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MICROSOFT ACCESS – Lesson #1 
 
Objectives: 
When you have completed this sheet you will be able to: 

·  Create a database with a specified record structure 
·  Enter data to a table in datasheet view 
·  Modify field names in the datasheet view. 

 
Notes:  
As you work you way through this sheet copy the information in the grey boxes into your notes (if you are 
printing this out then just cut the sheet and glue it into the notebook). 
 
Activity: 

� �
Open Microsoft Access on your computer.  When the panel asking about new or existing databases is 
displayed choose the top option “Blank Access Database”.  When it then asks you for a name for the 
database type in:  VideoStore, and click on the “create” button. 
 

� �
You should now see this panel.  This is 
called the database window.  At various 
times in these worksheets you will have the 
instruction ‘return to the database window’.  
This is where I want you to be. 
 
 
 
 
 
 
 
 

 
 
 
 
 

� �
Choose “Create table in Design view” 

In this window we are going to 
describe to Access the record 
structure.  The record structure tells 
Access what the data that we are 
going to store will look like.  We have 
to decide whether each individual item 

of data will be text (someone’s name) or numbers (a person’s age).  There are many other different data 
types but for the moment these two are the only ones we need.  In our VideoStore we are going to keep 6 
items of data:  video number, its title, type of film, whether it is on video or DVD, the year it was made, 
whether it is in the store or not.  For each item of data we have to choose a name to identify it by and its data 
type.  This is what we will type in: 
 

Field Name Data Type 
VideoID Number 
Title Text 
Category Text 
Type Text 
Year Number 
InStore Text 

 

A database is a collection of data held in 
a structured way but database software 
such as Access provides many different 
ways of manipulating or presenting the 
data.  The database window is where 
these different objects can be chosen: 
tables, queries, forms, reports…  The 
data itself is held in a Table. 

Each thing that we collect data about: videos, people, 
cars, products in a shop… must have the same set of 
items.  In this case each video must have 6 items of 
data collected about it.  Each item of data is called a 
field and a set of fields about one thing is called a 
record.  So, each record about a video is going to have 
6 fields. 
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In the column “Field Name” type in the names in the little table above and for each field select either “Text” or 
“Number” from the list that appears when you click in the box “Data Type”.  When you have finished it will 
look like this: 

This little symbol means that the field VideoID will be 
used as a key to the table.  It will act as a kind of index so 
that records can be located quickly.  To get the symbol 
click in the row VideoId and then click on the little picture 
of the key in the tool bar. 
 
 
 
 
 

 
Now that the structure of the records has been decided we can enter some data.  Click on the         button 
in the tool bar.  Access will ask if we want to save the table first.  Choose “Yes” and call the table 
tblVideoDetails.  Click “OK”. 
 

� �

You will now see this: 
The table has got the right name now in title bar and all the field names that we chose for the record 
structure are in the headings of the columns.  The two fields that we said should be numbers have zeros in 
them. 
 
What we have to do now is enter some data.  Type in the following information about these 10 films so that 
the table looks like this:  

 
 
 
 
 
 
 
 
 
 
 
 
 

 

� �
There might be some reason for changing a field name.  To do this we could go back to the record structure 
by clicking on the            button in the toolbar, but we can do it directly in the datasheet view that we have in 
front of us. 
 
The name VideoID needs to be changed to FilmID.  Move the pointer over the grey heading VideoID.  The 
pointer changes to a small black downward pointing arrow.  Right click once and the heading changes from 
grey to black and the whole column gets shaded black as well.  Now right click and a sub menu appears.  At 
the bottom is “Rename Column”.  Click on this and you find that you can edit the field name.  Change it to 
FilmID and click anywhere on the datasheet so that Access takes the new name. 
 

� �
Close the table by clicking on the cross in the blue title bar for the table (don’t close Access completely!).  
You are now back at the database window. The table name needs changing really.  The table isn’t just about 
videos but DVDs as well.  Click once on the table name to select it and then once again to allow you to edit 
the name.  Change it to tblFilmDetails.  Click elsewhere in the database window. 
 
Close Access. 

A key field is one which uniquely identifies a record in 
the table.  In Access this is called the Primary Key 


