Lexington School District One
MS ACCESS

Microsoft Access 2000 is a powerful database management system that allows you to create and
process data in a database.

The term database describes a collection of data organized in a manner that allows access, retrieval and
use of that data. The database most familiar to us is the telephone book. Think of what we find
there—name, address, phone number and in some instances zip code. The phone book is divided into
sections by city so that is not part of the individual listing.

The database is set up first of all with a table that consists of records which consists of fields.
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JEiIe Edit Wiew Insert Tools Window Help
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Table m EEE B Diane : Table
Design ! Field Mame Data Type Description
. 1% 1D AutoMumber
View —» | |Last Mame Text
| |First Mame Text
| |Mame of School Texk
| |Address Text
| [ City Texk
| |State Text
| |Zip Code Tenk
| |Phone Mumber Text
| [Position Texk
3
Field Properties
General I Lookup |
A field name can be up to 64 characters long, including spaces.
Press F1 for help on figld names,
Table in
Datasheet view
Microsoft Access - [Diane : Table] i |ﬂ| @I =] x|
J File Edit “iew Insert Formak Records Tools wWindow Help = |E’|5||
Field M- RBESRY ‘BEY 0 @i Ta@arr Ba- 0.
Names > ID | Last Name | First Name |Name of Scho|  Address | City | State | Zip Code |Phone Number|  Paosition
1 Gause Diane Wi<H 2643 Platt Sprir Lexington SC 29073 (B03) 996-4500 TIS
2 Jones Brenda LHS Augusta Road | Lexington SC 29072 (803) 234-2344 Teacher
_;' 3 Lee Sylvia GES Pamplico Hwy | Florence SC 29501 (843) B64-8432  Feading Spec
<_ 4 Srnith Mark WM White Knoll Wa West Columbia 5C 29169 (B03) 997-4400  Teacher
Records —J.5 Badgett e KHS Byington Way | Knaxville ™ 37921 {865) 359-1439 | Dept Chair
| | B WWalker Tom JCL Clifton Road Asheville MNC 28704 (435) 128-3957 Teacher
>

1 D. Gause 2002



Lexington School District One
SETTING UP A TABLE
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Create table by using wizard
Create table by entering data

Driare

Open a blank database

Be sure the Table object is selected

Create a table in design view

Then you can name your fields

Save your table.

A database remains where it was created. To move it you must go to My Computer or
Windows Explorer and copy and paste it. (File>Save As does not work.)

FILTER (Cannot save)

1.
2.
3.

Microszoft Access - [Diane : Table]

Click icon Select Filter Criteria

Microsoft Access - [Diane : Table]
J File Edit View Insett Format Records Tools ‘Window Help
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ID | Last Hame | First Name |[Name of Scho|  Address ! rin. | State | Zip Code [Phone Number|  Rosition
[ 1 Gause Diane WIKH £543 Platt Sporeimgeat SC 20073 (303) 996-4500  TIS 4
P 2 Jones Brenda LHS Augusta Road | Lexington 5S¢ 29072 (803) 234-2344 |[eacher
| | JLee Sylvia GES Pamplico Hwy  Florence sSC 29501 (543) BB4-8432  Reading Spec
| 4 Smith hlark WM YWhite Knoll Wa YWest Columbia 5C 29169 (803) 997-4400  Teacher
|| 5 Badgett Le KHS Byington Way | Knoxville TN 37921 (865) 389-1439 | Dept Chair
| B Walker Tom JCL Clifton Road Asheville NC 28704 (435) 1268-3957  Teacher

1er)

If you want to filter for a category, select the filter criteria by placing the cursor in the cell

Select filter icon.
Now you have your filter. TO REMOVE FILTER, CLICK HERE

J File Edit Wew Insert Format Records Tools Window Help ;Iilﬁl
M- HERY¥ sBe v o@ i YHE (M x B8 0.
ID | Last Name | First Name [Name of Scho|  Address | City | State | Zip Code [Phone Humber|  Position
| P 2 .Jones Branda LHS Augusta Road | Lexington SC 29072 (803) 234-2344 | 1Tl
| | 4 Smith hdark WA White Knoll VWa|West Columbia 3C 29168 (803) 997-4400 | Teacher
|| B Walker Tom JCL Clitton Road Asheville MG 28704 (435) 128-3957 | Teacher
#*|er)
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Lexington School District One
QUERY (May save)
To create a query:

1. Click Query on the Objects bar, then double click “create query using wizard.”

Microsoft Access - [Diane's practice : Database]
J File Edit Wiew Insert Tools Window Help o |ﬁ'|1|

R EE A e AR R A E e
[ open b8 Desion @liew 7 | %0 /

Objects | create query in Design view ‘
Create query by using wizard
Quel'y _> Diane CQuery
Diane Queryl Simple Query Wizard
Which fields do vou want in vour query?
You can choose from mare than one table or query,

Tables/Queries
Select |Table: Diane |
appropriate Available Figlds: Selected Fields:
table .

