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MS Access Tables 
 The Foundation of Data Collection 
 

Participants will create access tables to store data and enter data in those tables.  We will discuss how to 

create a collection of data that will successfully provide information for Queries and Reports.  Supplies:  

List of column headings (fields) or you may bring your own list. Optional:  Thirty minute lab time 

available immediately following 60 minute workshop. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Objectives 
 
At the conclusion of this workshop, participants will have the knowledge and skills to: 
 

¶ Create a Table in an Access Database 

¶ Use a Template to Create a Table 

¶ Add data to a Table 

¶ Delete data from a Table 
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Data as a Valuable Resource 
Organizing, storing, maintaining, retrieving, and sorting data are critical activities. A 

database is a collection of records (field values such as the attribute of a person, place, 

object, event or idea) that are grouped together in tables.  A database can be a collection of 

records and files organized for a particular purpose.  A database can be a collection of 

names and addresses of all your acquaintances, customers or students.  It can be 

collections of music, household items, hobbies and its associated accessories, ideas, events 

etc.  The possibilities are endless.  

Unlike othe r data management software p rograms  such as spreadsheets, a database 

management system such as MS Access can handle massive amounts of data and can easily 

form relationships among multiple tables.  Each Access database, for example, can be up to 

two gigaby tes in size and can contain up to 32,768 objects (tables, queries, and so on.)  

That would be the equivalent of 1429 floppy disks.   

 

Why use a Database instead of a Spreadsheet? 
1. You have too many separate files or too much data in individual files.   

2. You have multiple uses for the data that you are collecting.   

3. You need to share the data with others or quickly sort the data.  

4. You must control the data and make sure it is correct in all places throughout the data 

collection objects.  

 

Know the Terminology 
 
As mentioned above, a collection of related tables is called a relational database .  A table  

consists of rows and columns of data, each row representing a record  and each column 

representing a field , or attribute.  In the table below, each row (record) conta ins data 

related to a Student , while a column (field) contains data about a si ngle characteristic of 

that student .  

 

 

The first column labeled ID  is called the Primary Key . The primary key uniquely  identifies 

a record. Identifying and assign ing a Primary Key prevents duplicate entries.  The first 

column displays the Primary Key in our example.  It identifies a unique event, item, or 

occurrence.  Not all tables are created with a primary key, but life is often much simpler if 

they are. Sometim es a special field adequately serves as a primary key; for instance, in a 
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student table no two students would have the same social security number, but it is best to 

use the auto number function for the unique identifier.    

A primary key (unique identifier ) in a table is used to form a relationship between tables 

contained in the database. When you include the primary key from one table as a field in 

other table  it is called a foreign key.  This forms a relationship between the tables.   

 
Start Access 

1.  Make  sure Windows is running on your computer and the Windows desktop appears 

on your screen.   

2.  Click the Start button on the taskbar to display the Start menu, and 

then point to All Programs to display the Programs menu.  Select the 

Microsoft Office folder and open it.  

3.  Click Microsoft Access to start Access.  

4.  Click File and New (if you are opening a new access file).  You will see the following 

options in the task pane on the right of the screen. 

 
 

Getting Started with a Blank Database 
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Select ñBlank Databaseò and click OK to open a blank database 

After you open the database, you have two windows open on your screen:  the MS Access 

program window and the Object Selected Window.   

  

 

 

The four objects that you will use most frequently are Tables, Que ries, Forms, and Reports.  

¶ Tables  contain your data, your rows (records) and columns (fields) of information.  

¶ Queries  are questions you ask the database that create subsets of data.  

¶ Forms  provide a way of viewing and entering data (there are other ways as well).  

¶ Reports  are exactly what they sound like ðways of printing out information about 

your data.  

Look at Your Data: Using Tables  
Make sure Tables are selected in the Navigation Pane (to the left of the main window) .  A 

new Table called Table1: Table is automatically created in the new database.  The table 

opens in Datasheet view, which means that it displays much like a spreadsheet displays in 
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MS Excel, in rows and columns.  Each row has a record selector button on the left, and each 

column has a field selector button (the field name itself).  Clicking on a record selector 

button, for instance, selects that record.  

