OBJECTS OF DATABASE

· Tables

· Queries

· Forms

· Reports

· Pages

· Macros

· Modules

What is table?

A  table is a collection of data about a specific topic, such as products or suppliers.  Using a separate table for tach topic means that you store that data only once, which  makes your data base more efficient, and recudes data entry error.

What are Queries?


   Queries are used to view, change and analyze data in different ways.  We use them as the source of records for forms, reports and data access pages.

What are forms?


   Forms are one of the means through which datas can be entered or reteriewed from the database.

Forms can be used for variety of purposes:

1.Create a data-entry form to enter data into a table.

2.Create a switchboard form to open other forms or reports.

3.Create a custom dialog box to accept user input and then carry out an action based on that input.

What are reports?

A report is an effective way to present your data in a printed format.  Because we have control over the size and appearance of everything on a report.  We can display the way we want to see it.

What are pages?


A data access page is a special type of web page designed for viewing and working with data from an Internet or Intranet.

 What are Macros?

A macro is a set of one or more actions that each perform a particular operation, such as opening a form or printing a report.  For example you can run a macro that prints a report when a user clicks a command button.

What are Modules?

A module is a collection of visual basic Applications declarations and procedures that are stored together as a unit.

DATABASE WINDOW

Using database window we can create a New Object, Open an existing Object or open an existing object for changes by selecting Design mode.

Data base window consists of MenuBar,ToolBar(buttons),Object tabs,options and object list area.

CREATING A NEW TABLE:

Steps for creating a new Table:

1.Create a new table

2.Enter each field name,data type and description.

3.Enter properties for each field you have defined.

4.Set a primary key.

5.Create indexes for necessary fields.

6.Save your design.

Three methods for creating a table:

1.Click on the New Command button in the database window.

2.Select Insert- Table from the menus.

3.Select New Table from the New Object icon in the toolbar.

Five ways to create new table:

Datasheet view

 Enter data into a spreadsheet

Design view

Create a table design

Table Wizard

Select a pre-built table

Import table
Import external data formats into a new Access table.

Link Table
Link to a existing external data soruce.

Working with fields:

Rules for naming a field:

1.Field names can be from 1 to 64 characters

2.Field names can include letters, numbers and many                              special characters.

3.Field names cannot include a period(.).

4.Should not start with a space.

CHANGING A TABLE DESIGN:

Inserting  a new field:

       To insert a new field, place your cursor on an existing field and select Insert Row or click insert row icon on the tool bar.  A new row is added to the table and any existing fields are pushed down.

Deleting a field:

Three ways:

1.Select the field by clicking on the row selector and then press delete.

2.Select the field and then choose Edit=>Delete Row.

3.Select the field and then click on the delete Row icon in the toolbar.

Changing the field location:

Click on a field selector twice and then drag the field to a new location.

Changing a field name:

Place the cursor over an existing field name in the Table Design screen and enter a new name.

Changing a field size:

Place the cursor over an existing field size on the Table Design screen and enter a new value.  Only text and number fields can be increase in size.  When you want to make a field size smaller, make sure that none of the data in the table is larger than the new field width.

Changing a field data type:

To text from other data types:

We can convert any other dta type of text with no problem.

From text to number,currency,date/time,yes/no or hyperlink:

1.Only data stored as numeric characters(0-9) or as periods, commas and dollar signs are converted number or currency data from the text data type.

2.Text data being converted to Date data types must be in a correct date or time format.  You can use any legal or date or time format or any of the other date/time format.

3.Access recognizes yes,true or on as yes values and no,false or off as no values.

4.A textfield that contains correctly formatted hyperlink text will convert direct to hyperlink format.

Using formats:

Formats allow you to display your data in a form that differs from the actual key strokes used to enter the data originally.

Entering Input Masks:

You can use the InputMask property to make data entry easier and to control the values users can enter in a text box control. For example, you could create an input mask for a Phone Number field that shows you exactly how to enter a new number: (___) ___-____. 

Setting
The InputMask property can contain up to three sections separated by semicolons (;).

	Section
	Description

	First
	Specifies the input mask itself; for example, !(999) 999-9999. For a list of characters you can use to define the input mask, see the following table.

	Second
	Specifies whether Microsoft Access stores the literal display characters in the table when you enter data. If you use 0 for this section, all literal display characters (for example, the parentheses in a phone number input mask) are stored with the value; if you enter 1 or leave this section blank, only characters typed into the control are stored.

	Third
	Specifies the character that Microsoft Access displays for the space where you should type a character in the input mask. For this section, you can use any character; to display an empty string, use a space enclosed in quotation marks (" ").


You can define an input mask by using the following characters.

	Character
	Description

	0
	Digit (0 to 9, entry required, plus [+] and minus [–] signs not allowed).

	9
	Digit or space (entry not required, plus and minus signs not allowed).

	#
	Digit or space (entry not required; spaces are displayed as blanks while in Edit mode, but blanks are removed when data is saved; plus and minus signs allowed).

	L
	Letter (A to Z, entry required).

	?
	Letter (A to Z, entry optional).

	A
	Letter or digit (entry required).

	a
	Letter or digit (entry optional).

	&
	Any character or a space (entry required).

	C
	Any character or a space (entry optional).

	
	

	<
	Causes all characters to be converted to lowercase.

	>
	Causes all characters to be converted to uppercase.

	!
	Causes the input mask to display from right to left, rather than from left to right. Characters typed into the mask always fill it from left to right. You can include the exclamation point anywhere in the input mask.

	\
	Causes the character that follows to be displayed as the literal character (for example, \A is displayed as just A).


Uses of primary key:

1.A primary key is an index.

2.Indexes maintain a presorted order of one or more fields that greately speeds up queries, searches and sort requests.

3.When you add new records to your table, Access checks for duplicate data and doesn’t allow.

4.Access will display data in the order of primary key.

Ceating the primary key:

1.Select the field to be used as the primary key and choose Edi>primary key.

2.Select the field to be used as the primary key and select the primary key button in the toolbar.

3.Right click the mouse to display the shortcut menu and select primary key.

4.Save the table without creating a primary key, and access will create an autonumber field as primary key.

Manipulating Tables in Database window

1.Renaming tables

2.Deleting tables

3.Copying tables in a database

4.Copying a table from another database

RENAMING TABLES:

Three steps:

1.Select the table name in the Database window.

2.Click once on the table name.

3.Type the name of the new table  and press Enter.

(or)

Edit>Rename

(or)

Right click on a table and selecting rename form the shortcut menu.

Deleting tables:

1.Select the table and press delete key.

2. Edit>Delete

3. Right click on a table and selecting delete from the shortcut menu.

Copying tables in a database:

Steps:

1.Select the table name in the Database window.

2.Select Edit>copy.

3.Select Edit>Paste.

4.Type the name of the new table.

5.Choose one of the paste options.

        Paste options:

            a.Structure only.


   b.Structure and Data.

            c.Append Data to Existing Table.

6.Click on OK to complete the operation.

Copying a table to another database:

Steps:

1.Select the table name in the Database window.

2.Select Edit>Copy.

3.Open another database.

4.Select Edit>Paste

5.Type the name of the new table.

6.Choose one of the paste options.

7.Click on OK to complete the operation.

