Creating a Database in MS Access 2007
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(Please download the accompanying csv file at www.jamesabela.co.uk to
make full use of this tutorial.)

More great resources at: http://www.jamesabela.co.uk
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A. Import Data into a Database

1. Click on Blank Database

2. Choose the folder where
you want to put the database Blank Database

ir W i Create a Microsoft Office Access database that does
a nd Cal l It Ma l aySIa n not contain any existing data or objects.

StUdentS” File Name:
Databasze2.accdb

C:\Usersimin chee\Documents),

[ Create ] [ Cancel ]
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3. Click on External Data and then click on Text file
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4. Use Browse to find the file
Check that the 1°* Radio button is selected

GetExternal Data-TextFile 0 - - L2 ]
Select the source and destination of the data {
Specify the source of the data.
File name: |y:\TFL\Year 9\Smart Skills Unit 9.2 World Citizens\esson_5\Malaysiandassdatal Browse...

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the spedified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

") Append a copy of the records to the table: |Tah/=1

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

") Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file,
However, you can add new records.
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5. Click
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6. Click on and

-
[==] Import Text Wizard

- — - ey
What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.
Choose the delimiter that separates your fields:
(7 Tab () Semicolon () Space () Other:
I [V[First Row Contains Field Names Text Qualifier:  |{none} [+ |
Hame Age |Religion Favourite restaurant |[Favourite Food Favourite Fruit |F
Erik 14 [Free thinker KFC Chicken Rice Curian 5| ~
Hohammed [16 Mu=lim EEFC Feafood noodles HMango I5
Eim Chow [18 [Taocist Pizza Hut Bpicy Rice (Nasi Lemak) Rambutan It
[Frema 15 Hindua Handos Chicken Rice bananas |
Biza e Muslim Teppanyaki Bushi Mango -
Fuzanne [14 Puddhi=st Wendys Fish curry Durian k|
Bean 13 [Christian FEC Chicken Rice mandarins 12
Jon 15 PBuddhist Teppanyaki Bushi Lychee I
Ham=sa ie Mu=slim Hawker stalls Chicken curry Sugar cane =
Bi Chi 17 [Free thinker McDonalds Chicken rice Curian 1
Faruz 14 Mu=slim EEFC Chicken curry Fugar cane i
Fatima L5 MHuslim McDonalds Feafood noodles Curian -
Habiba 13 Mu=slim Hawker stalls Bpicy Rice (Nasi Lemak) [Durian i
Hasim 14 MHuslim EEFC Bpicy Rice (Nasi Lemak) [Sugar cane b_:J
K1 )
| cancel | | <mack || mext> | [ Emsh |
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7. Check that it looks like the picture above and click

8. Click on each title and check the

Data Type:

% Import Tess Wizard

Tou s specty nformston shout each of the fiskls you are mportng.  Select fieskds M the ares below, You can ten modfy feid
rfonmation n e Yeld Optioew’ ares

Feid Optiors
et Name n Data Type:  Text -

€
E
2
b
The Data Types should read
Vocabulary: Long Integar means long number
Text means letters and numbers
Name Text
Age Long Integar
Religion Text
Favourite restaurant Text
Favourite Food Text
Favourite Fruit Text
Favourite sport Text
hobbies Text
how do you get to school? Text

How long to get to school? (Mins)

Long Integar

Favourite subject?

Text

Favourite TV

Text

What do you want to do?

Text

How much are you online? (Hours per week)

Long Integar

Do you own a mobile phone?

Text

How much do you SMS? (messages per week?)

Long Integar

Morning or afternoon school?

Text

Bedtime? Date/Time
siesta? Text
Where would you most like to visit? Text
What is the coldest you have ever been? (Degrees C) Text
Where was it? (Coldest) Text

Once checked, click s
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ean »

9. Click

(Check that the 1°* Radio button is selected)

-
==| Import Text Wizard

-

—

- -

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to

[t uniguely identify each record in your table. It allows you to retrieve data more quiddy.

|

2w ummouny

: ::: ::: ::: (@iLet Access add primary key.

