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ACCESS

What is MS Access?

* |tis a Database Management System (DBMS).

* Itis a "relational" database application. This means that you can relate complex
sets of data.
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Fig.1: Access interface
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ACCESS

What is MS Access?

* |t allows you to store, organize, and manage large volumes of data (up to 2GB).

* Access is a conservative database. This means that every modification that you
perform is saved.
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Fig.1: Access interface
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AGENDA

Lecture vii

« |IMPORTING DATA
 How to import data from an Excel file

e TABLES
e How to create Tables
 Data Types

 FURTHER MATERIAL
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IMPORTING DATA

* Importing and exporting data is easy.

* You may import data from several sources such as:

* Excel spreadsheet
* Access database

* Text file

XML file

and so on
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IMPORTING DATA

* You may import into:
* A new database = a new table is created in that blank database.

* An existing database > Access creates a copy of the data in a new or existing
table without altering the source file. Before starting the import operation you
may choose whether you want to store in a new or an existing table.

* Once the data has been imported, you may create queries, reports etc.
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I
IMPORTING DATA

How to import data from an Excel file

1. Click on External Data Tab.

2. Select Excel from “Import & Link” group.

s  Tailspin : Database- C:\Users\Mary\Documents\Working\BoxTwelve\Access 2016\2016 Files\Data Files\Lesson14 Student Data Files\Tailspin.accdb (Ac

v

Home Create External Data Database Tools Q Tell me what yo
m I (3 TextFile e |_, M B T@Access A Discard Changes
X . (@ okl S 2% Ol — 9
) ; -’ @T 2§ B? XMLFile 2 . 9[_ 9= e _ %l Word Merge > = Cache
Saved Linked Table Excel Access ODBC Saved Excel Ted XML PDF Email Work chronize .
Imports Manager Database '+ More~ Exports File File orXPS ‘s More - nline | VSN Ly
Import & Link Export Web Linked Lists

Fig.2: External Data Tab
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I
IMPORTING DATA

How to import data from an Excel file

Get External Dats - Excel Spreadabest ?

Select the source and destination of the data

Specfy the 1ource of the defimition of the objects

Eie mame  Copisers Mary Documents

Speafy how and where you wanrt 10 store the dats in the currert database

® Import the source dals o & new Lable o the Ourrent dalabase.

i the specfied table does not enst, Actess will create it If the speafied table siready ety Access might overmrte 2y
contents with the imported dsta Changes made to the source dats will not be reflected im the databate

_! Append a copy of the records to the table: = Tine

If the spedfied table exists, Access will 33d the records 1o the tabie. If the tabile does not exist, Access will oeate it
Changes made 10 the source data will not be reflected in the database

") Link 1o the data sowrce by (reating a Snked table.

Actess will create 3 table that wall mairtam & Snk to the source data n Excel Changes made 1o the source data in Excel will
De reflected in the linked table, However, the 10urce Gats caonot be changed from withm Access

Cancel

Fig.3: Get External Data window
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The Get External Data - Excel
Spreadsheet window will appear.

Click on Browse.

The File Explorer will appear. Select
the Excel file to import and click
Open.

Select the “Import the source data
into a new table in the current
database” option and then click OK.



I
IMPORTING DATA

How to import data from an Excel file
7. The Import Spreadsheet Wizard will appear.
8. Select Next.

—
3| Impoe Spreadcheet Wizard

Your wpreachest Be conties more T orw soriafeet or range. Whach worksheet o range would pou ke

NB.
:w ‘:“TT bes e st ‘5:;5:-: . pesa fon-sss.ovs b You can import only one Excel worksheet at
ol S T ] Sl e T a time during an import operation.
H To import data from multiple worksheets,
i repeat the import operation for each
E worksheet.

e e

Fig.4: Import Spreadsheet Wizard, first screen
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I
IMPORTING DATA

How to import data from an Excel file

_-] Impont Spreadsheet Wizard

You can speafy information about eadh of the fields you are mporting. Select fisios in e ared below. Tou can then modfy fleld
nformation n the Feid Optons’ area.

Seid Cptions

' 7. Check the box next to First Row Contains
Column Headings.

e e e 1. :

Barcie  faisacin pe creen avene | Click Next.

2.’.:. ‘ F;—'r.:. ;‘ ra = ;1

: 9. You can select the different columns and
i adjust the Field Name and Data Type for
; the database.

