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Databases, Tables, and Records 

What is a Database? 
  A data base is a collection of related information. 

Examples: phone book, address book, inventory list, student transcripts, etc. 

¶ Databases are made up of "tables", "records", and "fields". 

¶ A database may consist of one or several ñtables.ò  

¶ A Relational Database is a database consisting of related tables such that the tables are linked 

via a common field. 

Table: A collection of related records, each with the same ñFieldò categories.  

Note: A table is often displayed in a row and column format, known as ñdatasheet viewò format. 

Record: All of the specific field information for a particular person or item. 

  Example: Smith, John, 134 Borland Ave., Saginaw, MI, 48602 

  Note: In a table ñdatasheet viewò format, each row of information is a record. 

Field: A particular category of information contained in each record. 

  Examples:  LastName, FirstName, Address, City, State, Zip code 

  Note: In a table ñdatasheet viewò format, the column headings are the fields. 

¶ A Key Field, also known as a Primary Key, is a designated field (or fields) which are used 

to uniquely distinguish one record from another. 

 

Getting Started 
One way to start Access is to go to Start Ĕ All Programs Ĕ Microsoft Office Ĕ Microsoft Office 

Access 2010, or make use of a desktop short-cut icon. 

Access will open and display the Microsoft Access window with the File tab and New selected. From 

here you can é  

¶ create a new database 

 from a template,  

¶ create a New blank database,  

¶ or open an existing database, 

¶ or see a list of  

Recent databases  

¶ or access 

 Office.com Templates.  
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Creating a new Blank Database 

In this document we will be creating a 

new database fi le.  

From the File tab window, & with New 

selected, you can start a new database  

by the following method:  

1. With the Blank database  

template selectedé 

a. Fill in a descriptive File 

Name: (other than Database#) 

b. Browse for an appropriate 

location to save the new 

database on your computer  

or school network by 

selecting the folder icon  

 

2. A File New Database window will appear.  

¶ Access requires that the database 

be saved before any data can be 

entered because several hidden 

files need to be created to 

control linking between various 

parts of the database.  

¶ Select a proper location on your 

computer or at your school to 

save the database by clicking on 

the dive designations, folder 

names, and/or  arrow-heads,  

in the path box:  

¶ In the File name: box, if the 

descriptive file name you want 

is not being displayed, type it in. 

¶ For this document, be certain 

 the Save as type: box indicates 

Microsoft Access 2007 Databases.  
The file extension .accdb is used by both Access 2007 and Access 2010.   
The file extension .mdb had been used in prior versions of Access. (Realize that saving as 

Access 2007 will prevent your database from opening in an earlier version of Access, but is required for this 

tutorial.) 

¶ Click OK . 

 

3. The File New Database window will reappearé 

¶ éwith the new File Name:  

and directory path filled in. 

¶ Click Create. 
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4. Note: In Access there is no ñsaveò command to ñsave the databaseò as you work on it. It is periodically 

saved automatically. This is why it is important to save the database with an appropriate name when the 

database is first created, although you could rename your database later.  

 

5. The new database is created and a new table will  open in Datasheet View (as shown below) with 

Table Tools and the Fields ribbon  displayed. The title bar will display the database title and the fact 

that it is in (Access 2007) format.    

 

Opening Databases 

Note: Databases are automatically saved as you work, hence when you close a database, you will not 

necessarily be asked about saving changes if they have already been saved automatically. 

To open an existing databaseé 

1. Start Access and the File Ribbon should appear. 

2. Click on Open and an Open window 

should appear where you can browse to 

locate and then open the desired 

database 

 

OR 

 

1. Start Access and the File Ribbon should 

appear. 

2.  Change the setting from New to  Recent 

3. On the right side of the window Recent 

Databases should appear, click on the 

database you wish to open. 

4. The database will open, but a Security Warning might be displayed. (See next page for details.) 

 

 



Copyright © 2010 
James R. Grunwald 

Access2010.docx.docx 
Revised 01/23/12 JRG  Page 6 of 30 

Security Warning: 

1. When asking Access to open an existing 

database, you might be greeted with a 

Security Warning bar. 

2. Click on the Optionsé button  

to see your choices. 

3. A Security Alert  window will probably 

display similar to the one at the right. 

a. If you are trying to open a database you 

created, select Enable this content. 

b. Click OK  

c. The database should open.  

 

The look of an empty databaseé 

Once the database opens, it might have the following 

appearance if no tables have been created and saved. 

Notice the Navigation Pane area on the left. It can be opened or 

closed through the Shutter Bar Open/Close Button.  

Also, by clicking on the drop-down triangle button at the  

end of the title are of the Navigation Pane, you can control  

what is seen in the pane. It is suggested that you change the 

Navigation Pane to display Object Type and All Access Objects.  

