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ACCESS TUTORIALS- I & II

Fall 2003
Introduction

This tutorial has been designed to give an introduction to some of the basic features of MS Access. The tutorial will cover the following topics:

· Creating a database

· Creating tables 

· Changing the Field Properties in the tables

· Adding Lookup Tables

· Creating relationships 

· Adding Passwords to the database

· Creating simple forms using the Form Wizard

· Adding graphics and creating customized forms

· Creating forms using multiple tables

· Creating reports using the report wizard

· Formatting reports

· Creating Switchboards

Creating a database

1. In order to create a database, you will first have to open MS Access. In order to do this, go to Start(Programs( MS Access or go to Start(Programs(Office 97/2000( MS Access

2. Immediately you will see the small MS Access within the larger window. Since you will be creating a database from the ground up, click the option button beside “Bank Database,” and then click.

3. Immediately, the File New Database window will appear. Select the a:\ drive, and save the file as “tutorialdbm141.mdb.”

4. You will now see a small database window with tabs for tables, queries, forms, and reports, on your screen.

5. At this time all of the tabs will be empty, since you have not created any tables or forms.

Creating Tables in Access

Before we create the tables, let us look at the sample E-R model (below) and the corresponding relations (tables). 

The E-R model describes a simple student database, that helps us to store information about students, their names, addresses, majors, the courses they are taking, and the grades received by them on each of the courses. The database will also help us to store information about the courses and the instructors who teach these courses.

Sample E-R model









































































































































































































































Relational Model

STUDENT (S_ID, Name, Address, Major)

COURSE (Course_ID, Course_Name, Credits, Instr_ID)

INSTRUCTOR (Instr_ID, Instr_Name)

TAKES (S_ID, Course_ID, Grade)

We will now create the tables from our relational model and then create the relationships as shown in the E-R model.

1. To create a table, select the table tab, and click on New.

2. The New Table window will appear. Select Design View and click ok.

3. The design view of table window will appear, with three columns (Field, Data Type, and Description)

4. We will first create the Student Table.

5. In the first row of the Field Name, type in the field S_ID. 

6. Use the tab key to move to the data type column.

7. The data type will now become a list box. Select the number type, since we will only be storing digits in this field.

8. You can tab to the description column and type in a description of the field (for example: Student’s CSUS ID#)

9. Similarly, move to the next field and type in the three other fields (data types for name, address, and major are: text, text, and text)

10. We will now have to specify a primary key for the table.

11. In order to create a primary key, click on the column to the left of the Field Name column beside S_ID

12. Immediately, the entire row will be selected.

13. Now click on the small key icon located on the Access toolbar.

14. This will make the field S_ID as the primary key for the Student table.

15. Click on the disk icon to save the table.

16. Name the table ‘STUDENT.’

17. Similarly, create the COURSES, TAKES, and INSTRUCTOR tables.

Changing Field Properties of the Table

Access allows you to make several changes to the field properties and the data type. You can specify certain fields to required or mandatory fields, turn certain fields into combo boxes such that users can select from any of those options, specify validation rules such that values in that field will have to be within the specified range, etc. In this tutorial, we will make the ‘Name’ field as required, and the major field as a combo box with a set of values. We will add a validation rule on the Credit field under the Courses table.

To make a field ‘required’

1. Select the table Student from the table tab and click on Design.

2. You will see the design view of the table on your screen.

3. Select the field “Name.”

4. In the General tab of the Field Properties (located at the bottom of the screen), click on the space beside the property ‘Required.’

5. Immediately, you will see that it will turn into a list box.

6. Click on the down arrow, and select Yes.

7. This will make the ‘name’ field as a required field.

8. Keep the property “Allow zero length” as No.

To make the major field as a combo box

1. Select the major field and then click on the Lookup tab under the Field Properties.

2. Click once on the space beside the word ‘Text Box’ 

3. Immediately, this field will turn into a list box.

4. Click on the arrow and select ‘combo box.’

5. Immediately, you will see a number of properties.

6. Click the arrow beside the row source type property and select ‘value list.’ This will enable you to specify certain values for this field.

7. Move to the row source property and type in certain majors using a semi-colon between each value (For example: Accounting; information systems; management; marketing; international business)

8. Save your table.

To Specify Validation Properties

1. Select the Course table and click on Design.

2. Once you are in the design view, select the field Credit and go down to its Field properties.

3. In the text box beside ‘Validation Rule’ under the General tab, type in “>0 And <9”.

4. This will ensure that the allowable credits for any course can be any number from 1 to 8.

5. In the space beside validation text, type in “Course credit can only be from 1 till 8”.

6. Whenever a user types in a number greater than 8 and less than 0, an error message will pop up, displaying the validation text message.