R () Choose my own primary key. El

() No primary key.
Age |[Religion Favourite restaurant |[Favourite Food Favourite Fr
L4 [ree thinker FFC Chicken Rice furian -
Ne Muslim KFC seafood noodles Mango A
g [aocisc Pizza Hut Fpicy Rice (Nasi Lemak) Rambutan
15 Hindu Handos Chicken Rice bananas
e PHu=slim Ceppanvaki Fushi HMango
N4 Puddhis=st endys Fish curry Durian
L3 [hristian FC Chicken Rice mandarins
15 Puddhist eppanyaki [Bushi Lychees
le MHuaslim awker stalls Chicken curry Bugar cane
L7 [ree thinker McDonalds Chicken rice furian
14 MHuslim FC Chicken curry Fugar cane
L5 MHuslim cDonalds Feafood noodles Curian
L3 PHu=slim awker stalls Fpicy Rice (Nasi Lemak) [Durian
L4 pHu=slim FC Fpicy Rice (Nasi Lemak) Pugar cane -
2
[ Cancel ] [ < Back ] [ Mext = ] ’ Einish ]

(This will add an ID field to make sure every record is different. It is very important' that
a database does not mix up records)

10. Click [_&nsh ]

(If asked, Click Close)

You should now have

a Table that looks
this:
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B. Create a Form

Forms are very useful, because they make it easier to look at, edit and create individual
records.

1. Click on @ “=* | Form.
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It will create a form with all of the fields in it.

orm Layout Tools

) o
2. C||Ck on Form La OUt TOOlS atabase Tools Format Arrange
= e it . o s
e R R 4=
Dayeas el © Malaysianclassdata .
o
20 pares = - >
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3. You can now change the layout and text on the form.

- | v
Click on '
NP LR S — B Lot Tovn Wknion Sinbents Cotaioue (Acress 36713 Macroyoh A4 ik [ 5 ki
- ame Civms Ttarmat Nes Databiss T Foreut Ararge

J

ENE N |
o SR R, = L < V9% Outs s e 2 (= — - L
™ - " _: ,_ }_?T ...... nets ﬁ|
E Miopane laimlva —

Malaysianclassdata %ot |
Bl
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4. You will get some choices for o WE
form layouts, but to get the i EWHE

complete list. Click on:

“%f’ AutoFormat Wizard...

5. You will be given a large list. Choose one and click
| =] AutoFormat - @

| Form AutoFormats:

Flow -
Foundry

Median

Metro

Module Options >>
None
Northwind )

Customize,. ||

L

Office 118

Opulent (4 ﬂ
Origin f
Paper T T

Solstice Label Data i

Technic >
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6. To improve your layout click on layout view
Right click here to show different views o e T

Civms Ttama les Databimr Toan

(In some views you can right click from
different places)

E Eorm View

Allows you to enter and edit data easily.

-~ .
| = Allows you to layout and format the form easily.

% Design View

Allows you to change the fields and design of the form.

7. To edit text double click on the box. Note that MS Access
has put in : for all questions. Please remove them from fields
with question marks at the end.

What do you want to do®: Own a business

8. Click on ™™ ' and select text to change fonts and sizes

prts  Dtabase (Aciens XCT1 s Macrerioh Acces

| a2 Tahies - w S ' 5] o -
|

.t

Page 9 of 15 More great resources at: http://www.jamesabela.co.uk



http://www.jamesabela.co.uk/

C. Creating a query

1. Go to the Create tab and click query Wizard

—
; VI
( mg \ a9 Table Tools
Home Create External Data Database Tools Acrobat Datasheet
j = == = fi3 PivotChart
b et e =] %= MlBlankForm ==
Table Table SharePoint Table Form Multiple Farm
Templates~ Lists™  Design Form  Items % More Forms ~ Design
Tables Forms
@ Security Warning Certain content in the database has been disabled Options...

| All Tables v & Hj Malaysiandassdata\\

Query

Malaysian Studients step3 : Database (Access 2007 i
: S Wizard
fe=| (2 Labels =k L |
=) d i@ |74
{ | Biank Report 1 w7
Report " Repo Query (@ery Macro
NREDO'T Wizard pesigll || Wizard Dfsign
Reports ther

2. Select “"Simple Query Wizard”

21x]

[oimple Query wizard
Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

:I'rl;irsim;izard creates a select query
from the fields you pick.

o]

Cancel

4
RS

Simple Query Wizard

3. Click on each of the
fields that you want and

Which fields do you want in your query?

‘fou can choose from more than one table or query.

click =

Choose all of the fields
that you want to see, so in
this case: Name, age,

sigsta?