Doing so will cause the Navigation Pane to display Tables, 

Queries, Forms, and Report as they are created later in this document. 

Creating Tables   

Tables are used to create field definitions and to enter, edit, and hold the raw data, such as names and 

addresses, in records. 

When you created your database, a table called Table1 was created and displayed in Datasheet View. (See 

image on the top of the previous page, step 5.) If you closed your database without working on the table 

and then reopened the database later, the table called Table1 will not appear because it was not saved if  no 

modifications were made to it. Instead your database will probably look similar to the one above with the 

Home ribbon  selected. 

The next page will lead you through the process of creating a new table. Please note that there are other 

ways that this could be accomplished in addition to the method illustrated. 

 

Shutter Bar Open/Close Button 

used to open/close Navigation Pane 
Navigation Pane area 
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To create a new table é 

1. With your database opened in Access, select the Create ribbon .  

2. In the Tables section, click on the Table Design. 

3.  A blank table called Table1  

will appear.  

 

The Design ribbon  

will be displayed.  

 

 

 

 

Creating the Fields 

Fields are the category headings in our table, such as Last Name, First Name, etc. These fields or 

categories must be setup prior to entering specific names for the people into our database. 

4. In the Field Name column, type in your 

first field name. (Last Name  

in this example).  

Note: Field names should be 

descriptive, and can contain up to 64 

characters, including spaces.  

5. Press the Tab key on the keyboard to 

move to the Data Type column. Text is 

the default data type, but other data 

types can be selected by clicking on the 
drop-down arrow at the end of the 

Data Type box. 

6. The Description column is used to type 

in additional descriptive information if 

you think someone might be confused by 

the field name you used.  

7. The type of information which can be 

entered into a particular Field when 

entering data can be controlled through 

Field Properties section, General tab. 

The choices will vary based on the Data 

Type selected for the particular Field. 

8. The Lookup tab is used to create a 

Lookup chart for data entry, such as a list 

displaying all 50 states. 

9. Type in the information for the rest of 

your fields.  

10. If you later want to add in a missing Field between two other 

Fields, position the insertion point on the Field row below the 

missing row, and from the Design ribbon  select Insert Rows.  
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Saving the Table  

11. If you attempt to close the table or database a message 

asking you if you want to save changes or not will appear.  

12. Selecting Yes to the ñdo you want to save changesò 

message, or if you had originally selected Save by some 

other method, a Save as... window will appear.  

13. Give the table an appropriate name other than Table1.  
(This document saved the table as Member Addresses.) 

14. Select OK  and a message stating that ñThere is no primary key 

defined.ò will appear.  

 

Setting the Primary Key 

15. Each table should have a Primary Key. The primary 

key indicates which field or fields will be used to 

distinguish one record from another once the actual 

names of people are entered into the database. There 

are two ways to handle this, as explained in Method A 

and B below. 

Method A:  

Allow Access to create a primary key  field for you: 

(a) If you are saving the table for the first time,  

and if no primary key has been set, then  

the "no primary key" message will display.  

(b) Click Yes and an ID  field with an 

AutoNumber data type will be  

inserted as the first field of your table. 

OR prior to saving your table the first time you could é 

Method B:  

Set your own primary key  field(s):  

(a) Prior to saving, (select Cancel if a Save As 

or primary key message window are being 

displayed) select the desired field row(s) by 

clicking in the square to the left of the row(s). 

(To select multiple field rows, hold down the 

Ctrl key as you click on the squares).  

(b) Then, on the Design ribbon  click on the primary key  icon. An  icon appears in front of the 

approriate row(s) indicating which are set as a ñprimary keyò. 

(c) Note: In the example above (Member Addresses Table), the primary key has been set to the Last 
Name and First Name fields. This means that each person (record) will be distinguishable from every 

other person by comparing the last and first names of the records. If only the Last Name field has been 

set as a primary key, then no two people with the same last name could have been entered into the 

database. 

(d) Save your table by any method. (If this is your first save, a Save as... window will appear. Give the 

table an appropriate name other than Table1. Click OK .  

16. Close the table (X button). The All Tables pane on the left side of your 

screen will display the names of tables in the database. 
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Entering the Records 

1. From the Database window, in the All Tables (or All Access Objects) 

pane, double-click on the tableôs name to open it. 

2. The table will open in "Datasheet View" 

displaying the field names created in the 

previous section as column headings.  

3. Note: ID  will be the first field listed if  the Primary Key was set automatically by Access as explain in 

Method A:  on the previous page.  An * and 

(New) at the beginning of a row indicates 

where data for a new  record can be enterd. 

4. Click the insertion point into the Last Name 

field and type in the first person's last name. 
Note: If an ID field with Data Type AutoNumber was present, a number will be filled into the ID field. 

