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Databases-Microsoft Access
A database is a program that allows you to store and manage information. Think of a database program as an electronic stack of index cards that can be sorted and reported electronically. A database consists of objects, such as tables, forms, reports, and queries. We will be using Microsoft Access. Access allows you to collect information, organize it, and report the information. (page 135 from Microsoft Office for Teachers, 2nd edition by Patricia J. Fewell and William J. Gibbs)
· Open a database file by selecting, from the File menu, New Database.  Click on the OK button, then in the File New Database dialog box make sure the drive for your thumb drive is the current drive selected.  Type Template for the filename and click on the Create button.  Click on New.
· Access now displays the dialog box asking you to choose what type of object you want to create for the database.  For this activity select Create Table in Design View in the dialog box.  

· You are now going to enter the field names for the new database. First enter the field name First Name and hit Enter to move the cursor over into the Data Type column.  In the lower left corner of the Design View window you can see a Field Properties dialog box.  In the Field Properties Field Size box enter the number 15 (15 characters).  You want the user to include his/her first name so double click in the Field Properties dialog box in the data entry box next to Required.  You should see the No change to a Yes. 

· Now go back up to entering the database fields by clicking in the next Field Name box after first name.  Enter the field names Middle Name (15 characters), Last Name (15 characters), Home Contact (15 characters), making sure to enter Yes in the Required Field Property for each of these fields. Then enter Nick Name in a  field and e-mail address in a field.  Do not enter Yes in the Required Field Property because some people do not have nick names or e-mail addresses.
· You are now going to use the Lookup Wizard to specify selected values for a field.  Enter the field name Gender in the next Field Name box and hit Enter.  Click on the small triangle in the Data Type column and select Lookup Wizard in the drop down list.  In the Lookup Wizard dialog box click on the radio button next to “I will type in the values that I want”, then click on Next.  In the next dialog box leave the default of 1 for the number of columns.  Click in the data entry box under Col1 and type M.  Hit Tab or click in the next data entry box in the Col1 column, and type F, then click on Next to go to the next step in the Wizard.  There’s no need to change the label for the Lookup column, so click on Finish in the next dialog box.  

· Type Street Address in the next Field and leave it as 50 characters. 

· Type in the next Field Name City.  Press enter and leave as Text.

· Create the State field name in the same way that you did Gender by using the Lookup Wizard for the Data Type.  Type in the abbreviation IL.

· You are going to use an Input Mask for the zip code and phone number because certain fields always have the same format.  Type in Zip Code in the next Field Name box.  Hit Enter.  Click in the Input Mask box in the Field Properties dialog box.  Next click on the ellipses (…) that pop up at the end of the data entry box, then click on Yes to Save the Table when Access prompts you do so, then click on OK.  Ignore the prompt for a Primary Key for the table by clicking on No in the dialog box.  Now click on the Zip Code Input Mask in the Input Mask Wizard dialog box, click on Try it to see how the mask will work and enter a zip code with six digits.  Click on Next to proceed to the next step in the Wizard, and click on Finish to accept the default format for storing the Zip Code in the database.  

· Type the field name Phone Number, press enter, then click in the Input Mask Field Properties data entry box.  Now click on the ellipses (…) that pup up at the end of the data entry box.  Click on Yes to Save the Table when Access prompts you to do so, then click on OK.  Next click on the Phone Number in the Input Mask Wizard dialog box and click on Try It to see how the mask will look.  Click on Next to proceed to the next step in the Wizard, and click on Finish to accept the default format for storing the Phone Number in the database.

· For Date of Birth follow the same steps for Zip Code and Phone Number fields, except this time select the Short Date input mask in the Input Mask Wizard dialog box.  

· The remaining fields in the database, Clubs/Hobbies/Favorite Sports/Favorite Subjects, will all be Memo data type to allow the user to type a longer entry if desired.  When you have completed these fields click on Close in the window control menu (top right corner of the Design View window next to Table 1.  Click on Yes to tell Access to save the changes you have made to the Table, and click on OK to accept the default name of Table 1. 

· Now you are ready to create a form for the new database.  Select the Form tab in the Template database dialog box, then click on New.  Make sure the Form Wizard is selected in the dialog box that comes up on the screen, and click on OK.  You must tell Access to include all the Available fields for the Form.  Double click on each field in the Available Fields: list to transfer them to the Selected Fields: scroll box, then click on Next.  

· Select the Columnar layout for the new Form, then click on Next again.  Now you have to select a style or look for the Form.  You can check them out and use which ever one you want, then click on Next again.  

· In the next dialog box, the Wizard asks you to name the new Form, and also whether you want to modify the design in any way.  Name the Form and make sure the button next to “Modify the Form’s design” is selected, then click on Finish.  

· Now you are ready to make the form look more appealing.  You can do this by clicking on each box to get handles around it.  You can grab the handles until you have an arrow and you can adjust the size of the box.  When you see a small black hand you can move the box anywhere on the page.  When you have completed the rearrangement of the Form, click in the Close box for the window, then click on Yes when prompted to save the changes to Form.
· Add data to five other students form sheets.
· Now we are going to make a report. Select Reports from the dialogue box. Then select Create Report by Using Wizard. Select five of the fields that you want to include in your report. For example, you may want to use, First Name, Last Name, Street Address, City, and Birth date. Select Next. The next screen is on Selecting Groupings. Now select the Ascending Order. I used the last name. Then select Next. Now select the layout, I used Landscape. Now select the Style. Then select Finish. 
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