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Starting Access

On the Windows desktop, scrolling to the right reveals the Office 2013 products that you have installed
on the machine.

When you start an application, the application opens on the desktop.

If you are using an older version of Windows, such as Windows 7, click the Start button on the taskbar,
and then click All Programs | Microsoft Office | Access 2013.

Start Access
1. On the desktop, scroll to the right.

2. Click Access 2013.

TIP:- When working on the desktop, if you point to the lower-left of your screen on the taskbar and click
the miniaturized desktop Tile, you will quickly return to the Windows desktop, where you can start other
applications.

Creating a desktop database

A desktop database uses tables to hold your data and is stored on your local computer or network. The
data is displayed in rows (horizontal layout), with each row including a list of column or field names
(vertical layout) like a worksheet. Using database tables differs from using several worksheets in a
workbook. Generally, you will find it more natural and beneficial to create additional tables than to create
more worksheets. In addition, the rules for data consistency in any column are more strictly enforced in a
database, which helps you to improve the quality of the data that you are recording.

Each field in the table can be of a different data type, depending on the data to be held. Storing data in
the correct field type is important because you can take advantage of special features in the database—
for example, displaying a date picker when working with date data, or validating that sensible data is
being entered for the chosen field type, or relating the data in one table to a list of values in another
table.

A database normally consists of more than one table, and having the tables correctly related to one
another will save you a lot of subsequent work. An invaluable tool in Access is the Lookup Wizard, which
can automatically build the required relationships between the tables.

Creating a blank desktop database

After starting Access, you can use one of the available template databases, or you can create a blank
database as described in this section. Access offers you the flexibility to use templates of commonly
encountered database structures or to start with, an empty database into which you can either import
existing data or create a solution tailored to your specific needs.



Create a blank desktop database
1. Click Blank Desktop Database. 1
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2. Type a name for your database.

3. Select a file location in which to
save the database.

4. Click Create.

5. When the new blank database
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The following table lists the available data types when you are adding fields to a table in a desktop
database.

Data type Description

Short Text Text up to 255 characters. In earlier versions of Access, this data type was called
Text.

Long Text Large amounts of text, up to 65,536 characters. In earlier versions of Access, this
data type was called Memo.

Number Field Size property provides for Byte, Integer, Long Integer (default), Single,
Double, Replication ID, Decimal.

Date/Time Date and Time field.

Currency Currency field.

AutoNumber | Sequential Automatic Number, Long Integer (default).

Yes/No True/False (default is False).

OLE Object Can hold images or other documents.

Hyperlink Hyperlink to the Internet and local documents.

Attachment Allows multiple documents to be saved.

Calculated Calculated field.

Lookup Creates a foreign key lookup.




Creating a table in design view

Creating tables in design view gives you the greatest control over how the fields and properties are set,
but it also involves more work than other techniques. Each field in the table design has a set of properties
that you can safely leave at the default values. You can change these properties as you gain a deeper
understanding of the product’s features.

A fantastic feature of Access is that the design view can always be used to modify an existing table
structure, regardless of which
technique you use to create £ 1
the table. |
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TIP:- Designers sometimes begin table names with a prefix, such as tbl—for example, tblCustomers—to
distinguish tables from queries (which are prefixed with gry) when both appear in one list. Having a
naming convention is a good idea when you’re creating complex databases.

TIP:- Because there are several different choices here for numbers, you might find it easiest to use a
Long Integer for whole numbers and use a Double for numbers with decimal places.

TIP:- If you know which field(s) would make a good choice for a unique primary key, select the fields
and click the primary key button. A primary key must be unique for each record in the table and cannot
be null (blank). You can use more than one field to create a composite primary key, where each field
does not contain unique values, but the combination of fields will always be unique.

Creating a table in layout view
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find it easier
both to close the Field List pane on the right and to switch from the Table Tools tab to the Fields tab,
which displays the full set of choices for setting properties on each field.

The layout view in Access can be used for tables, forms, and reports, and it enables you to make design
changes without using the more complex design view. You can make changes and, at the same time, see
how the design will finally look. In layout view, you have less control over detailed choices, but you have a
faster and more intuitive interface through which to interact with the table.



In layout view, Access automatically adds a unique AutoNumber primary key, called ID, to your blank
table design. After working in the layout view, you can always switch to the design view to refine your
choices.

Change field captions and descriptions (Pre-requisite for Visual Basic)
1. Click the Fields tab.

2. Click the ContactName field.

3. Click Name & Caption.

4. In the Enter Field Properties popup window, change the Caption field to Contact Name, and for the
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Description type Name of company contact.

5. Click OK. The title for the column is now displayed with a space via the Caption property, and the
description will be displayed on the lower left on the status bar.