5. You may use the Tab, Enter, or arrow keys on your keyboard to move to the next field.  

6. Continue to type in the information for the first person (first record) into the remaining fields. 

7. Important Notes on Data entry: 

a) You may leave some field cells blank (except those set as a 

Primary Key field) and fill in the information later. 

b) Some Data Types require that the information in a field be 

entered in a specific format. For example, a "date field" 

must be entered as mm/dd/yy, or you will receive an error message.  

c) If the text doesn't fit within the width of the column, you may type 

more, but not all of it will visible at the same time in datasheet view. 

d) You can adjust the width of each column by dragging the dividing 

line, located on the gray column heading row, between columns.  

e) Once you are in the last field, press Tab or Enter to go on to the second record and type in the 

information for the second person. 

7. You may continue this process to enter all of the records. However, there is a better way to view, enter, 

and edit data, which will be explained in the next lesson on Forms. 

 

Modifications to a Table 

Once a table has been created, even after entering records, it is possible to make modifications to the field 

names, data types, and field properties. Additional fields can also be added or deleted. 

1. When you first open a table, most likely you are in Datasheet View.  
(Note: the status bar in the lower-left of your database window will display the view that you are currently in.) 

2. Switch to Design View by either by selecting the last button on the View buttons 

bar  in the lower-right of the status bar;  

OR  

from the Datasheet ribbon , click the View button and select Design View. 

3. Once you are back into Design view, simply click on the field name you want to 

modify and type in your changes. (Note: changing data type and some properties 

can cause you to loose some data you have already entered into the records, but 

you will be prompted if this is the case.) 
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4. If you want to add (insert) new fields, position the insertion point 

on the row below the point where you want the new field to be 

inserted and then select Insert Rows from Design ribbon .  

5. If you want to delete a field, place the insertion point in the field 

you wish to delete and select Delete Rows from Design ribbon . 

You will be prompted that the row (field) will be permanently deleted from the table.  
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Creating and Using Forms 

What are Forms? 
Forms are customized screen layouts used to enter, view, and edit the data found in the database. 

Why use forms? 
¶ Speeds data entry and editing. 

¶ Presents data in an organized manner which helps to minimize errors. 

¶ Only one record is displayed on the screen at one time. 

¶ Allows for the viewing of all fields on a single screen. 

¶ Can be created so only certain fields are viewable. 

Creating a Form 
1. With your database open and at the Database window, click on the Create control tab to display the 

Create ribbon . 

2. In the Forms section, select Form. 

3. A Form window will appear in Layout View or Form View (as indicated in the windowôs lower-left corner). 

Note the following: 

A. The field names from the table and the data from the records are filled in.  

B. Your layout might appear in a one or two column format, depending on the size of your window 

when you clicked on Form in the previous step.  

C. The Form currently has the exact same name as the Table, (Member Addresses) which can be 

confusing. We will change the name later in this document.  

D. A Form is just another way to enter, view, and edit the data one record at a time. 

E. In order to enter or edit data, if in Layout View, you need to first switch to Form View by selecting 

the appropriate view button. 
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F. If in Form View, click in the appropriate box and type.  

G. The lower left area of the Form window, either in Layout View or Form View, displays several 

buttons for moving to different records. (see below) 

 

 

 

 

 

 

 

 

 

H. You can add additional records by clicking on the ñLast Recordò and then ñNext Recordò button 

or by clicking on the "New Record" button and filling in the form, but only if in Form View. (See 

button names above.) 

 

Saving a Form 

1. With a Form window open, clicking on the X to close it or 

selecting Save by any method, will cause a Save As dialog 

window to appear. 

2. Fill in the Form Name: box with an appropriate descriptive 

name. Donôt simply use the default table name. Instead, adding 

the word Form to the end of the tableôs name would be a good 

idea.  

 

Modifying the Formôs Design 
If at some time you want to modify the Formôs design, it is possible to do so in either 

Layout View or Design View, but some changes can only be made in Design View. 

1. If your Form is not open, open it.  

2. Switch to Layout View or Design View either through the View buttons  

on the Home ribbon  or the view buttons on the status bar in the lower-right. 

3. The Form will switch to Layout View or Design View (as show on 

the next page) and the Form Layout Tools or Form Design Tools tab 

will display along with the Design ribbon . (Note: The two ribbons look almost identical, as shown below.) 

  

  

 

 

 

 

 

 

 

 

 

First 
Record 

Last 
Record 

Previous 
Record 

Next 
Record 

Current 
Record 
Number 

Number 
of 

Records 

New 
Record 
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4. The Layout View 
(displayed to the right), 
along with the Design 

ribbon , Controls 

section tools (displayed 

on the bottom of the 

previous page), allows 

you to modify certain 

aspects of the Form, 

such as right-align field 

names or change the 

formôs title. 

 

Note: Some modifications 

to the Form design will be 

demonstrated in class for 

face-to-face classes. 

