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Introduction 

Microsoft Access 2003 is a relational database management system (RDBMS) which 
can be used for storing data, querying data and producing reports.  

In Access 2003, you relate tables of different information together. For example, you 
can have one table which stores information on Customers, another table which has 
information on Suppliers and a third table which contains Orders. You can produce 
queries which display the customers who ordered a particular product from a 
particular supplier. You can then produce reports to display your results for 
presentation. 

Access 2003 is available via Windows NT on the Cardiff Network under Networked 
Applications, General Software, Principal Applications. 

Figure 1.1 Example of a database: Northwind Sample database. 
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Steps in creating a database 

The main steps in designing a database are: 

• Plan the structure of your database, what information each table will contain and 
then how they will be related. 

• Design tables 

• Create relationships 

• Enter data 

• Queries for combining information from different tables. 

• Forms can be used as an interface for entering data (an alternative to entering 
data in tables) 

• Reports for presenting your data 

To create a database in Access 2003, go to File New and choose Blank Database. 
Click on Create and then give the database a name. An Access database has .MDB 
extension which is added automatically. A blank database file will then be created for 
you and the main database window will open. See Figure 2.1 below. 

Figure 2.1 Main Database window 
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Tables 

Tables are mainly used to store all the information in Access 2003 and are normally 
the first thing that you need to create in your database. In the main database 
window, ensure that the tables tab is highlighted and click on New. You are then 
presented with the New table window (Figure 2.2). In tables, you normally have 2 
views, datasheet view where you enter or view your data and Design View where 
you design the structure of your table. You should click on Design View first of all 
and then click OK. You should then see a similar screen to that in Figure 2.3. 

Figure 2.2 Creating a table 

 

Figure 2.3 Table Design 

 

In Table design, you enter your fields and also the data type of each field.  So for 
example, you could have Customer ID, Company Name and City as fields for a 
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Customers table. Customer ID could have the data type Text; City would be Text, 
Customer Name would have data type Text. After defining each field, you have extra 
options under Field Properties. 

Figure 2.4 Defining Fields in Table Design 

 

An example of the Customers table in the sample NWIND database is given in Table 
2.4. In the table above, the current field selected is CompanyName with data type 
Text and the extra field properties are also shown. So for example, the field size is 
40 which limits the length of Company Name to 40 characters. When you have 
defined your fields, you should save the table via File Save. To enter data, you go 
into Datasheet view via View Datasheet View. In datasheet view, each row is called 
a record and the field names you defined in design view should appear as column 
headings. A sample of a table in datasheet view is shown in Figure 2.5. 
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Figure 2.5 Datasheet View of Customers Table 

 

When you close datasheet view, you are not prompted to save any changes, you are 
only prompted to save when you make changes to design view. To close a 
datasheet, choose File Close. You should then be back in the database window 
(Figure 2.1). 

You create each table similarly to the above procedure. 

Relationships and Primary keys 

When you have created tables, you can define relationships between tables. A 
common type of relationship is a One-to-many relationship. In a One-to-many 
relationship, you define a relationship between 2 tables. The One part of the 
relationships is a table which contains unique records defined by a primary key. So 
for example, the Customers table could be the One part in a relationship and the 
Customer ID is the unique primary key. The Customers table would contain unique 
details on the Customer such as their address, telephone number etc. You could 
relate this to a table called Customer Orders which is the Many part and contains 
orders made by customers. (The logic being that a single customer can make many 
orders.) 

The link between the 2 tables is the primary key Customer ID. 

In a table, you set the primary key via clicking on the field you want as your primary 
key in Table design view and click on Edit Set Primary Key. You set the Customer ID 
as the primary key in the Customers table. In the Customer Orders table, Customer 
ID is defined as a field but is not defined as a primary key. See Figure 2.6 for an 
example of the related customer order data. 
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Figure 2.6 Related Customer Orders table 

Once you have defined the primary key in a table, you can then link the table to the 
other table which contains related records via Tools Relationships. The dialog box 
shown in Figure 2.7 should appear. Click on each table you will be including in 
relationships and click on Add. 

Figure 2.7 Adding tables in relationships 

 

To create a One-to-Many relationship, you click on the Primary key in the table with 
unique records and drag the primary key field to the field in the other table which is 
related to the primary key. 