Adding Lookup tables

In the above example, we created a simple lookup table where we inserted values by hand. You can also create a more complicated lookup table where you can get values from another existing table. By this time you should have created the Courses, Takes, and the Instructor tables. Lets say we want to make the Course_ID and the S_ID fields of the Takes table as lookups, such that users can select values from the combo box, instead of having to type in the values again.

1. Select the Takes table from the table tab and click on Design.

2. You will now see the design view of this table.

3. Click on the field S_ID and then select the Lookup Tab under the Field Properties (located below).

4. Change the Display Control from Text Box to a Combo Box (use the down arrow).

5. Select Table/Query as the row source type.

6. In the property row source, click on the list box arrow and select the STUDENT table.

7. Make sure that the Bound Column property has a value of 1. This will ensure that the values of the first column of the STUDENT table (S_ID) will be displayed as the values of the combo box for S_ID under the TAKES table.

8. The value of the Column Count property should be 1, since we only want to select the values of one column of the STUDENT table.

9. Click on the disk icon to save the current changes to your table.

Creating Relationships

So far, we have only created the tables and changed some of the field properties. The relationships specified in the E-R model has not been incorporated. In order to create the relationships:

1. From the main window of MS Access, select the icon called relationships (located in the upper toolbar showing three boxes joined by lines).

2. The relationships window will open, with a small embedded window called Show Tables.

3. Select the STUDENT table first and click on ADD.

4. Similarly, select the three other tables and click on ADD.

5. You should now be able to see all the four tables on the Relationships window.

6. Since MS Access does not allow you to create many-to-many relationships, you will have to create separate one-to-many relationships between STUDENT and TAKES and between COURSES and TAKES.

7. In order to create these one-to-many relationships, select S_ID under the TAKES table and without removing your mouse, drag and drop it on the S_ID under the STUDENT table. 

8. Immediately, the Relationship window will appear.

9. Select the check box beside Enforce Referential Integrity.

10. Make sure that the Relationship Type is one-to-many and click on Create.

11. Similarly, drag the Course_ID from the TAKES table and the Instr_ID from the COURSES table and drop them on the Courses and the Instructor tables respectively.

12. Save your current changes.

Now enter the sample data (refer to the handout) into the respective tables.

Adding Passwords to the Database

For security reasons it is often preferable to make your database password protected, so that unauthorized personnel cannot access it or make any changes to it without your knowledge.

1. First close your database by clicking on the ‘X’ icon.

2. Now go to Files(Open Database

3. Select the “tutorialdbm141.mdb” and click on the check box beside “Exclusive” to select it.

4. Now click open.

5. Once your database is open, go to Tools(Security( Set Database Password.

6. Immediately, the Set database password will open.

7. Type in a password in the first text box, and then retype it in the Verify text box to confirm it.

8. You can now close your database.

9. Go to File(Open Database.

10. Select your database and click open.

11. The Password Required window will appear.

12. The database will open after you have typed in the correct password.

13. You can unset the password later on if you don’t want your database to be password protected.

14. To do this, close your database, and open it again in exclusive mode.

15. Then select Tools(Security(Unset Database Password.

16. You will have to type in your password one last time to unset it.

This concludes the first part of our MS Access Tutorial. Make sure you have saved all the tables in your disk.

In this part of the tutorial, we will focus on creating some custom forms and reports that will enable users to enter data, view certain information in the form of reports, etc. In this section, we will first create a Student form that will enable users to enter information about the Student’s name, his/her address, major, etc. Remember that this is only a sample form. You can enter as many fields in the form as possible.

Creating simple forms using the Form Wizard

1. Go to Start(Programs(MS Access( Open Existing Database.

2. Select the database “tutorialdbm141.mdb” and click on open.

3. Now select the Forms tab. It should be empty, since you have not created any forms so far.

4. Now click on New.

5. Immediately, the New Form window will appear.

6. Select Form Wizard and click on OK.

7. The Form Wizard window will appear on your screen.

8. From the list box titled Tables/Query, select the STUDENT table.

9. Immediately, in the section under Available Fields, the fields under the STUDENT table will appear.

10. Since you would like to see all the fields in your form, click on the double arrows, and the fields will appear under Selected Fields.