Students in these classes 

will be required to modify 

the form design on their 

assignments and test. 

 

Students in online-classes are encouraged to experiment on 

their own. Modifications of the form design will be 

considered extra credit on the assignments and test. 

 

 

 

5. The Design View 
(displayed to the right), 
along with the Design 

ribbon , Controls section 

tools (displayed on the 

bottom of the previous 

page), allows you to 

modify the design of the 

form.  

 

 

 

Generally, it is easier to 

work in Layout View instead 

of Design View for basic 

changes to the form. 
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Mail Merging between Access & Word 

What is Mail Merge? 
The process of combining (merging) information stored in a database with a word processor letter is often 

referred to as mail merge. A common use of this process is to produce personalized letters by combining a 

form letter file (in Word) with a name and address file (in Access). The file containing the standard generic 

form letter is called the primary file  or main document. The file containing the personalizing data 

(pronounced DAY-ta) that will be merged into the form letter is called the secondary file or data source. 

The actual merged letters which are produced are referred to as the merged file. 

The merging process does nothing to change the primary and secondary files. The resulting merged file will 

have the primary file information repeated as many times as there are secondary file entries. For example: 

if the primary file is a single page letter and the secondary file has twenty names and addresses, the merged 

file will contain twenty pages of merged letters, each page with the same letter but differing names and 

addresses. 

NOTE: The primary and secondary file can come from existing Word documents, be created new in Word, 

or be linked into Word from another application such as Access or Excel. The actual merge can be initiated 

from Access or Word.  

This document will assume that the names and addresses (secondary or data source file) have been created 

in Access (as covered in the Databases, Tables, and Records section of this document), that the mail merge 

will take place from Access to Word , and that the standard generic form letter (AKA primary or main file) 

will be newly created in Word  as part of the process.  

 

 

Starting the Mail Merge Process in Access 

1. In Access, with the 

database open, select 

the table or query 

(queries will be 

discussed in the next 

lesson) that contains the 

data (the records) that 

you want to use in the 

form letter. (Member 

Addresses Table was 

selected in this example.) 

2. From the External 
Data ribbon  tab,  

Export  section,  

select Word Merge. 

3. A one-step Mail Merge Wizard  window  

will then open. 

4. Select the radio button Create a new document  

and then link the data to it and then click OK .  
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5. Word will open to a blank page, a Mailings ribbon will  appear, and a Mail Merge  task pane will 

appear on the right.  

6. The next step is to create the form letter, which is explained in the next 

section.  

 

 

 

Creating the generic Form Letter  

(also know as the Primary file or main document) 

The primary file, or main document, will contain the text of the letter along with 

various merge codes which are often referred to as field markers. Some of these 

merge codes will indicate where the data from the database (secondary file) will 

be inserted and some will indicate where other information, such as the current 

date, will automatically be inserted. A sample generic form letter (primary file), 

as shown below, uses a date code and other field codes (markers) to place an 

inside address, greeting, and other field codes into the letter. These field codes 

cannot be typed in, but must be inserted as explained below.  

 

 

 
Sample Form Letter (Primary file) 

 
 

Using the Mail Merge task pane 
The generic form letter (as displayed above) could be created from tools on the Mailing ribbon  or through 

the use of the Mail Merge  task pane. This document will demonstrate using the task pane. 

1. First, on the blank Word document created in step 5 above, set page margins, font size, etc. as you 

would normally do in any new document. 
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2. On the Mail Merge 

task pane, step 1, 

Select document type, 

we will select Letters 

of our example. 

Note: The bottom half 

of each task pane will 

give you a description 

of each choice. 

(Click Next: Starting 

document at the bottom of 

the pane to go on to step 2.) 

3. In step 2, Select 

Starting document,  

we will Use the 

current document. 

(Click Next: Select 

recipients at the bottom of 

the pane to go on to step 3.) 

4. In step 3, Select recipients, we will Use an existing list.  

Notice that the existing list is indicated as being from the ñMember 

Addressesò table in the ñOrion Clubò database. At this point you could 

Select a different listé or Edit recipient listé  

(Click Next: Write your letter  at the bottom of the pane to go on to step 4.) 

5. In step 4, Write your letter, we are finally ready to begin writing the actual 

generic form letter. Before working with the choices on this step we will 

insert an automatic date as explained below.  

 

6. Entering the date: For the sample letter in this document, displayed on the 

previous page, we want the date to automatically be inserted at the top of the 

letter. This can be accomplished through the following steps. 

¶ Position the insertion point in the document. 

¶ From the Insert ribbon , Text section, select Date & Time. 

¶ A Date and Time dialog box 

will open as shown here. 

¶ Select one of the available 

formats. 

¶ Place a check into the Update 

automatically box so the 

document will always show 

the current date when opened 

or printed. 