TIP:- One of the most common field data types to add is Short Text. The default field size is 255
characters (shown on the ribbon below Default Value). If you need only 20 characters, reducing the
field size can help prevent you from accidentally storing more information than can be displayed—for
example, when you have positioned a field on a form or report to be a specific size. Otherwise, do not
worry about making it smaller just to save space.

Working with data parts in layout view

Data parts, which are shown in layout view in the More Fields drop-down list, allow you to quickly add
one or more fields to a table from a list of prepared fields. For example, adding an Address will add the
fields Address, City, StateProvince, ZipPost, and CountryRegion to your table.

You can also select any number of existing fields that you have added to a table, and add them to this list
of data parts so that you can easily add those fields to another table.



Add a data part
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1. With a table open in layout view (for the Customers table in our example), click the Click To Add box at
the right of the datasheet.

The cursor will then be positioned to add the new fields at the end of the datasheet.
2. Click the Fields tab.

3. Click More Fields.

4. Scroll down the list of available fields, and click the Address field.

5. The new fields are automatically added to the design of the table.

Adding a primary key
It is recommended that every table has a primary key. This key enables you to create relationships
between tables of data. If you can’t easily decide on a key, when you first save a new table Access will



warn you that there is no primary key and will then add one if you agree to having an automatic number
for the primary key.

The primary key needs to be unique for every row in the table, and it can consist of one or multiple fields.
The primary key must be given a value before the record can be saved, which is another reason why
AutoNumber data types (an automatic sequence of numbers) are a popular choice for the primary key.

The primary key can be added or changed in both design and layout views.

Define a primary key in design view
1. Right-click the table in the navigation pane.

2. Select Design View.

1 2

3. Select one or more fields.
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Adding, editing and deleting records
1. Open the Database that has a table to add and double click on table from the list of objects.

@ H 9- -0 = RE': Database- D:\Students 2016-174Class8\disha\RB.accdb (Acc 07 - 2013 file format) - Access ? - X
HOME CREATE EXTERMAL DATA DATABASETOOLS Dipti Shah ~ H

b/' L % Cut Y %lAscendmg T Selection - =1 MNew ZTDta\s f;.—_ e o EE 5;

o E® Copy . Z] Descending T Advanced - B save % Spelling . 2-|B I U =& - | EH-

View Paste Fitter Refresh Find " o

- - ~ Farmat Painter 24 Remove Sot T Tg ilter al- K Delete = E More~ | A-F-r- = |4~

Wiews Clipboard M Saort & Fj Recards Find Text FOH’HEH\Q I} ~

All Access Obje... @ «

Learcha. |.°_

Tables 1
T student records

Student records|

NUM LOCK

@ H = TABLE TOOLS RE : Database- D:\Students 2016-17%Class&\disha\RB.accd... 7 - x
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Dipti Shah ~
;(‘ Cut Y 2] Ascending Y Selection ~ =1 New > Totals H 3. Calibri (Detail) -1 -
— ER Copy 3 il Descending 'QAdvanced' H save n:; Spelling . 3- B I U B -
View Paste Filter Refresh Find - o
o Format Painter Remove Sort YTDQQIE Filter All~ Delete - DMUrE' [} A A - 2 Q T E=E= ﬁ'
[F] Sort & Filter Records Find Text Formatting [F]
E Datashegg View
Some active content has been disabled. Click for more details, Enable Content X
b‘/‘ Design View It's one of the perks of having Office 365, See what's new Update Office X
i} F 1 e ——
Student records ', x
Al Access ODje = \
eoarc Admno - Sname - | Address -~ Ph_no -~ Class - | Section - Dob - Clickto Add -
irch..
Tabl Sharma Vraj gopi villa 58693486 BA 6/11/2003
ables
- 2 Shah mil 24475896 A 5/5/2003
Student d:
Heenrcares 3 patel Soham rowhot 79570357 8 A 3/17/2004

4 Raval Lalita park 98756323 8A 10/7/2003
5 Dave Goyal intercity 87623905 8 A 11/17/2003
6 Chaudhry Simandhar met 78965043 B A 3/12{2002
parth shrnandand na 777757 8 A 3/18/2003

Shmandar nags 75489329 BA 3/18/2003
SBK 54444475 8 A 7/17/2003
10 Gandh SBK 78654320 8 A 7/17/2003
11 Parikh Sumadhur 98776543 8 A 12/20/2003
12 tirth su madhur 565885 g A 12/20/2003
* (New) 0 0

Record: 1of12 | b M b | F Unfiltered | [Search
Aadyaa NUM LOCK B
__A PR

[ i 10:24 AM Il
1=

2. Switch to datasheet view by selecting View — DataSheet view in order to add, edit or delete records.



2. Right click on the row title of a record to create or delete a record.
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