Lexington School District One


MS Access  (Database)

 

MS Access is a database software program.  

A database is a software program that manages data, and can be used to store, retrieve, and sort information.  

The data is usually related to a particular topic or purpose. (Addresses, Record/CD Collection, Household Inventory, Books Read, etc.) Examples of large databases you use include SASI – Student information; OPAC – Media Center’s card catalog; DISCUS – South Carolina’s Virtual Library; Online encyclopedias such as Grolier; Search Engines, such as Google, Altavista, etc.

Table – A collection of all the data


Field:  the category (i.e. last name, first name, street address, state, etc.) 

Primary Key: a special field to uniquely identify each record in the table (i.e. #1, #2, serial #, etc.) 


Record:  a group of related fields (i.e. all of one person’s information)


Table:  a collection of all the related records (i.e. all of the people in your address list)

Form – Displays information from the table 

Report – Displays information for printing

Query – A way of filtering information you want to see in a report or form

1. Plan your database!  

Purpose? What Output/Results do you want? What Input/Information available?  

Sketch structure…

2. Open Access – Name your database

3. Create a Table first – Table Wizard/Design View

4. Enter Records – Information you have collected

 (Be aware that you can switch back & forth between Datasheet View and Design View)

5. From this point, you can create more Tables or create Forms, Reports, and Queries of an existing table.

6. Use the Help button function in Access for step-by-step procedures!  (  

7. Information from an Access database can be used to create mailing labels and form letters in Word.

   (In Word > Choose Tools > Mail Merge > Create)

8. To modify information or add information to your database:

Open the database> Open the desired table 

                         Click in the bottom empty row to add information - Click in the specific field to modify



 To Sort data:  Click in the field by which you want to sort 

From the top menu bar, choose the sort ascending or sort descending icon





(Advanced sorting can be done from Records > Filter > Advanced Filter/Sort
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