¶ Click OK  

¶ The date will be inserted into 

the letter. 
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7. Inserting the Address Block: Position the insertion point where you 

would like the address section to begin on the letter. Select the Address 

blocké link and an Insert Address Block dialog window will appear 

(shown below). Select the address elements you desire and then click OK .  

The <<AddressBlock>> field indicator will display in the form letter.  

8. In some cases, you might want to have more control over the lines in the address section,  

in which case you could insert the desired lines and field indicators one at a time through the More 

itemsé link. (We will make use of this choice later in this document.) 

9. Inserting the Greeting Line: Position the 

insertion point where you would like the 

greeting or salutation line to appear in the letter. 

Select the Greeting lineé link from the Mail 

Merge task pane and an Insert Greeting Line 

dialog window will appear. Make your 

selections and click OK . The <<Greeting Line>> 

field indicator will appear in the letter. 

10. In some cases, you will want to have more 

control over the greeting or saluation line, 

especially if you have set up a title field in your 

database table and you want to make use of it in 

your letter. In this case, make use of the More 

items... link, which will be explained next. 

11. As you type a generic form letter, you might want to insert a 

particular field, such as <<City>> or <<State>> right into the 

body of the letter. To do so follow these stepsé 

a) Position the insertion point where you want the field 

marker to appear. Select the More itemsé link form the 

Mail Merge  task pane and an Insert Merge Field dialog 

window will appear. Note that the field names from he 

database table are dispalyed. 

b) Click on the desired field name and click Insert. The field 

code will automatically be inserted into the letter. 

c) After inserting a filed name, you will need to Close the 

Insert Merge Field window before you can work in your 

document. 
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12. Note: You could have inserted the various fields 

and blocks into the generic form letter directly from 

the Mailings ribbon , Write & Insert Fields 

section, by selecting the appropriate button, instead 

of using the links found on the Mail Merge task 

pane, step 4 of 6.  

 

Previewing the Letters  

1. On the Mail Merge task pane, Step 4 of 6, Write your letter, we created 

the generic form letter. Now we are ready to move on to see what the 

letters will look like is we complete the mail merge process.  

2. On the bottom of the Mail Merge  task pane, click the Next: link  

and Step 5 of 6, Preview your letters should appear (as shown here). 

3. The generic form letter should now be giving you a preview of what you 

will get if you actually completed the mail merge. In the task pane, use 

the << and >> buttons to preview the various letters. 

4. If the formatting does not look correct, then return to the previous step 

(Step 4 of 6: Write your letter) and make any necessary changes.  

5. Note: You could have previewed your 

letters directly from the Mailings 

ribbon , Preview Results section,  

by selecting the appropriate buttons. 

6. When you are satisfied the generic form letter (primary file) is correct, it 

is a good idea to save it under an appropriate name such as, in this 

example, OrionClub-Form Letter.docx 

 

Merging the Files  

We have created both the primary (generic form letter) and secondary files 

(database records). The following will merge them into a third document, 

known as the merged file (or in our case the merged letters file). 

1. Assuming you are still at Step 5 of 6 of the Mail Mer ge task pane, select 

Next: Complete the merge.  

2. The Complete the merge, Step 6 of 6, will appear in the task pane. 

3. If you want to save the merged letters you need to select Edit individual 

lettersé and a Merge to New Document dialog window appears. 

a. All  should be selected. 

b. Click OK .  

c. The merged letters appear, one after 

the other, in a single new merged file. 

4. You may now save the set of merged 

documents under a new file name (such as 

OrionClub-Merged Letters.docx), print 

them, or delete them.  
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5. From Step 6 of 6 of the Mail Merge  task pane, selecting Printé  

would result in a Merge to Printer dialog box opening. 

 

6. Note: You could have completed the merge via the Mailings  

ribbon , Finish section, by selecting the Finish & Merge button  

and then selecting one of the choices. 

 

 

 

 

 

 

Note on Printing Merged Documents 

A ñmerged lettersò document is different from a regular document in 

Word. Therefore you cannot print a single page of a merged document 

as you would normally do so though the Print  menu. Instead you must 

highlight the desired page in the document and then print ñSelection.ò   
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Creating and Using Queries 

 

What is a query and what can it do? 

A query is a very useful tool for analyzing data stored in a database. A query is used to "question" or 

search, sort, and retrieve particular records which meet specific criteria. In other words, a query can be used 

to limit the display of information from a database to only the type of information you are currently 

interested in. For example, a query in a graduate database could be constructed to "display all 1978 female 

graduates who currently live in Wisconsin." 

A query can be constructed in a database from an existing table or from another query. 

 

Query Types 

This document will only cover the most common query type, the Select query, but you should be aware 

that additional types of queries exist. 

Select: The Select query selects information from one or more tables and/or other queries and displays the 

information in a datasheet view. 

