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Objectives

• Describe databases and database 
management systems

• Start Access
• Describe the features of the Access 

desktop
• Create a database
• Create a table and add records
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Objectives

• Close a table
• Close a database and quit Access
• Open a database
• Print the contents of a table
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Objectives

• Create and use a simple query
• Create and use a simple form
• Create and print a custom report
• Design a database to eliminate 

redundancy
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Access Database 

• Creating a database is a two-step process: 
– Build the structure and saving the table
– Add records to the table (p. AC 22)



6Access Project 1: Creating and Using a Database

Starting Access

• Click the Start button on the Windows 
taskbar, point to All Programs on the Start 
menu, and then point to Microsoft Office 
on the All Programs submenu

• Click Microsoft Office Access 2003
• If the Access window is not maximized, 

double-click its title bar to maximize it
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Starting Access, (p. AC 7)
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Creating a New Database, (p. AC 
10)

• 1. Insert a formatted USB flash drive, if 
desired

• Click the New button on the Database 
toolbar to display the task pane

• Click the Blank Database option in the 
task pane, and then click the Save in box 
arrow
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Creating a New Database 1. 
• Click the New button on the Database window 

toolbar; or click the New icon); or click Blank 
Database in the Task Panel (p.AC10)
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Creating a New Database

• 2. Click the File name text box
• Use the BACKSPACE key or the DELETE 

key to delete db1 and then type Ashton 
James College as the file name

• 3. Click the Create button to create the 
database,  p. AC 11



11Access Project 1: Creating and Using a Database

Click the Create button to create 
the database,  p. AC 11
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Creating a New Database
• 3. Click the Create button to create the database (p. AC 

11). The database window appears in the Microsoft 
Access window.
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Creating a New Database
• The Microsoft Access Window (p. AC12-15)
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Creating a Table

• An Access database consists of a 
collection of tables. (p. AC 15-17)
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Creating a Table
• 1. Click the New button on the Database 

window toolbar (p. AC17)
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Creating a Table
• 2. Click Design View and then click the OK 

button (p. AC 18)
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Creating a Table

• 3. Double-click the title bar of the Table1 : 
Table window to maximize the window 
(AC 18)
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Creating a Table
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Defining the Fields in a Table

• 1. Type Client Number (the name of the first 
field) in the Field Name column and then press 
the TAB key (p. AC 19)

• 2. Because Text is the correct data type, press 
the TAB key to move the insertion point to the 
Description column
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Defining the Fields in a Table (AC 
19)

• 2. type Client Number (Primary Key) as 
the description, and then click the Primary Key 
button on the Table Design toolbar
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Defining the Fields in a Table

• 3. Press the F6 key (p. AC 19-20)
• 4. Type 4 as the size of the Client Number 

field (p. AC 20; Field Size, Fig. 1-16)

Field Size should be 4
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Defining the Fields in a Table (AC 
19-20)

• 4. Press the F6 key to return to the 
Description column for the Client Number 
field, and then press the TAB key to move 
to the Field Name column in the second 
row
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Defining the Fields in a Table (AC 
19-20)



26Access Project 1: Creating and Using a Database

Defining the Fields in a Table

• 5. Use the techniques illustrated in the 
previous four steps to make the entries 
from the Client table structure shown on 
the following slide, up through and 
including the name of the Amount Paid 
field (p. AC 20)
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Fig. 1 – 10a, p. AC 15
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Defining the Fields in a Table
• 5. Click the Data Type box arrow (p. AC 20)
• 6. Click Currency and then press the TAB key
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Defining the Fields in a Table

• 6. Make the remaining entries from the 
Customer table structure shown on the 
following slide (p. AC 20)
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Figure 1-109, p. AC 20
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Defining the Fields in a Table

Currency Field Size is 
automatically assigned  (AC 17)
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Correcting Errors in the Structure, 
p. AC 21
• When creating a table, check the entries 

carefully.
• Correct errors using the backspace key if 

in the field; clicking the entry and 
correcting; clicking the row selector and 
deleting an unwanted field; highlighting a 
field and clicking Insert to add a field

• The primary key can also be corrected.
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Correcting Errors in the Structure, 
p. AC 21
• When creating a table, check the entries 

carefully.
• Correct errors using the backspace key if 

in the field; clicking the entry and 
correcting; clicking the row selector and 
deleting an unwanted field; highlighting a 
field and clicking Insert to add a field

• The primary key can also be corrected.
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Closing and Saving a Table

• 1. Click the Close Window button for the 
Table1: Table window (Be sure not to click 
the Close button on the Microsoft Access 
title bar, because this would close 
Microsoft Access)  (AC 21)
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Closing and Saving a Table
• Click the Yes button in the Microsoft Office 

Access dialog box, and then type Client as the 
name of the table (AC 21)

• Click the OK button in the Save As dialog box
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Closing and Saving a Table
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Closing and Saving a Table
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Adding Records to a Table
• Right-click the Client table in the Ashton James College : 

