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How to . . . .Create & Use a Database

Create Tables

All the data in a database are held in tables. A table is a set of records, all of which have the same lay-out.  Each record holds information on one item (or person).  We created tables in the Design view.

Click Tables under Objects, and then click New on the Database window toolbar. 

Double-click Design View

Click in the Field Name column and type a unique name for the field. 

In the Data Type column, keep the default (Text); or click in the Data Type column, click the arrow, and select the data type you want. 

In the Description column, type a description of the information this field will contain. This description is displayed on the status bar when adding data to the field and is included in the Object Definition of the table. The description is optional. 

Define a primary key field before saving your table. Select the field or fields you want to define as the primary key. 

To select one field, click the row selector for the desired field. 

To select multiple fields, hold down the CTRL key and then click the row selector for each field. Click Primary Key on the toolbar.   (The Yale Key)

Link Fields between Tables

Close any tables you have open. You can't create or modify relationships between open tables. 

Press F11 to switch to the Database window. 

Click Relationships on the toolbar. 

If you haven't yet defined any relationships in your database, the Show Table dialog box is automatically displayed. If you need to add the tables you want to relate and the Show Table dialog box isn't displayed, click Show Table on the toolbar. 

Double-click the names of the tables you want to relate, and then close the Show Table dialog box. To create a relationship between a table and itself, add that table twice. 

Drag the field that you want to relate from one table to the related field in the other table. 

To drag multiple fields, press the CTRL key, click each field, and then drag them. 

In most cases, you drag the primary key field (which is displayed in bold text) from one table to a similar field (often with the same name) called the foreign key in the other table. 

The Edit Relationships dialog box is displayed. Check the field names displayed in the two columns to ensure they are correct. You can change them if necessary. 

Set the relationship options if necessary. For information about a specific item in the Edit Relationships dialog box, click the question mark button, and then click the item. 

Click the Create button to create the relationship. 

Repeat steps 5 through 8 for each pair of tables you want to relate. 

When you close the Relationships window, Microsoft Access asks if you want to save the layout. Whether you save the layout or not, the relationships you create are saved in the database. 

Create a Form

A form is a designed layout for viewing, editing or inputting records.  We used the Forms Wizard to create our forms.  

In the New Form dialog box, click the wizard that you want to use. A description of the wizard appears in the left side of the dialog box. 

Click the name of the table or other record source that includes the data you want to base your form on. 

Note   You don't need to do this step if you selected Form Wizard or PivotTable Wizard in step 3 — you can specify the record source for the form later. 

Click OK. 

Follow the instructions in the wizard.

Create a Query

Use the query wizard to create the initial query and select the modify option before clicking finish.  When you open a query in Design view, or open a form, report, or datasheet and show the Advanced Filter/Sort window, you see the design grid, which you can use to make a variety of changes to get the query results you want.

  Add or remove tables, queries, and fields

  Calculate amounts

  Limit results using criteria

  Sort records

Add or remove tables, queries, and fields
You can add a table or query if the data you need isn't in the query, or remove a table or query if you decide you don't need them. Once you add the tables or queries you need, you can then add the fields that you want to work with to the design grid, or remove them if you decide you don't need them.


A join line between field lists tells Microsoft Access how the data in one table is related to the data in the other.

You drag a field from the field list to a column in the design grid to show the field in the query results.

Calculate amounts
You can add the values in a field or do other computations with the data by specifying the type of calculation to perform. 

Use an aggregate function, such as Sum or Avg, to calculate one amount for all the records in each field in the design grid.

Use Group By to calculate separate amounts for groups of records in a field.

Limit results by using criteria
You can limit the records that you see in the query's results or the records that are included in a calculation by specifying criteria.

To limit the records in the query's results, enter criteria in one or more fields.

Use the Or row for alternative criteria in the same field.

Enter criteria for different fields. For example, for orders between 6/1/01 and 6/15/01 ...

... calculate total order amounts, but display only those that are more than $100,000.

Sort records
You can sort the query's results by specifying a sort order in the design grid.

If you specify a sort order for more than one field, Microsoft Access sorts the leftmost field first, so you should arrange the fields you want to sort from left to right in the design grid.

Sort by ascending or descending order, or remove a sort.

Use the asterisk in the query design grid 

To include all fields from a table in a query, you can either select each field individually or use the asterisk (*) wildcard character. Selecting the asterisk has an advantage over selecting all the fields: When you use the asterisk, the query results automatically include any fields that are added to the underlying table or query after the query is created, and automatically exclude fields that are deleted. 

When you use the asterisk, you must add fields along with the asterisk to the design grid before you can sort records or specify criteria for those fields. 

When you drag more than one field at a time, Microsoft Access places each field in a separate column. If you drag the asterisk to the grid, Microsoft Access places the table or query name in one column and attaches a period and asterisk to the name (for example, Categories.*). After either operation, the datasheet looks the same. 

If you type an asterisk in the Field row rather than dragging it, you must type the table name also. For example, type Customers.*. 

Considerations when designing or modifying queries in a multiuser environment
If you open a query to make design changes and someone else modifies the query design before you have finished, Microsoft Access displays a message telling you that the design has changed since you started working. You can either replace the new changes with your changes or save your version of the query with a different name. If others are using the query to view data while you're changing the design, they don't see the design changes until they close and reopen the query.
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