Parameter: When run, a Parameter query displays a dialog box requesting specific information (criteria) 

which is then used to display information from records consistent with the request.  

Crosstab: Crosstab queries display data in a spreadsheet format, with the row and column heading based 

on field names from the table.  

Action: An Action query will create a new table or change data (delete, update, and append) in existing 

tables. Unlike Select queries, which change records one at a time, Action queries change many records at 

once. 

SQL: Structured Query Language (SQL) is a programming language used to customize instructions of a 

query in a relational database, such as Access. 

 

Creating a "Select" Query 
A Select Query can be created through a Query Wizard  or via a Query Design screen. Both methods 

involve basically the same process. This document will only lead you through the Query Design process. 

1. With your database open and at the Database window, click on the Create control tab to display the 

Create ribbon . 

2. In the Queries section, select the Query Design button. 

3. A Query1 area will appear in the background and a Show Table window (shown on the next page) 

will appear in the foreground. 
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4. On the Show Table window, with the Tables tab to the front:  

a) Select the table from which you want to build the query 

(Member Addresses Table in the example at the right). 

b) Click the Add button in order to add the table to the upper 

part of the Query 1 area. 

c)  Click the Close button to close the Show Table window.  

5. A Query Tools control tab appears along with a Design ribbon  

(see above), and the Query1 area becomes active (see right).  

The Query1 area has an upper and lower pane.  

a. The upper pane displays the table (Member Addresses table) and 

field names from which the query will be built.  

b. The lower pane is a "query by example" design area and is used 

for entering query criteria.  

6. To add in the field names that you want in the query.  

a) With the insertion point in the first Field: cell in the lower pane, 

click on the drop-down arrow button at the 

end of the cell to display a menu listing the 

available field names. 

b) Single-click on the field name you want 

(such as Last Name in the example). 

c) The field name (Last Name) will be filled 

into the Field: row and the Table: row will indicate the table from 

which the field came.  

Note: The Table row is used because a query can access 

information from several different tables within a database 

(although this tutorial section only deals with a single-table 

database). 

d) Click in the next column of the Field: row to position the 

insertion point, click on the drop-down arrow button, 

select the next field you want in the query.  

(First Name in the example at the right). 

e) Continue the process to add in other fields into the query design.  

(Note: A faster method to insert desired fields is to simply 

double click on the desired field name in the upper pane.)  
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f) The image above shows six fields that have been added to the query 

design. Once fields are inserted into query design, unwanted Fields 

can be removed, and room for skipped fields can be inserted, via the 

Design ribbon , Query Setup section, Delete Columns and Insert 

Columns, respectively. 

7. The Sort: row is used to enter descending or ascending sort instructions into the query.  

a) Click in a Sort: row cell to display the drop-down arrowhead button.  

b) Click on the arrowhead button to display a listing of 

available sorting choices. 

c) Select either Ascending (A-Z) or Descending (Z-A).  

d) Note: If multiple fields are selected for sorting, such as Last 

Name and First Name, the left-most field will be sorted first, 

with any duplicates being sorted by the next field with sort instructions. 

9. In the Show: row, if a box is checked, the field's data will be displayed in the datasheet view.  If a box 

is not checked, the field's data can still be used for sorting or criteria selection, but the actual data will 

not be displayed in the datasheet view.  

10. The Criteria: row is used to select only those records from the table which meet specific criteria.  

a) On the Criteria: row, click 

in the column (State in the 

example) where you want 

to enter selection criteria. 

b) Type in the criteria, such as 

"WI" in the example to 

select only those records that have WI in the State field. (Note: You do not have to type in the 

quotation marks. Also, remember that the Criteria  items need to be a direct match. Typing in 

ñWisconsinò instead of ñWIò is not considered the same thing.) 

c) The or: row is used for additional lines of criteria, such as or "MN" to select only those records from 

Wisconsin or Minnesota. 

d) If you would like records that do not meet particular criteria, place the word ñNotò in front of the 

criteria, for example Not ñMNò would bring up all records except those with a state of MN. 

 

Saving the Query 

1. With a Query window open, clicking on the X to close it 

will cause a Do you want to save é message to appear. 

Selecting Yes will cause a Save As dialog window to 

appear, if this is the first time you are saving.  

2. Fill in the Query Name: box with an appropriate descriptive name. 

Donôt simply use the default Query1 name. Instead, a name such as 

WI-MN Members Query would be a good descriptive name. Click OK .  
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Viewing the Query 

The results of your query can be viewed at any time during the design process or at a 

future date.  

1. If your Query is not open, open it. 

2. You can switch to various views either through the View button  

on the Home ribbon  or through the view control buttons in the lower-right area of 

the window. 

3. Select the Datasheet View button  

to view the results of your query. 