11. Now click Next.

12. Select the Columnar option button and click Next.

13. You can select a style of your choice (I personally prefer the International style) and click Next.

14. Type in a title for the Form (STUDENT) and the select the option button titled “modify the form’s design” and click on Finish.

15. This will now open our form in a design mode so that we can make certain changes to its layout.

Adding Graphics and Creating Customized Forms

A form has three main sections: header, details, and footer. While the details section will change with each record, the header and footer section will remain constant irrespective of the record being displayed. You can add labels in the header section and command buttons in the footer section. First, create some space in the header and the footer section. Drag the line dividing the header and the details section down, and this will create some space in the form header section. Similarly, drag down the line at the end of the footer section, and this will create some space in the footer section.

To Add a Label in the Header Section

1. Select the label icon (Aa) from the floating tool bar and drop it in the form header section.

2. Type in “Student Information” in the label and press Enter.

Adding a Graphic Image to the Form

1. Click on the image icon (a small picture with a mountain and the sun) and drop it in the detail section.

2. Immediately, the Insert Picture window will appear.

3. Select the image of your choice from the appropriate. In this tutorial you can go to Programs(MS FrontPage Files(Clipart( Clip1, select any one of the images, and click OK.
4. You will now see the inserted image in your form.
Inserting a new Combo Box in the Form

You will now create a combo box for the Major field such that users can select a particular major and see all the student records under that major.

1. Select the combo box icon from the floating tool bar and drop it in the header section of your form.
2. Immediately, the Combo Box Wizard window will appear.
3. Select the option button titled “Find a record on my form based on the value I selected in my combo box” and click Next.
4. Now select the Major field and click on the single right arrow, such that the values in the Major field will be the values of the combo box, and click Next.
5.  Keep the “hide Key Column” checked and click Next.
6. Make the label of the combo box “Select a Major” and click on Finish.

7. You can now see your updated form by clicking on the View icon on the upper left- hand corner of your screen.

Adding Some Basic Command Buttons to the Form

We will now create some basic command buttons that will allow users to insert and delete records.

1. Select the command button icon from the tool bar and drop it in the footer section of the form.

2. Immediately, the Command Button Wizard window will open.

3. Select the Record Operations category, the Add New Record action, and click Next.

4. Select the option button Text (you can change the caption of the button if you like) and click Next.

5. Name the button cmdAdd and click Finish.

6. Using steps 1 to 5, create a delete button (Select the Record Operations category and the Delete Record action).

7. Save the button as cmdDelete.

8. Save changes to your form.

Creating Forms Using Multiple Tables

We will now create a form related to multiple tables. Say, for each student, you would like to enter the different courses that he/she has taken. The student information will come from the STUDENT table, and the course information will come from the COURSE table.

1. From the main database window, select the forms tab and click on New.

2. From the New Form window select Form Wizard.

3. In the Form Wizard window select the STUDENT table, select the fields S_ID, Name, and Major by clicking on the single right arrow. Don’t click Next yet.

4. Now, select the table Course, select the fields Course_ID and Course_Name by clicking on the single arrow, and then click on Next.

5. Under “How do you want to view your data,” select “by Student” and click Next.

6. Select the tabular layout and click Next.

7. Select a style of your choice (I prefer the international style).

8. Enter the title of the main form as “Student Info” and the title of the course sub form as “Course” and click Finish.

9. Save the changes to your database.

Creating Reports Using the Report Wizard

We will now create a grade report for the student.

1. From the main database window, select the Reports tab.

2. It should be empty since you have not created any reports as yet.

3. Click on New and from the New Report window, select Report Wizard.

4. Immediately, the Report Wizard window will appear.

5. Select S_ID and Name from the Student table. Do not click Next as yet.

6. Now select Course_ID and Course_Name from the Course table. Do not click Next as yet.

7. Finally, select Grade from the Takes table and click Next.

8. Select “by student” under “How do you want to view your data?” and click Next.

9. Since you don’t want to add any more grouping levels, just click Next again.

10. Ignore the sorting order and click Next.

11. You can select any layout for your report (for example: stepped) and click Next.

12. Select an appropriate style (My personal preference is Corporate).

13. Specify a title for your Report (for example: Grade Report) and click Finish.

14. Save changes to your database.

Formatting Reports

Just like the forms, you can format reports by adding images, adding special effects, changing colors, etc. Here are a few samples:

Adding Images to the Report

 If you want to add the University logo on the Grade Report:

1. Click on the image icon from the floating tool bar and drop it inside the Report Header Section in the Design View of the Report.