Last Name >

First Mame »m |
Select Mame of chool

. Address .

desired City B

Skate =
fields by Zip Code I _I
using single
greatel' Caniel | = Bach I Mext = I Finish |
than sign

|Simple Query Wizard [ [ratn ]

#stat| | & 5 @ | ENovel | @sHoR. | BNovell |[FDian... [ Diane | & Diane | | RABL D 103am

Here’s your query:

Microsoft Access - [Diane Queryl : Select Query] mE E
J File Edit Yew Insert Format Records Tools Window Help ;[il ﬂ
|- " ESRY 2R 0|2 HEH YE (MK Be- 0,
| | Last Hame | First Name |[Name of Scho)
Sause Diane WikH
Brenda LHS
Sylvia GES
hdark Wk
| |Badgett Le KHS
Walker Torm JCL
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Lexington School District One
FORMS (For viewing one record at a time)

Select Create form by using wizard
Microsoft Access - [Diane's practice : Database] == ES
J File Edit Wiew Insert Tdols Window Help _I- _Iﬁl ll
DEeHERY|FERs-|% & EESa 0.
b open lof Design Flew | % | 2o
Ohjects Cn’e Farm in Design view
Create form by using wizard
Select urm Wizard
Forms Which Fields do vou want on your Form?
from the E=E T
. % e You can choose From more than one table or query.
object
WlndOW Tables/Queries
[Table: Diane I
Available Fields: Selected Fields:
Select
the Last Name ;I
First Mame s
double Marne of School > _I
3 Address
icon to Gy < |
select all State =2
Zip Cade j
fields
Cancel | = Bach I Mexk = I Finish
This is your form:
Microzoft Access - [Diane] ME B3
J File Edit W¥iew Insert Format Records Tools ‘Window Help ;[ilil
M- By | imEy o @4l %E  ésxn|F 5 e 0.
J v|MSSansSeriF -8 v|31g|§§§|&v|&v|iv|; v||:|vv
"o 1
Last Mame |Gause
First Mame |Diane
Mame of School |W'KH
Address [5643 Platt Springs Rd
City |LeHington
State |SC
Zip Code |290?3
Phone Mumber I[BEIS] 996-4500
Pozition ITIS
Record: LIL” 1 LILI&I of &
|F0rm View ,—,—,—,—I—,_NUM ,_,_

stan| | & 5 & | Eoverd. | #)SHORT... | FNovel 6..| EIDiane's . |[EF Diane

| RFBIED 124
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Lexington School District One

ADDRESS LABELS

Click New

Microsoft Access - [Diane's practice : Database]

J File Edit Wiew Insert |Tools Window Help

=181 x|

D@ EH|EEY 2 e o5

5a -
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Clicck & Previen [ Design g Mew | = " |E'_°
Reports g :
on the B Tables Create report by using wizard
O‘bjects & Queries
window
Farms
4>
Macras
Madules
Groups
Microsoft Access - [Diane’s practice : Database]
J File Edit Yiew Insert Tools Window Help == El|
|0 = SR e o B A A @
&Ereview lﬁgesign -"hﬂew | #Sp e
Objects Create repott in Design viem
Create report by using wizard
Click Label New Report
Wizard Design Yiew
Report Wizard

Choose
table

—_

Macros

odules

Groups

o=

This wizard creates a report
Formatted For printing on
labels.

Choose the table or query where
the object’s data cames From:

AutoReport: Columnar
AutoReport: Tabular
Chart Wizard

[ M|
ok |

Caniel |

From there just follow the “Next” button. When you get to the window that allows you to choose

your labels, choose according to the number on your box—probably Avery 5160.
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Lexington School District One

Microsoft Access - [Diane’s practice : Database]

J Fil= Edit Wew Insert Tools Window Help =&
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This wizard creates standard labels or custom labels,

| what label size would vou like?
Product nurnber: Dimensions: Mumber across:
5095 212" % 3 38" E |«]
5096 2 304" w2 34" 3
W 2 s
z =l
— Unit af Measure S Label Type
& English ™ Mekric ’75' Sheet feed ¢ Continuous
Filtet by manufacturer: Jwvery =1

Custamize. .. | = Shav custarn label sizes
Cancel | = BacH I Mexk = I s

Also be sure to check the English button. Follow the “next” button and print your labels.

SORTING A DATABASE

Place the cursor in the column “by which you wish to sort.”

Microsolt Access - [Diane : Table] H IEI&;. o = |
J File Eqit Wiew Insert Format Records Tools Windo® WHelp ;'illﬂ
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ID | Lajt Mame | First Mame |Name of Scho|  Address | City | State | Zip Code [Phone Humber|  Position
|1 G*se Diane WyKH 5643 Platt Sprir Lexington SC 29073 (803) 995-4500 ' TIS
| | 2Jones Brenda LHS Augusta Road | Lexington SC 29072 (803) 234-2344 Teacher
| | 3Lee Sylvia GES Farmplico Hwy  Florence SC 295 (B43) B64-3432  Reading Spec
| | 4 Smith rark Wik YWihite Knoll WWa YWest Columbia SC 291639 (B03) 9597-4400  Teacher
| | 5|/Badgett Le KHS Byington WWay | Knoxville TN 37921 (865) 389-1439  Dept Chair
| | B 'Walker Tom JCL Cliton Road Asheville MG 28704 (435) 125-3957  Teacher

To add a new record, click here

To edit, click in any cell and change the information.
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