4. To make changes to the Query design, select the Design View button. 

 

 

Additional Notes 
¶ Once a query has been created, it can be used create forms, reports, or other queries. It can also be 

used as the Data Source for a mail merge. 

¶ The results of a query are updated every time the query is opened. This means that if records in the 

database tables are edited, or if records are added or deleted, the query data will automatically be 

updated to reflect the changes. 

 

Creating a "Select" Query from two Tables 

A relational database contains two or more tables that share at least one common field. This allows the 

database to gather information for a query from more than one table.  

Database: To illustrate this, we will consider a different database than the one used earlier in this 

document. Our database will be called WELS Teachers and has been saved in Access 2007-10 format. 

Tables: The database consists of two tables, a School Table and a Teacher Table. Illustrated below is the 

table fields and data types used in each table. 

 

Primary Keys:  Notice the School Table design above has both the School Name and City  field set as a 

primary key field. (Primary key fields were discussed earlier in this document.) It is not uncommon for two 

schools in different cities to share the same school name, such as St. Paul in New Ulm, MN and St. Paul in 

Arlington, MN. By setting both the School Name and City  fields as primary key fields, the database will be 

able to distinguish between two schools in the same state with the same name. For a similar reason, in the 

Teacher Table the primary key fields have been set to First Name and Last Name so it will be possible 

for two teachers to be in the database with the same last name.  
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In order to keep our example simple, let us assume our School Table contains only three schools, two with 

the same name, but each school is in a different city. Let us assume our Teacher Table contains ten 

teachers teaching at one of the schools listed in the School Table.  For simplicity, we will also assume each 

teacher lives in the same city as the school where they teach. Below is an example of the records in each 

table that meets these criteria.  

 

 

 

Why two tables?  
Notice that the Teacher Table contains the home contact information for each teacher. The last field 

(School) contains the name of the school where each teacher teaches. Because we also might want to 

contact each teacher through their school contact information, we could have added on additional school 

related fields to the right of the Teacher Table. But this would have made the Teacher Table very long 

and would have required the typing of duplicate school information for each teacher at the same school.   

A much better method of making the extra school contact information of each teacher available is to create 

a separate School Table to contain this information. As you can see above, this means the school 

information for each school only needs to be entered into the database once, (3 records in our example) 

instead of separately for each teacher at each school (10 records in our example). By placing the school 

contact information into a separate table, it makes data editing easier too. For example, if a school would 

change its phone number, the new phone number would only have to be changed in one record, the single 

record in the School Table, rather than in the records of each teacher at that particular school. 

Of course, if we have two or more tables, the tables need to have a least one duplicate field so the 

information between the tables can be shared. In the example above there are two duplicate fields; City  

with City  and School with School Name (illustrated by the arrows drawn between them). Notice that the 

field names donôt have to match, but each piece of data entered into one of these fields should have an 

exact match in the corresponding field of the other table. We needed to use two duplicate fields in our 

example because it is common to have two schools with the same name. 
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Setting up a Query involving two tables:  

The following steps will lead you through creating a 

single query drawing information from both tables. 

The queried data will consist of the teacherôs names 

with the schoolôs mailing address. 

1.  Follow steps 1-3 from the Creating a ñSelectò 

Query section (page 20 of this document) to 

begin the creation process. The Query1and Show 

Table widows should open. 

2. With the Tables tab of the Show Table window  

to the front:  

a) Select both tables at the same time using the Shift key 

(or you can select and add each table one at a time).  

b) Click Add, and both tables should appear  

in the Query1 upper pane.  

c) Click the Close button to close the Show Table window. 

3. The Query1 window is now active.  
(Note: If a line appears connecting two fields between tables it is 

because the a primary key field in each table has the same name. 

Removing connecting lines will be covered later.)   

4. Add in the field 

names that you 

want in the query 

from each table.  
 

Note: Adding field 

names to the query 

was explained on 

page 21, step 6.) 
 

Notice: In this 

query design, the 

Table: row 

indicates that the 

Last Name, 

First Name, and 

School fields were selected from the Teacher Table and the Address, City , State, and PostalCode 

fields were selected from the School Table. 

5. Link the Tables: Because we want to gather information from more than one table for this query, we 

need to let Access know how the tables are linked so the information can be shared between tables. 

a) Scroll the School Table and Teacher Table windows so 

you can see the School name field on each. With the 

mouse pointer drag from one School name field to the 

other and release. A linking line should appear (see right). 

b) Do the same to crate a linking line between the City fields.  

c) You can remove a linking line connecting two fields by 

right-clicking on the slanted part of the line and selecting 

Delete from the short-cut menu.  
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6. Modify  the queryôs Sort: and/or Criteria:  rows as needed. 

7. Save your new query with an appropriate name, such as Teacher-School Query in our example. 

8. Switch to Datasheet View to see the results of your query.  

¶ If all of the expected records are not showing, it is likely that you created a typing mistake 

when entering the information into one of the linked fields (City  or School name fields in our 

example) in one of the tables. Note which records are missing in your query. Close the query 

and open the two tables to check for typing mistakes on the records that were missing. 