10. When you have finished, click Next.

Fig.5: Change field properties screen
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I
IMPORTING DATA

How to import data from an Excel file

=] Import Spreadsheet Wizard X
it 11. If you need, you can choose the primary key.
12. Click Next.
13. Enter a name for the new table in the Import to
Table field.
[[] 1 would like a wizard to analyze my table after importing the data.
Gt | | <tos
Fig.6: Import Spreadsheet Wizard, final screen
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I
IMPORTING DATA

How to import data from an Excel file
14. Click Finish.
15. The Save Import Steps window will appear. Select Save Import Steps.
16. Click Close.

17. To open the new table with imported data, double-click the New
Employees: Table, in the Navigation Pane.

H

File Home Create External Data

=" =1 szz == __-j Text File I BB B B a3 T-nAc(e'.s

2 = = S { yo! g —— —
? @f ET iy [=52 XML File ke ; *’@ S S e <@ Word Merge
Saved ed Table Excel Access ODBC Saved Excel Tex XML PDF Emad _
imports M Database '+ More~ Exports File File orXPS 54 More >
Import & Link Bxport Web Linked Lists
N E
All Tables 9 « || T New Employess , , , A
1D - FirstName - LlastName - Address - City - State - 2P - Phone Numi - ClicktoAdd -

Part-Time Employees 2

S0 Put-Time Employees : Table d stephanie  Boume 145 Main Stree Roanoke VA 94517 607.555.0932

o ; ; 2 Martin Chisholm 98 Green Aven Roanoke VA 94511 607.555.4646
- Part-Time Employees Query P 5

R T | 3 Matthew Hink 1004 West Bou Roanoke VA 34515 607.555.2091
New Employess 2 4 Laura Norman 672 Falls Hill Re Roanoke VA 94511 607.555.7735
=3 New Employees: Table * (New)

Fig.7: New table with imported data
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TABLES

 Tables are the cornerstone on which all databases are
based, so it is fundamental to understand how they
are made and how they work.

 Atable is composed by rows that are commonly called
records or entities.

 Each record is composed by a predefined number of
segments, called fields.

e To distinguish the fields from each other you give them
a name. These names constitute the heading of the
table which is not a row of the table.

Fig.8: Table structure

* In the fields you write the data related to the attributes
of the entity you are referring to.
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L
TABLES

How to create Tables

* You may create a new table in several ways:

 Manual input

* Table Design
g Home Create External Data Database Tools Fields Table @ Tell me what you want to do
¢ Copy and PaSte b/‘ Cut Y @l Ascending YT Selection ~ @ =] MNew ETDtE|S p

L

At = g 3 Descending 12 . E 5 Spei
° Ap pI ICatI O n Pa rtS — s 2 Copy iter =l Descending || Advanced Refrech = Save + Spelling Find

= Format Painter Remove Sort Toggle Filter All - Delete ~ EH More~
Views Clipboard ] B Sort & Filter Records
. : Cust
All Access Objects @ « || T Customers\
ID -~ First Name - Last Name - Street s
Search. yeol
Tables P Tracey Beckham 7 East Walk:
. . ) 2 Lucinda George 789 Brewer
* We will focus on the first two B categores 3 serrod Smith 211 5. Geor
. 2 customers 4 Brett Newkirk 47 Hillsboro
methOdOIOgleS- E Menuitems 5 Chloe lones 23 Solo Ln.
B oOrder ltems 6 Quinton Boyd 4 Cypress Ci
B Orders Table 7 Alex Hinton 1011 Hodge
8 Nisha Hall 123 Hunting
EH oOrders: December .
q Hillans Clantnn LA Newm:

Fig.9: Table example in Access
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T
TABLES - How to create Tables

ne Crea Dati esterni
Manual input =

Tabella Struttura Elenchi di

1. Click on Create Tab tabellaShareoint -
Tabelle
2. Select Table in “Tables” group. Fig.10: Tables group
Modelli Tabelle Query
TU’E’EI gl...® & ] Tabella1 x
. . . . ID v Fare clic per aggiungere ~

3. The window in Fig. 11 will appear. C;’:;;”e f £ (Nuovo)

j Tabella1

Fig.11: Application window
4. The ID field has already been

Created_ If you Want to rename It to Strumenti tabella Stud
suit your conditions, you have to tabase  Guida Campi  Tabella
select ID then click on Fields Tab Nome e didascalia

and select Name & Caption in the
“Properties” group.

Proprieta

Fig.12: Name & Caption in Properties group
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T
TABLES - How to create Tables

Manual input

Immetti proprietd campo ? X

5. The Enter Field Properties will appear. W
Change the name of this field. If you want | oiscia  estmano
enter the other optional information and | ™"
click OK.