A relationships table should then appear (See Figure 2.8) and there should be a box 
Enforce Referential Integrity and a One-to Many relationship type. Click on Enforce 
Referential Integrity and click on Create  and the One-to-Many relationship will be 
created. (See Figure 2.9). 

To save your relationships, click on File Save and then File Close. 
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Figure 2.8 Creating a One-to-many relationship  

Figure 2.9 One-to-many relationship 
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Figure 2.10 Relationships in the sample NWIND database. 

When setting up relationships, it is best to plan the structure of your database first, 
defining what each table is going to contain and then how the tables are related. 

Queries 

Queries are used to combine information from tables so for example if you wanted 
the customer’s contact details to appear on each order the customer makes, you 
would create a query which combines information from the Customers’ table and the 
Customer Orders table. 

To create a query, go to the main database window (Fig 2.1). Click on the Query tab 
and then click on New. You will then get the screen shown in Figure 3.1. 

Figure 3.1 Creating a query. 
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You have a choice of using various query wizards or create a query yourself. Click 
on Design View and click OK which will allow you to create a query yourself. You are 
then presented with a box similar to that shown in Figure 3.2. 

Figure 3.2 Selecting tables for the query 

 

Choose each table you want to include in your query via clicking on each one and 
clicking on Add. Once you have finished choosing your tables, click on Close. 

You should then obtain a screen similar to the one shown below in Figure 3.3 

Figure 3.3 Query Design View  

 

In Query design view, once you have selected the tables to include in the query, you 
then drag the table fields you want to include from the tables to the Field row in the 
grid below. If you want all the fields in a table to be included, then double-click on the 
table heading and all the table fields will become blue, you can then drag all fields at 
once to the grid. 
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Once you have dragged the fields you want into the grid, it should look similar to 
what is illustrated in Figure 3.4. 

Figure 3.4 Adding table fields to grid in Query Design View 

 

 

To view the data for the query you have created, click on View Datasheet View and 
you should then see the query results. If the query results are what you want, then 
save the query via File Save As. 

Figure 3.5 Save as Query dialog box 

 

To save the query within the current database which is the default, give a name to 
your query at that point. Click on File Close to close the query. 

Forms 

Forms in a database are used as an alternative to data entry in datasheet view of a 
table. In a form, you can make data entry easier and show things that can’t be 
displayed when entering data in table datasheet view. For example, you can display 
staff photographs, company logos can be displayed and you can display information 
from more than one table via the use of Forms and Subforms. 

There are three types of Form views: Design View; Form View and Datasheet View. 
Design View is where you design your form; Form View displays each individual 
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record, for example, information on each customer; Datasheet View displays all 
records similar to that shown in Figure 2.5. 

To create a form from the database window (Figure 2.1), click on the Forms tab and 
click on New. 

You are then given various options on which form you want to create using form 
wizards. When creating the form, you usually specify which table/query contains the 
data you want on the form via the dropdown arrow box. See Figure 4.1 for an 
example. 

Figure 4.1 Creating a new form 

 

 

In Figure 4.1, you are choosing to create a form based on the Customers table and 
then click on Design View which will take you into design of the form. See Figure 4.2.  

(Alternatively, you could choose the Form Wizard which would take you through the 
process step by step.) 

In Form Design View, there are 2 boxes available which you will need. One is the 
Toolbox and the other is the Field List.  

The toolbox is used to do many things on a form such as inserting images, 
displaying photographs, placing command buttons on your form which can perform 
various actions. A full description of the toolbox and each of the buttons is in 
Appendix A. The Field list box displays the fields in the table on which the form is 
based, in this example, the Customers table. You can drag fields from the field list 
box onto the form detail section by clicking on each of them and placing them in the 
detail section of the form. See Figure 4.3. 

If the toolbox is not available, then go to the form menu and click on View Toolbox. 
Similarly for the field list, you choose View Field List.  
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Figure 4.2 Form Design View 

 

 

Figure 4.3 Form Design View with fields in detail section 

In a form, the detail section shown in Figure 4.3 is where you place most field 
information. There are 2 other optional form sections, page header/footer and form 
header/footer which are available via clicking on View on the main menu bar. 

Field 
List 

Toolbox Detail Section 
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Figure 4.4 Form View of Form 

 

 

 

To view the data in a form, you can view each record in Form View via clicking on 
View Form View from the main Access menu bar. (See Figure 4.4). Form View 
shows each record individually. To move onto the next record, use the record 
selector. In the example in Figure 4.4, record 1 out of 91 customer records is 
currently displayed. You can view all records in DataSheet View via View Datasheet 
View. 