2. Immediately, the Insert Picture window will appear.

3. Select the appropriate image from the list of images and click OK. The image should now be inserted on your report.

Adding Special Effects

1. Select the label Grade Report in the Report Header section.

2. Right-click on it and select Special Effects(and the shadowed box icon.

3. This will add a shadowed effect on your Report Header.

Creating Switchboards

A switchboard is like the main form for your database, that gives users access to all the different forms, tables and reports within that database. In this tutorial we will create a switchboard with three command buttons. By clicking one button, the users will be able to open the Student form, by clicking the second button the users will be able to exit the database, and by clicking the third button, the users will be able to exit Access. Before you create the switchboard form, you will have to create some macros that will be used to open forms, and close databases in the switchboard.

Creating Macros

 We will create three different macros.

1. From the main database window click on the macros tab.

2. It should be empty, since you have not created any macros so far.

3. Click on New.

4. Immediately, you will see the Macro window.

5. Click on the macro names icon on the upper tool bar to include the Macro names column in your window.

6. In the first row of the window under Macro names, type "Student."

7. Tab to the action column, and from the list box select "OpenForm."

8. Tab to the Comments section and type in "Open Student Form."

9. Now move down to the Action Arguments section.

10. From the list box beside Form name, select the Student form.

11. Select Form as the View type.

12. Create two more macros: ExitDB and ExitAccess.

13. The Action type for ExitDB should first be Close.

14.  Once you select close, the action arguments section will display three different properties: object type, object name, and save.

15. Select object type as form and object name as "Switchboard."

16. Leave the Save type as Prompt (This means that before closing the Switchboard, a save prompt will be shown to the user).

17. Now Move to the row after ExitDB.

18. Tab to the Action column and select the action SendKeys.

19. Tab to the Comments section and type in "Activate Database window."

20. In the keystrokes property under Action Arguments, type in "{F11}."

21. This will activate the database window as soon as the switchboard is closed.

22. Now create the third macro called ExitAccess.

23. The action will be Close and type in "Close Switchboard" in the Comments section.

24. This will close the switchboard prior to quitting Access.

25. In the Action Arguments section select form as the object type, and switchboard as the object name.

26. Now move to the action column on the next row and select Quit from the list box.

27. Click on the save icon to save this group of macros (call the macro group tutorialmacro).

Creating the Switchboard Form

We will now create the switchboard form, add the command buttons and attach the macros to it.

1. Go to Tools(Database Utilities(Switchboard Manager

2. A message box will open asking you whether you want to create a switchboard.

3. Click Yes.

4. The Switchboard Manager window will open with a default Main Switchboard.

5. We will edit this Switchboard, so click on Edit.

6. The Edit Switchboard Page will open.

7. Change the Switchboard Name to Student and Course Database.

8. Move to the section under 'items on this Switchboard and click on New (we will now add the macros).

9. The New Switchboard item window will appear.

10. Type in &Student in the text tab.

11. From the list box beside Command, select Run Macro.

12. From the list box beside macro, select tutorialmacro.Student and click OK.

13. Similarly create the switchboard items for Exiting the database (&Exit Database as text, Run Macro as Command, and tutorialmacro.ExitDB as Macro) and Exiting Access (&Exit Access as Text, Run Macro as Command, and tutorialmacro.ExitAccess as Macro).

14. Save changes to the database.

15. Close the Edit Switchboard Page.

16. Close the Switchboard Manager Page.

17. Select the forms tab, highlight Switchboard, and click on Open to view the Switchboard form.

Formatting the Switchboard

You may want to change the title (label) of the Switchboard form. To make the necessary changes:

1. Open the Switchboard in design mode.

2. Right-click on the label and select Cut.

3. This will remove the first layer of the label.

4. You will notice that there is still one more layer of the label.

5. Right-click on the label again and select Cut.

6. This time the full label should disappear.

7. From the toolbox (you can go to View(toolbox to see the toolbox), select the label icon (Aa) and drop it in the top green portion of the switchboard.

8. Type in "Student and Course Information."

9. While the label is highlighted, select the bold and the italicize icon from the upper toolbar to make it bold and italicized.

10. Click on Format(Size(To Fit, to resize the label box so that the entire label is shown.

11. You can change the color of the font by clicking on the palette icons.

12. Finally, select the Special Effects icon on the extreme right of the upper toolbar and click on the shadowed option to make the label have a shadowed effect.

13. Save the changes to the database.

14. Select Switchboard and Open to see the modified Switchboard form.

Hope you found the tutorial useful. Let me know at xiongy@csus.edu if you have any questions.
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