimited number of attachments per record, up to the
storage limit of the size of a database file.

Calculated You can create an expression that uses data from one or more fields. You can

designate different result data types from the expression.

Lookup Wizard

Displays either a list of values that is retrieved from a table or query, or a set of values
that you specified when you created the field. The Lookup Wizard starts and you can
create a Lookup field. The data type of a Lookup field is either text or number,
depending on the choices that you make in the wizard.

ITEC102
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To Create a Table in Design View:

1. Click on the Create tab

2. Click on Table

3. Switch over to Design View on the Home tab

4. If prompted to save the table, enter a name and click on OK

5. Type the field names and select the appropriate data type for each field
6. Continue until all fields are added

ITEC102
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To Create a Table in Design View:

Note: The order that you enter the field names is the order the fields will appear in the table.

—&
£ 1 &
|
|
|

ITEC102
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Setting a Primary Key

>

The Primary Key is the unique identifier for each record in a table. Access will
not allow duplicate entries in a primary key field. When creating a new table,
Access automatically creates a field “ID"with the autonumber data type, and

assigns this as the Primary Key.
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Zc Insert Rows El

2 Delete Rows

FD

B3
Relationships ~ Object

Dependencies
Relationships

View  Primary & Modify Look Property Indexes Create Data Rename/
- Key e Modify Lookups |~ grecy Macros - Delete Macro

Views Tools Show/Hide Field, Record & Table Events

students_info
All Access ... @ « || =2 n

Field Name Data Type
Search... .
= ¥ stdid AutoNumber

Tables A1l name Short Text
B students info surname Short Text

department Short Text

regist_date

General | Lookup

Field size Long Inteqer
Format

Decimal Places Auto

Input Mask

Caption

Default Value 0

Validation Rule
Validation Text

Required No
Indexed No
Text Align General

Field Properties

Description (Optional)

The data type determines the kind of values that
users can store in the field. Press F1 for help on
data types.

Create a table information you should define Field name and Data type and click S
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Entering Data in a Table

» The Datasheet View button under the Home tab must be clicked to enter
the registration information to be placed under the Field Name.

A” AcceSS LR j students_info
Search... Ol Field Name
7 stdid

Tables name

B students_info surname
department
regist_date
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Search..

Tables

j students_info

All Access ... @ «

j students info

stdid  « name - sumame - department - regist date « ClicktoAdd «

1 Pinar KUMYALILI  Information Tee  11.9.2013
2 Cihan UNAL Information Ter  11.9.2014
* (New)
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Relational Database

» A relational database is a set of formally described tables from
which data can be accessed or reassembled in many different ways without
having to reorganize the database tables.

» For example, it is possible to format the Section column in the Student_info
table using information in a table named department_info. For this, a second
table must be created first.

» To add a new table, click the Table button on the Create tab.

» To switch to the design screen, click the Design View button and enter the
table name in the Save As window.
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Relational Database

ST

) i, PRI O U TR AU

AH ACCESS ® « j fo f department info

search y Field Name Data Type Description (Optional)
7 department_name Short Text

Tables A »

department_code

j department info

Properies
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Relational Database

L4 F ro m th e Des i g n Vi eW, [\‘/' n,_ Y ;,.ﬁs:enciq; 'Y-S:\:W % @lNew X Totals H :_;P;F-L[f Cal (et

Advanced~ Hsave ' Spelling

you must specify the o e ™ e e e B e VU AT 2 TS
Field Name and Data s & e e i

Type for each column SR

separately.

 The Save button

should be clicked
once the design
phase is complete.
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Relational Database

After returning to the Datasheet View window, the data can be entered.

i o —
& H ¥ L\‘(‘ I Y 4l Ascending T Selection - o = New IZ Totals Hl < Replace T
-( Descending = Advanced ~ ) -H\avp v Spelling 2 GoTo~
FILE HOME CRE Vnt-w Filter '\!;:ll‘(l—gh - ElMore - Find I select- B I U A - o
o 4 viey Clipboard . Sort & Filter Record Find
] ™ All Access 8« |: tudents_info ‘: department info
: Ll " h 0 department_ = department_ « Click to Add ~
- earch..
View Paste B ‘ computer 35t
: . information tec 3T
3 department.info math AS
BB students.int music MC
B Datasl_\eet View pharmacy P7
L]
\J
t‘u/ Design View
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Relational Database

» In the department column which is in student_info table, to select data from
department_info table select student_info table first and click design view.

» Then, select the Field Name that should be edited.