A more advanced form is shown in Figure 4.5 from the Northwind sample database. 
This is an example of a main form and 2 subforms which shows the orders made by 
a customer and then details on each specific order. 

Access Menu Bar 

Record selector 
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Figure 4.5 Advanced form showing Customer Orders information 

Reports 

Reports are used for presenting your data. To create a report, go to the database 
window, (Fig. 2.1), and click on the Reports Tab and click on New and you will be 
presented with the screenshot in Figure 5.1 

Once again, you have the choice of using a wizard to assist you such as the report 
wizard or creating a report yourself. 

Figure 5.1 Creating a report 
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To create a report without using the wizard, click on Design View and then choose 
the table or query which contains the data you want in the report as shown in Figure 
5.2. Click OK and you will be presented with the screenshot in Figure 5.3. 

Figure 5.2 Creating a report based on Customers table in Nwind database 

 

In Figure 5.3, you see the report in design view. Similarly to form design view, you 
have a field list to choose from, a toolbox and a detail section as well as page 
header/footer and a report header/footer. 

You can place a report header/footer and page header/footer via clicking on View 
from the main menu bar. The page header section of a report is useful, for example, 
if you wanted a company logo or today’s date to appear at the top of every page.  
The report header could contain the main heading for your report. 

The detail section of design view is where you place most of the data for the report. 
You click on the fields you want from the field list and drag them to the detail section. 
Figure 5.4 shows a report with fields in design view. 

Before printing your report, it is useful to view it in Print Preview first via clicking on 
View Print Preview.  An example is shown in Figure 5.5. 
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Figure 5.3 Design View of report 

 

 

 

Figure 5.4 Report Design View with fields in detail section 

 

 

Field List Toolbox Detail 
Section 
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Figure 5.5 Sample basic report in Print Preview 
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Grouping in Reports 

In a report, you may often want to group a report by certain criteria, for example, to 
show customers within each country as shown in the sample report in Figure 5.6. In 
Figure 5.6, the grouping level is country and there is a group header for each 
country. Within each country, the data is sorted in ascending order of Company 
Name. 

Figure 5.6 Report showing grouping levels 

 

 

To create this report, you would place the customer fields in the detail section and 
specify country as a group using the Sorting and Grouping menu. If creating a report 
as shown earlier in report design view in Figure 5.3, you can get grouping from the 
menu bar by clicking on View Sorting and Grouping and you will get the box shown 
in Figure 5.7. 
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In Figure 5.7, the grouping field specified is Country and within each country, the 
data is sorted in ascending order of CompanyName. For each field in the Grouping 
box, you also have various Group properties so for example, Country has the Group 
Header property set to Yes. 

Alternatively, you can also specify the fields you want to group by when using the 
report wizard to create a report. 

Figure 5.7 Sorting/Grouping in Report Design View. 
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Closing a database and exiting Access 

In the main database window Figure 2.1, choose File Close to close the database. 
To exit Microsoft Access completely, choose File Exit. 

Opening a database 

Choose File Open to open a database, then browse to the directory where your 
database is located and click on the database and then click on Open. 

Backing up your database 

To backup your database, you should use Windows Explorer or via My Computer. 

Compacting/Repairing a database 

Microsoft Access databases can get quite large in size especially if you have a lot of 
photographs or images in your database in forms. Also, if you delete large amounts 
of information from your database, then that space may not be recovered 
automatically. To reduce the size of a database, first of all open the database and 
then you go to Tools Database Utilities Compact and Repair Database. You should 
do this on regular basis, at least once a month. 

 

Sometimes a database can become corrupted which tends to happen most often if 
you are low on filespace on the drive you are working on, for example, H:. Access 
will usually inform you if the database is corrupted and give you the option to repair 
it. 
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Inserting photographs/images in your database 

If you want to store images in your database, for example, a photo of each member 
of staff, then the steps are: 

• Open the table (Employees table, for example) in design view  

• Create a new field named Photo and set the field type to OLE object. 

• Save the table as you have made a change to the table design. 

• Open the form which you have based on the table, in design view, and from the 
field list box, select the Photo field and drag to the detail section of the form. 

• In form view, you then click on the Photo field and choose Insert Object and click 
on the option Create from file and then browse to the location of the file which 
contains the image via clicking on Browse.  

