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    INTRODUCTION


    This book is intended to anyone who is interested in the Microsoft Access database. The versions have evolved over time and the latest one is Access with Office 365. This book is written with the version 16.0.14326.20450 64 bits and a licence under Windows 11.


    Access is a very elaborated application whose objective is the management of data stored in tables. It has a comprehensive set of tools that enables you to query numerous information. Forms and reports improve the layouts. The great advantage of Access versus Excel is the ability to store a large amount of data. In addition, indexes (primary and foreign keys) enable you to link tables with relationships and relational model.


    With Excel you can enter any type of information in a column, for instance dates, numbers or text. Working with a database requires several constraints that must be respected. For instance in a numeric field type, you are not allowed to enter any text. When designing the table, very strong rules are set up and must be respected.


    To make your manual actions automatic, it is possible to perform macros in order to repeat tasks in relation with database objects. Moreover, Access offers a VBA development platform that will help you to create customized applications. With this language, you will be able to develop forms with buttons that trigger actions.


    This book is divided in 6 chapters.


    Chapter 1 details the database fundamentals and the different menus of the application. You will learn how to create a table with the fields, the types and the properties. All these features are very important to produce a good data organization.


    Chapter 2 focuses on the relationships with the primary and the foreign keys as well as the data integrity. You will discover the joins and the SQL language that are always in the background.


    Chapter 3 deals with queries that are very powerful tools for visual interrogation of data. Based on the SQL language (Structured Query Language), queries enable tables to be linked together with joins. You will study the different kind of queries such as Select, Update, Delete, Append, Union, etc.


    Chapter 4 focuses on forms which are commonly used to present data more attractively. When you change information via a form, it is immediately reflected in the table. A form can be used to create dialogs without interaction with tables.


    Chapter 5 details the mechanism of macros which allow manual tasks to be automatic. It allows you to manage the controls for data entry.


    Chapter 6 shows how to develop customized application with the VBA language. You will learn how to write procedure in a programming environment.


    I hope this book will enable you to progress in the database management.


    Do not hesitate to contact me at remylent@gmail.com if you have any comments or questions about this book.


    Enjoy your reading.


    The author

  


  
    Chapter 1

    Table and objects


    To manage information in a database you must design the tables and the relationships between them correctly. Once these two operations are completed, you can enter the data, then query it using visual queries. Creating a table is a delicate operation because it defines the fields and their properties. This chapter details the many features that organize the setting up of tables.


    1.1 The table


    A table is the physical support of information. You can store millions of rows (or records) in it, unlike Excel where the limit is 1048576 rows (for now). A table is structured in columns (or fields), each of them has a specific type. If a column has a numerical type, you will not be able to enter alphabetic values. If a column has a date type, you can only enter dates. This organization seems rigid but it is safer for the information coherence. The most important thing when creating a table is the structure of the fields and their properties. Before defining the tables you must first create a database. This operation is performed only once and saves the object storage environment.


    1.1.1 Creating a database


    Start Access, choose New on the left panel, click on Blank Database, then give a name in the File name area. Finish with the Create button, as shown in figure 1.1.


    [image: ]


    Figure 1.1 : Creating a database


    The file extension will be .accdb. The older version was .mdb.


    Figure 1.2 shows the working environment.
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    Figure 1.2 : Access starting point


    A) The File menu


    It shows several actions you can perform thanks to the left panel.
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    Figure 1.3 : The left panel from the menu File


    
      	The white arrow in the left corner of the window enables you to return to the working environment.


      	The New tab is used to create a new database.


      	The Open tab enables you to open an existing database.


      	The Info tab proposes to compact and repair the database. It helps to prevent and correct file problems. During the database life, many records are deleted but they remain stored in the memory and wasted for a while. Nevertheless, they can be recovered through the compacting operation. You can also encrypt the data with a password (figure 1.4).

    


    [image: ]


    Figure 1.4 : The Info tab


    To compact a database, it must be opened as a single user. In a multi-user context, people on the network have to leave the database before compacting, the duration of it depends on the size of the database. It is also possible to repair a database that has been damaged but this case rarely happens.


    Figure 1.5 shows the different menu options that you can use to manage the data.
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    Figure 1.5 : The menu options


    B) The Home menu


    
      	It enables you to manage objects (tables, queries, etc.) when they have been created. You can switch between the Datasheet View and the Design View (figure 1.6).
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    Figure 1.6 : The menu options


    In the case of a table, the Datasheet View shows the data of the table, row by row. The Design View allows you to modify the table structure. Thanks to the Clipboard group, you can copy, paste or cut values or objects. The Sort & Filter group enables you to filter data with criteria, sort information and define logical operator.


    The Records group allows you to refresh the records display and management.


    The Find group helps to search an information (figure 1.7).
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