Remember, there needs to be an exact match between linked fields for a link to take place. For 

instance St. Paul will not match with St. Paulôs. Correct errors, close the tables and reopen the 

query to see if the proper records now display. If not, repeat the process an look more closely. 

¶ If too many records are showing, it might be that you did not draw the linking lines between 

tables properly while in Design View. Return to Design View to make changes as needed.  
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Creating Reports 

What are Reports? 
Reports are used to display, often in printed form, formatted data, including calculations and totals. 

Reports can be based on the contents of table or a query.  

Creating a Report 
1. With your database open and at the Database window, click on the Create control tab to display the 

Create ribbon . 

2. In the Reports group section, you have several methods that  

could be used to create a report. 

3. This document will lead you through the process using the Report Wizard.  

 

Working your way through the Report Wizard 

1. On the Create ribbon, Reports section, select 

Report Wizard.  

¶ The Report Wizard will be displayed. 

2. Tables/Queries: Select the table or query  

that you want to use to build the report. 

3. Choose the fields: 

a) Available Fields: are displayed in the left panel. 

b) To select a field, highlight the field and click the 

> button to move it to the right panel.  

c) Use the >> button to move all fields. 

d) Use the < or << buttons to remove fields.  
(The fields LastName, FirstName, Address, City, 

State, PostalCode were selected in for this example.) 

e) Click the Next button to go on to the next step. 

4. Grouping:   

a) Select grouping levels if desired. (Grouping 

levels are used to place the data of the report into 

groups. Normally, simple reports would not use 

grouping levels. However, PostalCode was selected 

as a grouping level in the example.) 

b) If grouping levels are selected, then Grouping 

Optionsé will allow you to control the  

Grouping Intervals.  

c) Click 

Next to 

go to the 

next 

step.  
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5. Sorting: 

a) You can sort records by up to four fields.  

b) Click on the down-arrowhead at the end of each 

dialog box and select the desired field. 

c) The example indicates that the records will be 

sorted by the LastName field first, and if need be 

the FirstName field, and in Ascending order. 

d) Click Next to continue.  

 

 

 

6. Choose the report layout:  

a) Layout: Select one of several layout choices:  

¶ As you click on a radio button, a preview is 

displayed on the left.  

¶ Note: Different Layout choices will be 

available depending on whether or not you 

selected any "grouping" in an earlier step. 

(See step 4. on the previous page.)  

¶ If no grouping was selected earlier, than 

"Tabular" layout (not shown here) is often 

selected for the report. 

b) Orientation: Select either Portrait or Landscape. 

c) Checkbox: Checking this should force all of the 

fields of the report to fit across a page. This may 

cause some data to become truncated in the report. 

d) Click the Next button to go to the next step. 

 

 

 

7. Finish the report:  

a) Replace the default report title   

with a more appropriate one.  

(Teacher-School Report with Groups in our 

example.)  

¶ Note: When you create a report through the 

wizard, it is saved automatically using the title 

you type in at this step.  

b) For this example we will select Preview the 

report . 

c) Click on the Finish button to complete the 

process. 

d) A print preview of the report will be displayed 

(see next page) and well as the Print Preview 

ribbon . 
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Modifying the Report 
If at some time you want to modify the reportôs design, it is possible to do so in either Layout View or 

Design View, but some changes can only be made in Design View. 

1. If the Report is not open, open it. 

2. Switch to Design View by one of the following methods: 

a. If the report is open in Print Preview, you can select the Close Print Preview 

button at the end of the Print Preview r ibbon and the report will display in 

Design View. 

b. Or, when not in Print Review view, you can make use of the View button  

on the Home ribbon, to switch to Design View.  

c. Or, no mater what view the report is currently in, you can switch to Design  

View through the appropriate View button (located in the lower-right of the 

screen at the end of the status bar). 

3. The report will switch to Design view (as displayed on the 

next page), and the Report Design Tools tab will display  

along with the Design ribbon .  

 

 

  

Design View 
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4. The Design View (displayed below), along with the Design ribbon, Controls section tools allow you 

to modify the design of the report. 

Note: The various sections of the report design (ie. Report Header, Page Header, etc.), will  vary 

depending on the type of layout you selected when you went through the report wizard. 

5. The Layout View (displayed below), along with the Design ribbon, Controls section tools also allow 

you to modify certain aspects of the reportôs design.  

 

Note: Some modifications to the Report design will be demonstrated in class for face-to-face classes. 

Students in these classes will be required to modify the Report design on their assignments and test.  

Students in online-classes are encouraged to experiment on their own. Modifications of the Report design 

will be considered extra credit on the assignments and test. 


