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MICROSOFT ACCESS – Lesson #9 
 
Objectives: 
When you have completed this sheet you will: 

·  Understand that Access is a relational database management system 
·  Understand how tables in Access can be related 
·  Be able to create relationships between the tables in an Access database. 

 
The activities in this worksheet build on the database you built from working through Lesson #7 and #8.  If 
you have not done these you must download them from the web site: www.ictgcse.net  and complete them 
first. 
 
For your notes:  
All of us are guilty of calling Access a database program, or referring to something we have stored in Access 
as THE database.  Actually this is not quite true and, for those taking examinations in ICT, IT or Computing, 
it is important to be able to define exactly what we mean by various terms.  That is what we will do first.  
Secondly, the worksheet will look at what relationships between tables are like.  Thirdly you will build a 
second table and create a relationship between this new one and the original table of films. 
 
What you need to remember: 

� � Let me put the record straight:  Access is a database management system (DBMS).  This is s term 
for programs that handle the storage, modification and retrieval of data, as well as controlling who has 
access to that information.  DBMSs have 4 main properties: information can be stored, quickly found 
(retrieved), changed and deleted. 
 
Databases are organised into files.  The file consists of a number of records.  Each record consists of a 
number of fields.  If a collection of data has been given a name it is a file. 
 
Let us look at the database we currently have.  Within Access – the DBMS – we have a table called 
tblFilmDetails.  As far as we are concerned the table is the file.  In fact the words table and file are 
confusingly interchangeable.  As we have all the way through these sheets we will continue to use the term 
table to refer to the collection of data that we have.  In this case tblFilmDetails is our data store of 
information about films.  The table at the moment has 20 records. Each record refers to one film that we 
have available and that information occupies one row in the table.  For each record we keep six items of 
data:  the film ID, title, category, type, year of production and whether it is available.  Each of these six items 
are fields.  We have chosen one of them – the Film ID – to be our means of identifying each film.  This is a 
unique data item (no film can have the same ID as another one) and we have made this the Primary Key.  
Often you will hear of the key referred to as the record key or the key field. Again these are all 
interchangeable terms but Access specifically uses the term Primary Key throughout the DBMS.  
 
You are now going to create a new table that contains information of its own – about people we lend films to.  
This new table will form part of the database but is a file in its own right.  This new table is going to be linked 
to the first so that you know who has taken a particular film. 
 
Activity: 

� � The first task is to create a new table which will contain some data about people that have taken a 
film.  Open the database VideoStore and, making sure you are looking at the table objects, choose to create 
a table in design view. 
 
Create a table with the following characteristics: 

Field name Data type Length 
MemberID Number -- 
FirstName Text 15 
FamilyName Text 20 
ContactTelNo Number  
Email Text 30 

 
We will assign each member a number like we did for films. 
This will also be the Primary Key 
 
Close the table design window and  save the table as: tblMembers  
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� � Having created the table it needs some data.  Let’s 
do things properly.  Create a form in design view which 
has this new table as the record source.  Save this new 
form as frmMemberDetails. If you cannot remember how 
to do this go back to Lesson#7. When you have 
completed this you should have something which looks 
like this:  
 
 
 
 

���� � If the form isn’t open then open it now ready to type in some details.  Add these 4 members to the 
table by entering the details though the form.  Remember that to move onto another blank form you need to 
press the new record button. 
 

Member ID First Name Family Name Contact Tel No Email 
1 Fred Smith 12345 fred@smith.org 
2 Ahmed Adwani 23456 ahmed_adwani@hotmail.com 
3 Anna Robertson 34567 anna2rob@yahoo.co.uk 
4 Samia Redzik 45678 redzikS@ghawa.com 

 
Close the form.  You now have 2 tables.  Each table contains data about a specific aspect of this database: 
films and members. 
 
What has to happen now is that a link is established between them.  Two things have to be done.  The first is 
to make sure that there is a field in each table that can establish a connection.  Secondly Access has to be 
told to recognise this connection – create a relationship. 
 
For the first case it would be best to place another field in the film record which indicates who has the film.  
This is better than trying to put extra fields in the member table because a member can take multiple films, 
but a film can only be with one person at a time. 
 

� � Open the table tblFilmDetails in design view.  Move to the 
bottom of the field list and add MemberID as a field name with the 
data type as number.  It is important to remember that when fields 
are to be linked they do not have to have the same name but they 
must be of the same data type. 
 
Close the table and chose Yes to save the changes when prompted. 
 

� � Now add this new field to the form frmViewDetails.  We will do 
this as shown towards the end of Lesson#7.  Open the form in design 
view.  In the toolbox click on the text box icon:  
 
In the form click and drag to create a data stripe. 
 
Making sure that the text box itself is selected, click on the properties 
button in the toolbar: 
 
Click on the Data tab.  In Control source click on the small arrow at the end of the stripe and from the list 
choose MemberID. 
 
Before doing anything else you need to format the data stripe and its label to be the same style as all the 
other fields on the form.  After doing this close, and save the changes to, the form. 
 
The next stage is to make Access create a relationship between the two tables. 
 
This next stage can only be dome when all the objects in the database are closed so make sure that you do 
not have any forms, tables or queries open – if you have just been following these instructions you should 
not have anything else open now.  
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� � On the toolbar click on the Relationships button.  
 
This window is displayed against a large empty grey window.  
Click on tblFilmDetails and then on the Add button.  The field 
list is displayed in the larger grey area.  Do the same for the 
second table tblMembers.  Close the small window to leave the 
larger one visible. 
 
Stretch the tblFilmDetails window so that you can see all the fields.  The field 
names that are displayed in bold indicate that they are primary keys.  You are 
now going to instruct Access to create a relationship between the two tables.  
This relationship is to be between the field MembersID that is in both tables. 
 
Click and hold the left mouse button down over one of the MemberID fields.  
Now drag across to the other one.  As you leave one field list the pointer 
changes to a circle with a line through it but as you move over the second table 
it changes to a small rectangle.  Move over the second MemberID field and 
then let go of the mouse left button. 
 

Access displays this new window.  This tells us the table 
and field name at each end of the relationship.  It also tells 
us that, in this case, the relationship is going to be  a one-
to-many relationship.  This is because one member can take 
many films (or many films can be taken by one member). 
 
We accept this by clicking on the Create button. 
 
Access now places a line between the two connected fields 
in the tables.   

�
�

�
Close the relationships window and click on Yes to save the changes. 
 
The relationship that has now been created will allow data to be brought 
into a form from both tables, or a query can be built using data from both 
tables.  A very simple illustration of what has happened can be seen if we go into the form frmFilmDetails. 
For each film of the eleven films that are not in the store (no tick in the check box representing In Store) type 
in a Member ID (1, 2, 3 or 4). 
 
Now open the table tblMembers in datasheet view (so that you see the data).  
Something is different.  Along the left margin there are a series of small crosses 
which have not been there before. 
 
Click on one of them.  The connected records from the table tblFilmDetails are 
displayed.  This lets us know what films are taken by that member.  This is 
possible because we have built a relationship using the Member ID in the film 
details table as a connection to the members table. 
 
For example in my example Fred has taken 3 films. 
 
Click on the small minus sign to collapse the records back again. 
 
This shows you how useful the idea of relationships can be, but this 
just a beginning with a trivial example.  In the coming worksheets we 
will explore this much more. 
 
That is all for the moment.  Close the table and Access.   
 
You should now understand the concept of DBMS as opposed to just database. You should also appreciate 
what relationships between tables are and how to create them. 


