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* Microsoft Access is the most popular and powerful Relational Database
Management System (RDBMS) that serves as an integral part of the Microsoft
Office suite application.

* It has a graphical user interface. It is used to organise and manipulate a large
volume of data efficiently.

e It organises data in the form of tables.

* It provides the facility to create a relationship between these tables by using the
common fields. A relational database, enables to prevent the duplication of data.
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> COMPONENTS OF MICROSOFT ACCESS 2016

Before learning about the various functions of Microsoft Access, let us get familiar with the various components of

Microsoft Access window:
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TITLEBAR
Itislocated at the top of the window and displays the name of the current database.

QUICKACCESSTOOLBAR

This toolbar is present at the top-left corner of the Access window. It contains the most frequently used commanc
buttons. By default, it has three buttons, which are Save, Undo, and Redo.

RIBBON

It contains various tabs, each with several groups of relevant commands. Some tabs appear when you work witt
certain objectslike Forms. Such tabs are called Contextual tabs.

TELLMEWHATYOUWANTTODO

Itis a new feature, which can be used to get quick help on topics that you are looking for or the commands that yot
want touseinyourdocument.
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NAVIGATION PANE

This pane is present on the left side of the Access window. It displays the name of the objects used in the database,

suchas Table, Queries, Forms, Reports, etc.

NAVIGATION BUTTONS

As the name suggests, it helps in navigating through the records. The Navigation buttons display the current record

numberinanobject.

OBJECTTABS

The objects that you have opened in a database appear right above the work area in a tabbed form. Clicking on any
tab displays the contents in the Work area. To close the current tab, click on the cross button B8 on the right end of
thebar.

STATUSBAR

This baris located at the bottom of the window. Oniits extreme left, it displays the name of the current view, and on
its right, it displays four view buttons, which are Datasheet View, and Design View, PivotTable View and PivotChart

View.
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> CREATING A DATABASE

In Microsoft Access there are two ways to create a database, either by using a template
or creating a blank database. An Access template helps in creating a complete database
application that is ready to use. It contains four main objects like Tables, Queries, Forms,
and Reports, etc. that you need to perform a specific task.

CREATINGADATABASEUSINGTEMPLATES

One of the easiest way to create a tableis to use a template. Follow the given steps to
create adatabaseusing the template:

>

>

>

Open Access 2016.
You will find some listed templates on the right side of the window.

Select the tempilate from the displayed list. Here we have selected the Updated:
Students template.

You can get more
templates by clicking on
any category from the
Suggested searches or
use the search bar to look
for the Online templates.

The Updated : Students
task pane appears on the
coreen.

-—e——— — e | —— -

Figure 2 .35

__Figwre 2 3° Selecting Updated: Students Template
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Youcanworkonatableintwo views: Design view and Datasheet view.
DESIGN VIEW

In Design View of the table, you can enter the field names, their data types and
description. The Design View is divided into two parts:

Field Grid Pane

In this pane, youcan define the field names, their data types, and description.
Field Properties Pane

Thissectionis used to set properties forthe fields definedin the table.

DATASHEET VIEW

Datasheet View is used to enter ™ % I e =] sz . = =N s

. . . . e Frimary silder Test Walidat r.:'l h:::rtn:h"m Property Indexes Creste Dats Rename’ Relsticnships Object
data in a table. This view displays [~ A emmtie | mriane  m——— | o
the table as a grid. The fields are ? m— ::_'—.5“"‘“:..;::.“..3,,,.! osaee escrption (optionshl -
displayed as columns and the @ =
records are displayedasrows. The
fields names are listed as the T — B

Field 5 Lorg Inbeg

column header. When you double e ‘
click on the table name in the = = A e s e o £ 02 e o

------

Navigation Pane, it opens the

tablein the Datasheet View.
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SWITCHING BETWEEN VIEWS Figure 2.6: Displaying Table in Design View

Microsoft Access allows you to switch from one view to another W
by following either of the two options:

i

» C(lick on the View button™ present in the Views group either | View ot Eilter
onthe Hometab or Fields tabin the Views group and select the
desired view. Or m Y

Clickonthe Design View" " or Datasheet View ¥ buttons at the b( Design View

right corner of the Status bar.
Figure 2.7: Views of

a Table

2 ADDING A TABLE

Regardless of how you have created your database, you canadd new tables to an existing

databaseinvarious ways. These are:

» Addingtablesinthe Designview

Learning
Website: www.odmegroup.org Toll Free: 1800 120 2316

Email: info@odmps.org Sishu Vihar, Infocity Road, Patia, Bhubaneswar- 751024



0DM=»

EDUCATIONAL GROUP

Y Changing your Tomorrow

2 RULES FOR NAMING A FIELD

As you already know that a table has multiple fields and each field is unique to a table. Each field has its own name

and datatype. Following are some rules for naming a field:
» Afieldname canrange from 1to 64 characters.

» A field name can include letters, numbers, and some special characters. Generally, the underscore () sign is
used.

Afieldname cannot start withablank space.
Afieldname canbeinthe upper,lower, or mixed case.

Afieldname cannothave aperiod(.), exclamation (!), brackets ([ ]), or the grave account.

v v v | V¥

You can change the properties of a field name, i.e., storage size, format, and validation rule by specifying

certain characteristicsin the Field Properties pane.
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1. Whatis Ms Access?

e 2. Whatis Table?

e 3. Whatis Quick Access Tool bar?

4. How many way you can create Table?
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