 ACCB4023 Introduction to Web and Databases
Tutorial 1 Tasks 
 
Part 1: Creating a Database
1. Open Microsoft Access.
· Launch Microsoft Access from your computer.
2. Create a New Database:
· Click on Blank Database.
· In the File Name field, enter FirstDatabase.
· Click on Create.
3. Save the Database:
· Go to File > Save As and choose a location to save your database.

Part 2: Creating a Table
1. Create a New Table:
· In the left pane, click on Table Design.
2. Define the Table Structure:
· In the first row, enter the following field names and data types:
· Field Name: ID | Data Type: AutoNumber
· Field Name: FirstName | Data Type: Short Text
· Field Name: LastName | Data Type: Short Text
· Field Name: Email | Data Type: Short Text
· Field Name: Phone | Data Type: Short Text
3. Set the Primary Key:
· Right-click on the ID field and select Primary Key.
4. Save the Table:
· Click on the save icon or go to File > Save.
· Name the table Contacts.

Part 3: Entering Data
1. Open the Contacts Table:
· Double-click on the Contacts table to open it.
2. Enter Sample Data:
· Add at least five records using the following UK-based sample data:
	FirstName
	LastName
	Email
	Phone

	Oliver
	Smith
	oliver.smith@email.co.uk
	020 1234 5678

	Amelia
	Johnson
	amelia.johnson@email.co.uk
	020 9876 5432

	George
	Brown
	george.brown@email.co.uk
	020 2345 6789

	Mia
	Williams
	mia.williams@email.co.uk
	020 8765 4321

	Jack
	Jones
	jack.jones@email.co.uk
	020 3456 7890


3. Save Your Changes:
· Click on the save icon or press Ctrl + S.

 




 
 
 