• Click on OK twice. 

• Use the record selector on the form to move onto the next record or member of 
staff and repeat the process. 

When inserting images or photographs from files, it is recommended to use (.JPEG) 
or (.GIF) graphics as they do not tend to use as much space as (.BMP) files. 

Data Access Pages 

A Data Access page is a web page that is connected directly to the data in your 
database. You can create Data Access pages that are stored as objects in your 
database similar to form and report objects. You can create a Data Access page via 
clicking on Pages and then New. Click on Design View and choose the Table/Query 
which contains the data you want to display. Then click OK. A sample is shown in 
Figure 6.2 where the data source is the Customers table in the Northwind sample 
database. 

 

 



Access 2003 (June 2006) 
 

page 22 

Figure 6.2 Creating a Data Access Page 

 

Once you have indicated the Data source for the Data Access Page, you will be 
taken into Data Access Page design as shown in Figure 6.3. 

Figure 6.3 Data Access Page Design View 

 

In Figure 6.3, you can drag the fields from the field list on the right-hand side to the 
relevant section on the Data Access Page on the left hand side. You can drag all the 
Customers table fields by dragging the Customers table title. You will then be 
prompted with a layout wizard where you can choose different layouts as shown in 
Figure 6.4. Click OK. The result of the default layout Columnar is shown in Figure 
6.5. 
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Figure 6.4 Layout wizard for Data Access Pages 

 

 

Figure 6.5 Data Access page 

 

To Save the Data Access page, choose File Save As as shown in Figure 6.6. You 
will then be asked to save the file as a HTML file as shown in Figure 6.7. 
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Figure 6.6 Saving Data Access page 

 

Figure 6.7 Saving Data Access page as html file 

 

Click on Save in Figure 6.7. Then click on File Close and you should see the 
Customers Data Access Page is now an object in the database as shown in Figure 
6.8. There is also a corresponding htm file in the location you specified in Figure 6.7. 
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Figure 6.8 Database Window containing the Customers Data Access Page 

 

If you choose to Open the Customers Data Access page in Figure 6.8, you should 
see the first individual Customer record as shown in Figure 6.9. 

Figure 6.9 Data Access Page containing Customer records 
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More information on creating Data Access pages in Access can be found via Help 
Microsoft Access Help, Contents and choose Data on the Web. 

Favorites 

You can copy any database object to a Favorites folder in the main Database 
window which will create a shortcut to that database object. The example in Figure 
6.10 shows a shortcut to the Employees form in the Favorites folder. This feature 
could be useful if you have many database objects and want to easily find certain 
objects quickly. If you delete the shortcut in favorites, this will not delete the original 
object. 

Figure 6.10 Favorites folder 
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Macros and Modules in Access 

As well as the five database objects introduced so far, there are two further database 
objects: Macros and Modules. 

Macros 

Macros are used to carry out a series of actions. You can create a macro via clicking 
on Macros and click on New. You then specify the action or series of actions you 
wish the macro to perform. Each action has Action Arguments which you specify. An 
example is shown in Figure 7.1. The simple macro shown in Figure 7.1 has one 
action which opens the Customers form.  

Figure 7.1 Example of a simple macro  

 

To save a macro, choose File Save As and then give it a name as shown in Figure 
7.2. Click on File Close to close the macro. The macro should then appear in the 
main Database Window.   
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Figure 7.2 Saving a macro 

 

Once you have created macros, you can run them directly from the main Database 
Window as shown in Figure 7.3. To run the macro, click on the Run icon on the 
toolbar. You can also run macros from within forms and reports via Command 
Buttons for example. 

Figure 7.3 Running a macro 

 

Modules 

Modules are an alternative to macros and also can be used to perform various 
actions automatically in response to a user’s actions. Modules are written within 
Access using Microsoft Visual Basic. You can write various functions in Modules 
which can then be called from Forms and Reports. 

Getting Help 

You can get help within Microsoft Access 2003 via clicking on Help Microsoft Access 
help which will bring up a menu to guide you through using Access and various tips. 
Within Microsoft Access Help, you can click on three tabs: Contents, Answer Wizard 
or Index. The sample database Northwind.MDB referred to in the screenshots 
previously is available on the Cardiff University network via Help Sample Databases 
and Northwind Sample Database. 
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Appendix A: Toolbox 

The toolbox is used in form or report design. 
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