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MICROSOFT ACCESS – Lesson #11 
 
Objectives: 
When you have completed this sheet you will have had further practice: 

·  Building tables and forms 
·  Managing relationships 

 
The activities in this worksheet build on the database you built from working through Lesson #7, #8 and #9.  
If you have not done these you must download them from the web site: www.ictgcse.net  and complete 
them first. 
 
Open the database VideoStore. 
 
At the moment it has two tables: tblFilmDetails and tblMembers 
 
The task now is to make the database function a little more like a lending library would.  If a person borrows 
a film you use would enter their member ID into the record for the film and place a tick in the tick box field to 
show that it was being borrowed and who had taken it.  When the film was returned you would un check the 
tick box and erase the member ID.  What should really happen is that the member ID and film ID are typed 
in.  Access finds the member name and the film name for confirmation.  Access also provides today’s date 
and gives a date for return which we can say is a certain number of days in the future.  This information 
should be placed in a transaction file.  When the film comes back the transaction record should be found and 
the film marked as returned. 
 

� � To start we need to build a new table.  This will hold the minimum details that are needed:  MemberID, 
FilmID, DateBorrowed, DateReturn.  The data types of the first two items will be numbers and the two dates 
will be of date/time format. 
 
Choose to create a new table in design view.  Enter 
the 4 fields with their data types.  Remember to 
choose a format for the dates – short date. 
 
There will be no record key.  Save the table as: 
tblBorrowing ensuring that you respond “No” to 
the question of whether you want a primary key 
defined 
 

� � The next task is to redefine the relationship that we have between the two original tables.  Click on the 
properties button in the toolbar:  
 
This is the position at the moment:   
With a single relationship existing between MemberID fields in each table.  
This needs to be deleted.  Right click on the line that forms the relationship to 
get this little window: 
 
 
Click on “Delete”, and then “Yes”. 
 
Now click on the “Add table” button in the toolbar: 
Add the table: tbkBorrowing, and close the “Add table” window.  Drag and rearrange the three tables so 
that tblBorrowing is between the other two.   
 
Two relationships need to be made: 

·  Between the FilmID in tblFilmDetails and 
tblBorrowing 

·  Between the MemberID in tblMembers 
and tblBorrowing 

 
Once you have done this close the 
relationship window, saving the changes. 
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���� � Need to make a few “corrections” now.  Since the member is related to the borrowing table, which 
itself related to the film table there is no need for the MemberID to be in tblFilmDetails.  Open 
tblFilmDetails in design view. 
 
Click in the small grey square to the left of the field name 
MemberID and the row will be highlighted black. 
 
Click on the “Delete rows” button in the tool bar to remove the field.  
 
Answer “Yes” to the two questions that are asked.  Close the table and save the changes. 
 
The form for the film details (frmFilmDetails) also needs correcting because it has a member ID on it.  This 
needs to be removed.  Open the form in design view.  Click on the field MemberID to select it and press the 
delete button to remove it.  Close and save the form. 
 
Finally, we need to get the films sorted out and back in the store.  Open the table tblFilmDetails and place a 
tick in the InStore tick box for every film.  Close the table.  
 

� � Next comes a new form.  We have to make a new form for borrowing to take place.  This time we can 
make use of the relationships between the tables to allow information to be drawn from a number of different 
tables onto the form.  The best way to do this is through a query because you can see what data is coming 
from which tables.  Additionally of course it can be saved and edited. 
 
Choose to build a query in design view.  Add all three tables to the query.  Bring into the query the following 
data: 
From tblFilmDetails  FilmName, InStore 
From tblMembers, FirstName, FamilyName 
From tblBorrowing, FilmID, MemberID, DateBorrowed, DateReturn 
 
 
 
 
 
 
 
 
 
 
Close and save this query as qryBorowing. 
 

� � Choose to design a form in design view and attach the query as 
the data source for the form. 
 
Drag all the fields from the field list onto the form.  Close the field list 
and properties windows. 
 
Arrange the fields on the form change the colours  and font to match 
the colour schemes on you other forms.   
 
Add a title using the label button in the toolbox:  
 
When you have finished it should look something like 
this. 
 
Close and save the form as frmBorrowing. 
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� � Does all this work?  The only way to find out it to try and borrow something.  Let’s say that member 3 
(Anna Robertson) has borrowed film 8 (Men in Black). Today’s date is 16 April 2005 and she can have it for 
3 days – to be returned on 19 April 2005. 
 
Open the new form frmBorrowing.  
 
Type in Anna’s ID into the Member ID space.  
Move to the space to type in the film ID.  As you 
click to type in the film ID Anna’s name appears 
in the first name/family name spaces.  Also, after 
you type in the film ID and move to one of the 
dates the film name is displayed, and the tick 
appears to say that the film is in store. 
 
All this is possible because of the relationships 
between the tables. 
 
Type in the two dates and remove the tick to 
indicate that the film is now not in store. 
 
To finally check close the form and open the table 
tblMembers.  Click on the small cross by Anna’s record.  It 
expands to show the film ID, the date borrowed and the date to 
return.   
 
Close the table and close Access. 
 
You now have a much more ‘functional’ database approaching how a system might actually work in real life.  
It would be possible now to produce reports based on this new information: 

·  A list of films borrowed showing who has them and the dates to be returned 
·  A list of members who have borrowed a particular film 

 
These will be looked at later.  The next lesson will consider what to do when a film is returned. 


