ACCESS - the basics

Task 1 — create a new folder called ‘ACCESS tasks’ and save it in your area.
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When you open Access|from the start menu you will see this page. You should
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select New Blank Database.
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It will ask you to name the table, consider the data it will hold and give it an
appropriate name. In this case it will be *Houses of pupils’.

The following screen should appear:

taske Yoabi  searrgiind © Datamane (Retews J007) © Adcrzaa® A =

e
- Mame  Conew neneme  Dutsasie Teee Degn -
[: ! l . ot Raes ~a t 3
3 - = = Dotete ey —
B ey .
o L0
A

y gty (ratwass
5 veki Convems || "Dt

AT e Ve
T
i Tatbey < o 1T e ot pee
Fhaenms o et A= Poid e Deta Type Dwsertptiom -
T Mowren of pasits : Tabhe B Autchanber ]
-
Nt Ammertier
GEea Lsstar
Pieta i Leng rgn
raew e repmere
Format
Cwsn
noemg 91 4 Duphoatey
‘."»1 A TAE fubi G A o T N (AR haay
Terd Mgy Gonpral sy 1meces Awny M1 tee bk e fo i
el



Tables organise data into columns (called fields) and rows (called records). In the
field name column type the following, moving down as you add each heading. Do
not alter the first field which is called ID and has been assigned as the primary key
(more about this later).

e Forename
e Surname
e Gender

e Age

e House

DATA TYPES

Once the fields have been set up, we must set up the data type for each field. The
data type determines what type of data each field can hold, for example text or
number. You now need to choose the data type for each of the fields you have set

up. .

Use the drop down list to make your selection.

If text is chosen, this includes numbers and
letters e.g. an address would contain both so s
text is the most appropriate option. Telephone numbers are more compllcatedl
They need to be text because otherwise if they are set to number the 0 at the
beginning is taken away.

FIELD SIZES

These are used to set the maximum number of characters that can be entered into a
field. This helps reduce the amount of storage space required to save the database.
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Work out the maximum amount of characters for
the fields, remember that spaces count as
characters. The default size is 255 characters.

Alter this to suit your data.



The values you have chosen do not need to match my suggestions shown
below exactly but should be similar:

Field Name Field size
e Forename 15
e Surname 25
e Gender 1
e Age 2
e House 10

PRIMARY KEY

In a database t is very important to set a primary key. A primary key is just simply
a field that will uniquely identify a record. Example: if we are thinking about a
school database, each pupil in the school will be a record. To identify a pupil it is
not possible to use any of the fields we have set in our database already, as there is
no single field that will identify a pupil. We cannot use forename or surname, as
often more than one pupil has the same. An office number is used to identify each
pupil, it is unique to each pupil.

This is all a primary key is.

VALIDATION

We can ensure that a field is not left blank when entering data by making it a
required field. | Select the drop down box by clicking on the arrow in the required
field and choosge ‘yes’. This will mean that data has to be entered.
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More validation:

In order to prevent mistakes in entering data, we can enter some more validation.
You have a field called gender which you have set a field size of either 1 or 6, so
that you can enter M or F or Male or Female, either way is fine.
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You must select validation rule and click on the box with 3 dots in it. \ This will pop
up the expression builder box, here you must enter the choices you will accept,
either M or F, or Male or Female, but you must use the buttons in the box to add the
word OR. Once you are done click OK. Access will now only let you enter the
choices that you have stated. You may wish to add validation text to give an
appropriate error message to the person entering data. For example — Only enter M
or F, thank you.

Now create a database showing all your classmates and their houses. You need to
do this is in Datasheet view.