 

Use the navigation buttons at the bottom of the window or the sc roll bars to browse through 

records and fields.  

 

Setting up the Table 
There are se veral methods to set up a table.  

1)  Select the basic Table icon  

a.  Click on the Column Field Selector and start typing the heading  

 

 

2)  Select Table Templates  

a.  Use the drop down to cre ate any of the topic tables  

 

3)  Select Table Design View to create column headers (this is the best way)   

 

Table Design and Access Data Types 
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Data Type Usage Size or 
Description  

Text  Alphanumeric data  Up to 255 

characters  

Memo  Alphanumeric data ï sentences and 

paragraphs  

Up to 1 gigabyte, 

but controls to 

display a memo 

are limited to the 

first 64,0000 

characters)  

 

Number  

 

Numeric data  1, 2, 4, 8, or 16 

bytes  

Date/Time  Dates and times  8 bytes  

Currency  Monetary data, stored with 4 

decimal places o f precision  

8 bytes  

AutoNumber  Unique value generated by Access 

for each new record  

4 bytes  

Yes/No  True/False data; Access stores the 

numeric value zero for false, and 

minus ( -1) for true  

1 bit  

OLE Object  Pictures, graphs, or other ActiveX 

objects from another Windows -based 

application  

Up to about 2 

gigabytes  

Hyperlink  A link ñaddressò to a document or 

file on the WWW, on an intranet, on 

a local area network, or on your 

local computer  

Up to 8,192 

characte r (each 

part of a 

Hyperlink data 

type can contain 

up to 2,048 

characters)  

Attachment  You can attach files such as pictures, 

documents, spreadsheets, or charts. 

Each attachment field can contain an 

unlimited number of attachments 

per record, up to the storage limit of 

the size of a database file  

Up to about 2 

gigabytes  

Lookup Wizard  The Lookup Wizard entry in the Data 

Type column in Design view is not 

actually a data type.  When you 

choose this entry, a wizard starts to 

help you define either a simple or 

complex lookup field.  A simple or 

complex lookup field.  A simple 

lookup field uses the contents of 

another table or a value list to 

validate the contents of a single 

value per row.  A complex lookup 

Depend on the 

data type of the 

lookup field.  
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field allows you to store multiple 

values of the sam e data type in each 

row.  

 

Choose Field Names 
A field name can be up to 64 characters long; can include any combination of letters, 

numbers, spaces, and special characters except a period, an exclamation point, an accent 

grave, and brackets.  ALTHOUGH you can use spaces, if you ever need to use this database 

to connect to or from a SQL database or if you should need to store your application on a 

client/server environment you cannot have embedded space characters .   

Enter Data: Using Tables 
You can add new data to the table while in datasheet view by scrolling to the bottom of your 

data and typing into the blank row at the bottom  

Modify & Delete Data: Using Tables 
You can modify data by simply typing over the old information. You can also do a search 

and replace using the Find Data tool.  

To delete a record, select the record (row) by clicking on the gray bar on the left side of the 

record you wish to delete. When the record is highlighted you may then hit the delet e key. 

Access will ask you to confirm the deletion. Be Careful: Deleting a record cannot be 

undone!  

Elements of Database Design 
Know your subject.  It can be a place, person, thing, or action.  Each subject normally 

requires several data elements and individual fields such as name and address.  With a 

relational database system, such as Access, we use a process called normalization  to help 

design the most efficient and most flexible way to store data.   

List the questions you want answered from this database.  If you need to know what 

happens in a date range you must have a field for the date.  If you need to calculate you 

must have  numbers to add, subtract or multiply.  If you need to send letters through mail 

you will need all parts of the address.   

Field Uniqueness  

Each field in a table should represent a unique type of information.  This means you should 

break up complex compoun d fields and get rid of the repeating groups of information.   

A database management system can be a useful tool, but only if you first carefully design 

the database so that it meets the needs of its users.  Database design is the process of 

determining th e precise relations needed for a given collection of attributes and placing 

those attributes into the correct relations.  
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In database design, you determine the fields, tables, and relationships needed to satisfy the 

data and processing requirements.  When you design a database, you should follow these 

guidelines:  

 

Identify all the fields  needed to produce the required information.  List them on 

paper.  If we were designing a University Database , the following  might be included 

in the database . 