Fig.13: Enter Field Properties window

6. You can add more fields by clicking on
click to add.

7. Choose Short Text as the field. When you
choose short text, Access will then -

Click to Add -

AR Short Jext

highlight that field name automatically ooy | -
and all you have to do is type the field g *  (Nuowo)
name. |

Fig.14: Typing the field name
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T
TABLES - How to create Tables

Manual input
8. Similarly, add all the required fields.

9. Once all fields are added, click on

Save icon. S
, _ ] Tabellal x
10. The Save as window will appear. D | Llast Name - | BriNere T Goge T
11. Enter the name of your table in the * N0eve)
Table Name field, then click on OK. Fig.15: Entry of all fields
12. Now, you can enter the data you
want. Salva con nome

Nome tabella:

TU’[’[I gl,"@ ¢« | ] Studentslist X

FreshmanIlD ~ Last Name -~ FirstName =~ Gender - Students List

Cerca... }D
* (Nuovo)
Tabelle a
T Students List oK Annulla

Fig.17: “Student List” Table Fig.16: Save as window
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T
TABLES - How to create Tables

Table Design

Click on Create Tab.
Select Table Design in “Tables” group.

In this view, you can see the field
name and data type side by side.

4. You can enter each field considering
the data type.

j Students List X j Tabella1 <

Nome campo Tipo dati
FreshmanlID Numerico
Date of Birth Data/ora
Country of Birth Testo breve

Fig.20: Fields and Data Type
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ne Crea Dati esterni
Tabella Struttura Elenchi di
tabella SharePoint ~

Tabelle

Fig.18: “Table Design” group

B sStudentsList X ‘j Tabella1 ‘

Nome campo Tipo dati

Fig.19: Table view using Table Design



T
TABLES - How to create Tables

Table Design

* |f you want that a field becomes the Primary Key: ?

5. Select the involved field. Chiave

primaria

6. Click on Primary Key option in the ribbon.

Strumenti

Fig.21: Primary Key

* You can now see a little key icon that will show
up next to that field.

j Students List X ‘j Tabellal

Nome campo Tipo dati
reshma|nID Numerico

« If you want to save the Table, you have to Date of Birth Data/ora
Country of Birth Testo breve
perform the steps above.

Fig.22: FreshmanlD is the Primary Key
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T
TABLES - How to create Tables

At this point, you may enter in the Table every data you want.
Tutti gl...©@ «
Cerca... ,'D

Tabelle @

j Birth Data

In All Access Objects, you have two Tables:

j Students List

Fig.23: Tables in All Access Objects

7] Studentslist * || BirthData X 1] Studentslist X | .| BirthData X
FreshmanID ~ LastName ~ FirstName -~ Gender -~ FreshmanID ~ Date of Birth » Country of B -
1034560 Bonazzi Elena Female 1034560  10/09/1995 Seriate
1027913 Accaputo Stefano Male 1027913  22/01/1993 Treviglio
1026782 Beloli Daniele Male 1026782  17/06/1992 Brescia
1035782 Rinaldi Romualdo Male 1035782  22/09/1996 Bergamo
1034561 Colombo Sveva Female 1034561  12/04/1995 Seriate

Fig.24: Students List Table Fig.25: Birth Data Table
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L
TABLES

Data Types

 The most important property for a field is its data type.

 The data type determines the kind of the values that users can store in any
given field.

 Each field can store data consisting of only a single data type.
 There are several types of data. The most used are:

* Short Text: Text or combinations of text and numbers, including
numbers that do not require calculating (e.g. phone numbers).

* Long Text: Lengthy text or combinations of text and numbers.
* Number: Numeric data used in mathematical calculations.
 Data: Date and time values.

e Currency: Currency values and numeric data used in mathematical
calculations involving data with to four decimal places.
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FURTHER MATERIAL

To review and deepen the topics of this lecture

1. https://www.youtube.com/watch?v=8PdnTXR2iBc

2. https://www.youtube.com/watch?v=PBhftKTmdHI&list=PL4UezTfGBADBmMCQY
tO800hfIONY1y30E7 &index=1

3. Alexander, M., & Kusleika, R. (2018). Access 2019 Bible. John Wiley & Sons.
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https://www.youtube.com/watch?v=8PdnTXR2iBc
https://www.youtube.com/watch?v=PBhftKTmdHI&list=PL4UezTfGBADBmCOYtQ8QohflQNY1y3oE7&index=1

