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Understanding the Physical 
Database
❑Looking at the differences between tables, records, fields and values.

❑Learn why multiple tables are required in a database.

❑Looking at the Access database objects.

❑Thinking about a design approach.

❑Designing the tables and their relationships.

❑Designing Input forms and Menus.

❑Designing Reports. 

❑Looking at Queries and SQL.

❑Understanding Macros.



Introduction
❑The fundamental concept underlying the Access database is that the 
data is stored in  tables.

❑Tables are comprised of rows and columns much like an Excel 
spreadsheet.

❑Each column representing a field and each row a record or record of 
and entity.

❑We could think of all the tables as a reference to the entities that we 
included in our design.



Tables
❑An Access table is just a container for raw information (we 
call it DATA). 

❑Each table should contain only the information relating to 
a single entity.

❑How we build the Access objects around our tables will 
provide the requirement for the overall DBMS.

❑WHY DO WE BUILD MULTIPLE TABLES ?



Some design considerations
Overall 
systems 
Design

• How do we meet the End Users needs.

• What design methods could we use.

Report
Design

• Although this may seem odd users are often more interested in output. 

• They may want to print an invoice, a register, a sales audit etc.

Data design

• How are you going to store the data, the format and type.

• Field definitions will effect how the user will be able to see their data. 

Table 
Design

• What fields must be input into what table

• Do you require all those fields? Or can some user requirements be calculated

Form 
Design

• How will the end user finally enter and use the DBMS. 



The initial Screen



Initial Screen Cont...

❖You are able to set up a database using Microsoft templates or the 
preferred option is to choose the Blank database and start to develop 
your own environment.

❖LETS STOP AND LOOK AT THE TEMPLATES.

❖Remember you should always name your database at this stage. Every 
time you open an access database development session you are 
automatically given a database1 default name. Get into the habit or 
renaming this first otherwise you could overwrite previous work.



Naming Conventions
•Although you could give the same name to a table a form a report and a 
macro because they are distinctly different objects it is good to follow a 
naming convention.

•The most popular suggestion is to prefix each object type with a 
suitable code:

•Tbl – Tables

•Frm- Forms

•Rpt – Reports

•Mcr – Macros

•Mod – VBA visual basic modules



The Access ribbon
This a completely new feature and a different way of viewing some of the 

common features that have always been available in earlier versions of Access. 
The circle in the top left hand corner is now commonly referred to as the 
Microsoft Button. When we select create>blank> we are provided with the 
following view and are placed in the DATESHEET area.



Changing to design view
❖Although Access places you into the data sheet 
view and will recognise any data that you enter, it 
will form its own opinions on the field design.

❖It is therefore better to change from the 
datasheet view into design mode which will give 
you control of you table design.



Changing to Design view



Field definitions

▪Notice from the screen, we now have two main areas which control the way in which 
we can define our fields.

▪In the top screen we can simple add the field name and choose a field type from the 
drop down options.



The field properties area
This is in the bottom window and is used to enhance the fields overall 
properties.

We can control the field
◦ Size

◦ Format

◦ Input mask

◦ Default value

◦ Add validation rules and text

◦ Captions for use when generating forms

◦ And to change the indexing and relationships



Using lookup to obtain Data



Enhancing the table design



Adding Tables

❑ The create tab on 
the ribbon is 
probable the most 
important.

❑ Here you can create 
your tables, forms, 
reports and queries.

❑ I.e. You can build 
your database 



The Navigation Pane



The navigation Pane cont...
This is your primary navigation aid. The default list provides a list of the 
table in the current database.

Navigation options are
◦ Custom – creates a new tab in the navigation pane. You can drag an drop 

objects into your defined group.

◦ Object type – traditional list of the usual Access object types e.g. Table.

◦ Tables and Relationships – here Access will list the ways in which table data 
is used through the DBMS.

◦ Created data – modified data

◦ Filter by Group



Set up the following tables



Setting up relationships