——
S-S A i b ( ion - = New 3ac Repl,

b{ D Y 4| Ascending Selection D == New ETotals H SacReplace [ o Detail) T

: i %) Descending T Advanced - Hsave W Spelling X 2 GoTo~
View Paste Filter Refresh in B I U A- Q - === F- B-

o - All- - E More - [ Select~ = | dul - = =
D I Sort & Filter Record s Find Text Formatting

Datasheet View j students_info |j department_info

b/‘ . ) 5 stdid - name - surname - department - regist_date - Click to Add -

¥, Design View 1 Pinar KUMYALILI  Information Tex 11.9.2013

2 Cihan UNAL Information Te« 11.9.2014

lj department_info 3 Ahsen KAYA Math
B3 students_info 4 Murat SAHIN Computer |V

#* (New)
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Relational Database

» The Lookup Wizard should be selected from the Data Type drop-down list.

ITEC102

FILE HOME

View  Primary
- Key

Views

All Access ...

Search..
Tables

B department.info

B students_info

CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

Test Validation
Rules

» 5 a

@ 2= Insert Rows El r D,g
Ex Delete Rows

= )
Property Indexes Create Data Rename, Relationships Object
8 Modify Lookups perty / o g

Sheet Macros ~  Delete Macro Dependencies
Tools Show/Hide Field, Record & Table Events Relationships
T students_info | = department_info
Field Name Data Type Description (Optional)

¥ stdid AutoNumber

name Short Text

surname Short Text

department

regist_date

cup Wizard

Field Praperties
General | Lookup

Field Size

Format
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Relational Database

» From the next page the default value is "' | want to lookup field to get the
values from another table or query " select, and then click on the Next
button.

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its
values?

(@)1 want the lookup field to get the values from another table or
query, i

() I will type in the values that I want.

Cancel Next >

ITEC102
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Relational Database

» The next page should select the table from which the data will be pulled,

Next button.
»  Your table must be department_info

and then click the

ITEC102

J— v mms f— =x Delete Rows - = —— j—— — —
View  Primary Builder Test Validation B Modify Look Property Indexes Create Data Rename/ Relationships Object
- Key Rules £Q Modify Lookups Sheet Macros = Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
= student info | ] departmentinfo \
All Access ... @ « |[— info = departmert _ i
Field Name Data Type Description (Optional)
Search... Pllg
D AutoNumber
EH  department info surname Short Text
Which table or query should provide the values for your lookup field?

= sudentinfe department Short Text

udent info . ,

B - regist_date Date/Time

General | Lookup
Field Size 255
Format

Table: student_info

View
(®) Iables () Queries () Bath
Gt | [ <ma

Field Properties
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Relational Database

» In the third step, department_name column should be selected, and then the Next button
must be clicked.

Data Type Description (Optional) department info
AutoNumber ame Data Type

Description (Optional)

‘Which fields of department_info contain the values you want included Short Text
Short Text — in yaur lookup field? The fields you select become columns in your Short Text ‘Which fields of department_info contain the values you want included
Date/Time lookup field. ort Te: —— in your lookup field? The fields you select become columns in your
Date/Time lookup feld.
Available Fields: Selected Fields: Available Fields: Selected Fields:
department_code > -
> >
< <
e <<
cancel < gatk Emish Cancel < Back Einish
Field Properties
Field Properties

255

ITEC102 36



Relational Database

» In the fourth step, column order should be select.

»  The column name must be selected from the drop-down list, the Ascending or Descending
alignment method must be applied, and then the Next button must be clicked.

What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.

W Ascending

2 v Ascending

Cancel < Back Finish

Field Properties
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Relational Database

 In the fifth step, the current list will be displayed.
* The Next button should be clicked.

ITEC102

Data Type Description (Optional)
AutoNumber
Short Text
How wide would you like the columns in your lookup field?
Short Text
Date/Time To adjust the width of a column, drag its right edge to the width you want, or double-click the

right edge of the column heading to get the best fit.

department_name
knmpmer
information technolc
math
music
pharmacy

Gred | <zt e

Field Properties
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Relational Database

Then click the Finish button and save the relationship between two tables.

Field Name Data Type Description (Optione
AutoNumber
me Short Text JE—
What label would you like for your lookup field?
tment Short Text
_date Date/Time —

Do you want to enable data integrity between these tables?

[]Enable Data Integrity

Casc

@) Restri
Do you want to store multiple values for this lookup?

[ Allow Multiple Values

Those are all the answers the wizard needs to create your lookup field.

Cancel ‘ ‘ < Back Next Einish

Field Properties

y !\! The table must be saved before relationships can be created. Save now?

Lookup

ITEC102
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Relational Database

» When a new record is added on the Datasheet View screen, the department column
information can be selected from the drop down list.

All~ e

Views Clipboard & Sort & Filter Records Find Text Formatting
A” ACCESS K j student_info ‘j department_info
Seorch. ¥o ID - name = | surname =~ department = regist_date = |Clickto Add =

Tables N 1 Pinar KUMYALILI Information Tet 11.9.2013

2 Cihan UNAL Information Te« 11.9.2014
B department info 3 Ahsen KAYA MATH 11.9.2015
B student.info 4 Murat SAHIN Computer 11.9.2016
* (New) b

computer
information tec

math

music
pharmacy
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