MULTIMEDIA TRAINING KIT

Exercises: Creating a database in MS Access

Developed by: SANGONeT for the Association for Progressive Communications (APC)

Exercise 1: Open MS Access and create a new, blank database

1. Click on Start, Programs, Microsoft Access.

2. Access will open and present you with a window asking you to create a new database, or open an existing one.

3. Click on Blank Access database under Create a new database using.

4. Save the database with your name and click on Create.

5. You should see a window presenting options for you to start building your database.

6. For now, you can close the database by clicking on the x at the top right corner of this window.
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Exercise 2: Open an existing database with default layout 

An existing database, traindept.mdb, is loaded onto the computer for training purposes. We will work in it for this exercise.

1. Click on File, Open.

2. Click on traindept.mdb in My Documents.

3. The database will open in Access.

Exercises 3: Modify/delete existing records

1. Open the database you wish to work on.

2. Double click on a table to open it.

3. Change the data in any or all of the fields by clicking in the cell and typing.

4. Select a record for deletion by clicking on the appropriate record selector.

5. Press the delete key on your keyboard.

6. Save.

7. Close the table.

Add a record to a database table

8. Open the database you wish to work on.

9. Open the table you want to add a record to.

10. Click in the first empty field of the new record row.

11. Type in the attribute for that field.

12. Repeat until the record is entered, and enter any other records you need to.

13. Save.

14. Close the table.

Exercise 4: Search for help on font formatting

1. Click on the help icon.

2. Type in font formatting.

3. Click on Search.

4. Select one of the search results displayed at the top of the search box.

5. Close the help window by clicking on the x at the top right.

Exercise 5: Write down your statement of purpose

Write down a statement of purpose for the database you will create in this workshop. Try to make it something you can relate to, such as a tool for your organisation.

Exercise 6: Create tables (field names and data types)

1. Open the database you created in exercise1.

2. Click on Tables under the Objects menu on the left.

3. Double click on Create table in Design view.
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Database

4. Now you will enter all the fields (as provided by the trainer), as well as their properties.

5. Enter the first field name in the Field Name column.

6. Field names must be one word, or two words joined by an underscore e.g. field_name.

7. Now, click on the down arrow in the Data Type and specify what kind of data will be entered in this field.

8. Select AutoNumber, which will allocate a unique id number to each record in the table.

9. With AutoNumber, each record will automatically be assigned a number as you populate the database; you don’t have to fill it in yourself.

Table Data Types

10. Notice that the display at the bottom of this window changes (under the General tab).

11. Go to the next row in the table and enter the details for the remaining fields.

12. When you have finished, close table from the design view     
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