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In the course  IENG372/MANE372 :  

 

The concepts of information technology and their importance  within 

the framework of management of organizations and the ability to 

exploit continuous innovations in order to stay competitive in business. 

 

  Information Technology. 

  Basic data information concepts.  

  Appropriate theoretical concepts of decision making.  

  Systems Analysis, Structured analysis methodologies. 

  Information systems development methodologies. 

  Database management.  

  Decision support systems.  

  Expert systems. 
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  Data (plural for "datum" ) are simply facts or figures — bits 

of information, but not information itself. 

  When data are processed, interpreted, organized, structured or 

presented so as to make them meaningful or useful, they are 

called information.  

  Information provides context for data. 

  Information is data that has been processed in such a way as 

to be meaningful to the person who receives it. it is any thing 

that is communicated. 
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A database  (DB) is an organized collection of data. More specifically, a 

database is an electronic system that allows data to be easily accessed, 

manipulated and updated. 

It is used by an organization as a method of storing, managing and 

retrieving information.  
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Microsoft Access is a Relational Database Management 
System (RDBMS), designed primarily for home or small 
business use. 

 The database component of MS Office is designed to act as an 
intelligent electronic filing cabinet.  

 Like a manual filing cabinet, it enables you to :  

  collect sets of related data and keep the data organized; 

  update the data once you've collected them, by adding or 
deleting records and by changing existing records; 

 An electronic filing cabinet such as a database allows you also 
to easily and quickly use the data--sort them, create reports, 
merge the data with other documents, and so forth. 
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Within files, different terminology is used to describe the 

organization of data depending on the type of file in question. 

 

  Word processed files tend to organize data in paragraphs and 

sentences; 

  Spreadsheet files organize the data in rows and columns; 

 Database files organize the data into records and fields. 
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Access is an object-oriented relational database management 

system. The objects that make up any particular database that you 

create using Access are :  
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• an object which represents the data in rows and columns, rather like a spreadsheet. For this 
reason, when you view a table in an Access database, you are in what Access refers to as a 
Datasheet View. 

Tables 

• an object which makes a request to the database to find some set of data that is stored in 
the database. Queries 

• an object which gives the user another view of the data in the database. Whereas a Table 
allows the user to view multiples records at once, a Form displays the contents of just one 
record at a time. 

Forms 

• an object which is designed based on the data in the database and which is used to inform 
the user of the selected contents of the database. Reports 

• a special type of web page designed for viewing and working with data from the Internet. Pages 

• a sequence of instructions which can be carried out with a single click of the mouse button 
on a button in a toolbar or by pressing a key or keys on the keyboard. Macros 

• a collection of programming procedures designed to give programmer control over the 
Access database look and feel. Modules 
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If you  had chosen Way 1 :  

1-Select blank database 

2-Chose the name and 

the  location for your 

database 



>> The first table is created automatically 
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If you  had chosen Way 2 :  

Create your table manually by 
selecting  Table  
Or table design  

 



Now the first table is created (way 1 or 2) 
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Fields 
(columns ) 

Records 
(rows) 

The first field is created automatically. 

Name : ID 

Type   : Autonumber 
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If we right click on table name, we have 

many options : 
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And also  
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Save as : book details 
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Option 1 : 

Click on  

« click to add»  
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Option  2: 

Click on « Fields» , different types of fields will appear select the 

desired type. 
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Option 3 : 

Rigth Click on a given field and select «insert field» , A new field is 

created before ( in the left of) the  selected one. 
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Then you chose its type and rename it. 
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https://support.office.com/en-us/access
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Select the field that you want to 

move,keep pressing and drag 
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Method 1 : 
Drag 
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Method 2 : 
Right click on the 

field name  
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Method 1 : 
Right click on a record  
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Method 2 : 
Drag 
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You can use the Validation Rule property to require specific values, and 

the Validation Text property to alert your users to any mistakes.  

For example, entering a rule such as >100 And <1000 in the Validation 

Rule property forces users to enter values between 100 and 1,000.  

A rule such as [EndDate]>=[StartDate] forces users to enter an ending date 

that occurs on or after a starting date.  
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But if there are already some records whıch violate the new setting ( new validation 

rule) we will have to chose : 

YES : access will keep  these records and will  start testing from the future one, 

NO  : the nes valıdation rule will be deleted ,and  we will continue without testing  
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Entering text such as "Enter values between 100 and 1,000" or "Enter an ending 

date on or after the start date" in the Validation Text property tells users when they 

have made a mistake and how to fix the error. 
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Required field : 
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The field «Field» is now required , it is impossible to add a new 

record ( 5th) unless we fill that field for the 4th record 
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We can rename and modify our fields : 
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We want to set the field ID as a text and serial as an autonumber 
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So , we  will rename  the field «ID» to «serial» and vice versa. 
We can permutate the order of our fields by drag.  
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A primary key, also called a primary keyword, is a special relational 
database table column (or combination of columns) designated to uniquely 
identify all table records.  

It is a unique identifier, such as a driver license number, telephone 
number (including area code), or vehicle identification number (VIN).  

A relational database must always have one and only one primary key.  

A primary key’s main features are: 

• It must contain a unique value for each row of data (record). 

• It cannot contain null values. 

• A primary key is either an existing table column or a column that is 
specifically generated by the database according to a defined sequence. 
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You can use an input mask to 
validate data by forcing users to 
enter values in a specific way. For 
example, an input mask can force 
users to enter dates in a 
European format, such as 
2007.04.14. 
Or to enter a text containing 2 
capital letter and 2 numbers.... 

First click on «input mask»  
Then click on the «...» that appear 

To Change 
the field size  
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Press «Help» to see how to input 
your mask 
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> : the following caracters are  
capital. 
L : The user must enter a letter 
0: The user must enter a number 

When you input 
your mask press 
close and finish 
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After you design your table,go to 
«datasheet view» in order to 
enter your data. 
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We continue filling the table  
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