Database window
• Click Open on the shortcut menu
• Type BS27 as the first customer number.  Be sure you 

type the letters in uppercase so they are entered in the 
database correctly

• Press the TAB key to complete the entry for the Client 
Number field

• Type the following entries, pressing the TAB key after 
each one: Blant and Sons as the name, 4806 Park
as the address, Hammond as the city, TX as the state, 
and 76653 as the zip code
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Adding Records to a Table

• 1. Right-click the Client table in the Ashton 
James College : Database window (p. AC 
23)

• 2. Click Open on the shortcut menu



41Access Project 1: Creating and Using a Database

Adding Records to a Table



42Access Project 1: Creating and Using a Database

Adding Records to a Table

• 3. Type BS27 as the first customer 
number.  Be sure you type the letters in 
uppercase so they are entered in the 
database correctly (p. AC 23)

4. Press the TAB key to complete the entry 
for the Client Number field
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Adding Records to a Table

• 4. Type the following entries, pressing the 
TAB key after each one: Blant and 
Sons as the name, 4806 Park as the 
address, Hammond as the city, TX as the 
state, and 76653 as the zip code (AC 24)
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Adding Records to a Table
• 5. Type 21876 as the Amount Paid amount and 

then press the TAB key (p. AC 24)
• Type 892.50 as the current due amount and 

then press the TAB key
• Type 42 as the trainer number to complete data 

entry for the record
• 6. Press the TAB key
• 7. Use the techniques shown in the previous four 

steps to add the data for the second record 
shown on the following slide (p. AC 24)
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Adding Records to a Table
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Correcting Errors in the Data (p. 
AC 25)
• When entering data into a table, check the 

entries carefully.
• Correct errors using the backspace key if 

in the field; clicking the entry and 
correcting; clicking the record selector and 
deleting an unwanted field; clicking the 
New Record button to add a record.
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Closing a Table and Database 
and Quitting Access
• Click the Close 

Window button for the 
Client : Table window

• Click the Close 
Window button for the 
Ashton James 
College : Database 
window

• Click the Close button 
for the Microsoft 
Access window
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Opening a Database

• Start Access
• If the task pane appears, click its Close 

button
• Click the Open button on the Database 

toolbar
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Opening a Database

• Click the Look in box 
arrow and click the 
source

• Click Ashton James 
College

• Click the Open button 
in the Open dialog 
box
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Adding Additional Records 
to a Table (p. AC 28)

• 1. Right-click the Client table in the Ashton 
James College : Database window, and 
then click Open on the shortcut menu

• When the Client table appears, maximize 
the window by double-clicking its title bar

• 2. Click the New Record button
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Adding Additional Records 
to a Table
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Adding Additional Records 
to a Table
• Add the remaining records shown on the 

following slide using the same techniques 
you used to add the first two records

• Click the Close Window button for the 
datasheet
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Adding Additional Records 
to a Table

Figure 1-10b, p. AC 16



54Access Project 1: Creating and Using a Database

Adding Additional Records 
to a Table
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Using the Simple Query Wizard to 
Create a Query (p. AC 34)
• 1. With the Tables object selected and the 

Client table selected, click the New Object 
button arrow on the Database toolbar
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Using the Simple Query Wizard to 
Create a Query (p. AC 34)
Queries are simply questions, the answers 

to which are in the database.
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Using the Simple Query Wizard to 
Create a Query (p. AC 34)
1. click the New Object button arrow on the 

Database toolbar
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Using the Simple Query Wizard to 
Create a Query (p. AC 34-36)

• 2. Click Query on the New Object list (AC 35)
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Using the Simple Query Wizard to 
Create a Query (p. AC 35)
• 3. Click Simple Query Wizard, and then 

click the OK button

Access Simple Query Dialog Box
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Using the Simple Query Wizard to 
Create a Query (p. AC 34)
• 4. Click the Add Field button to add the 

Client Number field
• Click the Add Field button a second time 

to add the Name field

Add 
Field 
Button
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Using the Simple Query Wizard to 
Create a Query (p. AC 34)
• 4. Click the Add Field button a second 

time to add the Name field
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Using the Simple Query Wizard to 
Create a Query (p. AC 35)
• 4. Click the Trainer Number field, and then 

click the Add Field button to add the 
Trainer Number field
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Using the Simple Query Wizard to 
Create a Query
• 5. Click the Next button, and then type 
Client-Trainer Query as the name 
for the query (p. AC 36)
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Using the Simple Query Wizard to 
Create a Query
• 6. Click the Finish button to complete the 

creation of the query (p. 36)
• 7. Click the Close Window button for the 

Client-Trainer Query : Select Query 
window
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Using a Query (p. AC 36-38)

• If necessary, click the Queries object.  
Right-click the Client-Trainer Query

• Click Design View on the shortcut menu
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Using a Query (p. AC 36)
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Using a Query (p. AC 36)

• 3. Click the Criteria row in the Trainer 
Number column of the grid, and then type 
42 as the criterion



68Access Project 1: Creating and Using a Database

Using a Query (p. AC 38)

• 4. Click the Run button on the Query Design 
toolbar
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Using a Query (p. AC 38)

• 5. Close the window containing the query results 
by clicking its Close Window button

• When asked if you want to save your changes, 
click the No button
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