How much do you SM5? {messag

Where would you most like to vi
What is the coldest y
Where was it? (Coldest)

Tables/Queries
|Tab|e: Malaysiandassdata ;l
Available Fields: Selected Fields:
How much are you online? (Hou [« [if: Mame
Do you own a mobile phone? i Age

Favourite restaurant
Favourite Food
Favourite Fruit

jou have e

Favourite restaurant,
Favourite Food, Favourite

Einish

Fruit, Favourite sport, hobbies and morning or afternoon

school.
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4. Click Next
5. Click “"Detail” and Next e e

6. Name your query
7. Click “Modify the query design”
8. Click Finish

Simple Query Wizard

|l What title do you want for your query?
[Malaysianclassdata Food|

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

' Open the query to view information.
" Modify the query design, I

Cancel l < Back | Next = l Einish |

-

9. To select data in your queries click on the field

P it A 1
b ey b 2

[Favourite restaurant] [Favour
ts  Malapsianciassdats  Malsys

2l

PO O 'MeDonalos

So if we want to find out who likes Fast Food restaurants we
put in: "KFC" Or "McDonalds" Or "Wendys" Or "Pizza Hut"
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10. Right click on the tab Malaysianclassdata Food and select

Datasheet view.

- I‘ - . Quiry Tools Asayuar
a3)
Hame Create sl Data Database Toalk Acronhot Design
%Lzl ' l:-"‘= ~.' ‘V"' ' = /\' &) bl 1 1 - R
R M | W SHe . e E ® @ PasiTheougt —
1w Fun [Select’ Malke ZAppend Updste Croastat Delete hov -
Table g:.x' tfinibor at N A Retur
o 1y S=tup
\,;‘ Secuiity Wamning  Cestan cantent in the dMtabate has be
[ - 5
| all Tables v " [_.) Malay " & <
Malaysione lessdata
— L Tata —_—1
= Maiagslandassdata - Table
y - A Coneal
0 Maiagsiandassdata Food ') | |
9 Masse \ q Reaign View
Lalaprianclassam
Malapriandassdma Age S SOL View
Religion (A Dataspeat view
Favourite rettsur
Favourfte Faod 14l FrgtTable View
=~  S— LU XL - Bl FrotThart View
L
i |
sy

D. Creating Reports
Before creating a report, make sure you have created a query.

1. Click Create and then [, Report Wizard

H")' ~

&
fl 81

Create External Data

iy ==

(i |
Table Table SharePoint Table Form
Templates~ Lists~ Design
Tables

Table Tools stepbystep : Database (Access 2007) - Microsoft Access
Database Toals Acrobat Datasheet
i3 PivotChart == || f=| & Labels i o) @
===l 2= [ Tglank Form 2= || = ] ankReport == N B L6
Fom "Nl Toreroms - g | “P Brepor s S | s Sy "
Forms

Reports Other
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2. Select the fields you want displayed in the report.

To do this click on

and then | text> |

Report Wizard

-

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

|Ta|:|le: Malaysiancassdata ;l
Available Fields: Selected Fields:
18] Mame

Age

Favourite restaurant

Religion Favourite Food
hobbiss
how do you get to schoal? il
How long to get to school? (Min: = |
Favourite subject? ;I
Cancel | = Back Mext = Einish
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4. Choose the field that

you want to use for
sorting.

In this case “"Name”

is

chosen, because it will

show the students in
alphabetical order.

Report Wizard

What sort order do you want for your records?

You can sort records by up to four fields, in either
ascending or descending order.

1 IE v] Ascending |
Ascending |

: | K
o | &
< =

Cancel < Back Next > Einish

Report Wizard

How waould you like to lay out your repart?

" Columnar

Layout

a page.

7 Orientaton —

(¢ Portrait

" Landscape

V| Adijust the field width so all fields fit on

Cancel I

< Back | Mext >

FEinish

6. Choose a design for

your report.

7. Click Finish.

Page 14 of 15

Report Wizard

What style would you like?

5. Choose a layout for

your report. In this
case “Tabular” is

chosen, because it is a

small amount of data
and fits on one line.

Conzrol from Dezail

Access 2003
Access 2007
Apex
Aspect

Civic
Concourse
Equity

Flow
Foundry
Median

Metro

-

Northwind

MNone
A

Cancel < Back | Next = l

Einish
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8. To change the design
of your report right click
on the Tab and choose

Report Design Tools

3 Acrobat Design Arrange Page Setup

. S | =
Layout View for the layout é;}:neta”s . ﬁ‘# Jﬁ ab
of the form and Design Gridines g || = | o
view for the field details. rﬁg—ﬁihi_ﬁn-] — agines
IE Malaysianc L
= | Close
Cd | Close Al
{3 | Report View
et | Layout View
: - % Design View
r‘Lrta'+m"t | & | Print Preview

: res‘.adran‘. | | ||FEJ~.-‘|:|uri:ei Food | |

You have now created your report and it is advisable to test
printing it to a file to check that it prints as intended.
(Otherwise you could waste a lot of paper.)
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