 

Class Name  

Instructor Name  

Instructor Department  

Students Name  

Students Address  

Faculty Name  

Faculty Address  

Classroom Number  

Semester Code  

Date  ETSU ID Number  

PO Box  Start Date  

Telephone Number  Graduation Date  

Full Time, Part Time (Yes or No)  Notes  

Web Site  Major  

Email Address   Grades  

Commuter  Credit Hours  

 

¶ Group the related fields into tables.  Each table contains ONLY information as it 

applies to the Table Subject.  Every detail in the table must relate directly to each 

other for the database to work properly .   

¶ Create a separate list for each table, grouping items and giving the table a name, 

such as the following:  

Table  Table  Table  
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¶ Determine each tableôs primary key.  Without a primary key, selecting the exact 

record you want can  be a problem .  For yet other tables, you may need to create a 

field whose sole purpose is to serve as the primary key.  For the tables above we will 

create  a field called ñidò to serve as primary key field for each table.  Example: 

StuID, InstruID, Dept ID.  

¶ Include a common field in related tables.  This connects one table logically with 

another table, such as the Room and Category tableôs connection with the Inventory 

table.  

¶ Avoid data redundancy .  Data redundancy occurs when you store the same data in 

more than once place.  With the exception of common fields (foreign keys) to 

connect tables, you should avoid redundancy because it wastes storage space and 

can cause inconsistencies.   

¶ Determine th e properties of each field .  You need to identify the characteristics 

of each field so that the DBMS knows how to store, display and process the field.  

These properties include the fieldôs name, maximum number of characters or digits, 

description, valid v alues, and other field characteristics.  

 
Guidelines for Designing Tables 
Access has rules for naming fields, choosing data types, and defining other properties.  You 

must name each field, table, and other object in an Access database.  Access then stores 

these items in the database, using the names you supply.  Use descriptive but concise 

names.   

The following rules apply:  

¶ A name can be up to 64 characters long.  

¶ A name can contain letters, number, and special characters, except for a period, 

exclamation ma rk, accent mark, and square brackets.  

¶ A table or query name must be unique within a database.  A field name must be 

unique within a table, but it can be used again in another table.  

 

The following are recommended:  

¶ Capitalize the first letter of each word i n the name.  

¶ Avoid extremely long names.  

¶ Use standard abbreviations, such as Num for Number, Amt for Amount, and Qty for 

Quantity.  

¶ Do not use spaces in field names.  

 

Create a Table 
Letôs create table s that  contain some or all of the fields from above.  If you have not 

already, sort the items.  W rite out the fields that the new table will contain.  Determine 

which field will be the primary key (and a foreign key, if applicable) for the table.   

EX. 
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Instructo r Table  

(AutoNumber) ID  

First Name  

Last Name  

Status  

Email Address  

Phone Number  

 

Notice we added a field named ID which will serve as our primary key field.  

 

Remember, you can create a table from entered data (Datasheet View), define your own 

ta ble (Design View), use a Templates to automate the table  creation process , or use a 

Wizard to import or link data from another database.  For our database letôs use the manual 

create table option.  

1.  Select the Create Tab.  

2.  Click the Table Design icon.  

 
Define Fields 
You enter values for the Field Name, Data type, and Description field properties in the upper 

half of the Table window,  

Select values for all other field properties, most of which are optional, in the lower half of 

the window.  
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1.  Type ID  name , then press Tab or Enter to advance to the Data Type box.  

2.  Select Autonumber from the dropdown menu. This allows Access to automatically 

create the unique ID for us.  

3.  For the Description , type something that identifies why you are collecting the data or 

what the query is to get from this data or anything tip that would be helpful to 

someone who has never seen this database before . 

4.  Move to the next row and type name for the Field . 

5.  Select the data type.  

6.  Repeat this process for the other fields.  

 

Save your new ta ble.   

 

This concludes this workshop.  I hope you have found it informative and that you will 

consider attending other MS Access workshops planned.   

ATS offers one - to -one and cohort/departments workshops.  Call for more information.  
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