Technology Connections: Database Tutorial

1. Opening Access and Starting a Database
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Begin the program one of two ways: Click Start ( Programs ( Microsoft Access or click the Microsoft Access shortcut (key icon) on the desktop.  Your screen will look like this:
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Click on Blank Database and click OK.  
Now this screen should appear. Unlike all of the other Office products, you have to give your database a name before you start entering any data. So let’s call it “Pet Store”. Notice that we’re storing it on the 3 ½” floppy. Your teacher might want you to store it in another location. Listen for directions at this point.
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Click Create and you’re started.

General Database Terms:

A database is a collection of related information. Your phone book or address book is a database. The school uses databases to keep student records, financial data and any other types of records necessary to the running of the school.

A sample database is shown below:

Last_name
Initial
Region
Address
City
State
Zip code

Krantz
M
Southwest
8715 Post Oak Blvd
Houston
TX
77057

Preston
A
West
1504 Rodeo Dr
Beverly Hills
CA
90222

Singh
S
Midwest
22417 Elm Dr
Chicago
IL
60603

Garcia
J
Southeast
1900 Piedmont
Atlanta
GA
30324

In database terms, the rows are called records and the columns are called fields. In order to prepare a database, you need to have an idea of what type of data (what fields) you’re going to need. In this mythical pet store, you’re going to keep an inventory of all of the critters you want to sell, what their general type is, where you got them, how many you have, how many are on order, how much they’re going to cost the customer, and the reorder level. We’re going to call these fields:






Now go ahead and enter the other field names with the following constraints:

Category 
Text 

12 Field Size

Description
Text

15 Field Size

Supplier
Text

25 Field Size

In Stock
Number
Long integer

On Order
Number
Long Integer

Price

Currency
Currency

Reorder Level
Number
Long integer


Click here





Title your database here





Category


Description


Supplier


In Stock


On Order


Price 


Reorder Level





Note: In Access, a database means more than just the raw data. It also includes such things as reports, queries, and entry forms. All of these are stored in one file under the database name that you have chosen.





Click here





This tab is on top





Go ahead and click on Design View and then click OK.





And then you see this window:





As you enter field names, the program asks you for a data type.  Notice the little arrow signifying a drop down box in that column.  Select the type or simply start typing its first letter.





Your final screen should look like this. Notice that there is a small key beside the PetID field. This indicates that this is the “key” field for this database, and that there can be no duplications in this field.


Close and Save by doing one of the following:


Click the ( in the upper right hand corner of the document window, OR go to File ( Close and choose Yes to save changes.  Your file will be saved as Table1, unless you go to File ( Save and rename it.





Text length of 3 characters





Highlight your key field, then click here to activate your key





Key Field





LESSON 1 ASSIGNMENT: In Word, write a paragraph detailing what you have learned.  Explain possible uses of a database and describe the components required to set one up.  Include the terms records and fields.  Save As: DBLesson1_3.
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