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Database Management System



Database

 A database is a collection of data that is 

stored in a computer system. 

 Databases allow their users to enter, access, 

and analyze their data quickly and easily.



Database

 If a database is essentially a collection of lists 
stored in tables and you can build tables in 
Excel, why do you need a real database in the 
first place? 

 While Excel is great at storing and organizing 
numbers,  Access is far stronger at handling 
non-numerical data, like names and descriptions. 

 Non-numerical data plays a big role in almost 
any database, and it's important to be able to 
sort and analyze it.



Database

 However, the thing that really sets databases 

apart from any other way of storing data is 

connectivity. 

 We call a database like the ones you’ll work 

with in Access a relational database. 

 A relational database is able to understand how 

lists and the objects within them relate to one 

another.



Database Objects

 Databases are composed of four objects: 

◦ Tables

◦ Queries

◦ Forms

◦ Reports



Database Objects

Tables

 All data is stored in tables, which puts tables at 

the heart of any database.

 Tables are organized into vertical columns and 

horizontal rows.

 Rows and columns 

are referred to as 

Records and Fields. 



Database Objects

Forms

 Forms are used for 

entering, modifying, 

and viewing records. 

 The reason forms are 

used so often is that 

they're an easy way to 

guide people into entering 

data correctly. 



Database Objects

Queries

 Queries are a way of searching for and 

compiling data from one or more tables.

 When you build a query, you are defining 

specific search conditions to find exactly the 

data you want.



Database Objects

Reports

 Reports offer you the ability to present your 

data in print.

 Reports are useful, because they allow you to 

present components of your database in an 

easy-to-read format. 

 You can create a report from any table or 

query.



Database Objects



MS Access - Interface



MS Access - Interface

The Quick Access Toolbar lets you access 

common commands no matter which tab 

you are on. By default, it shows the Save, 

Undo, and Repeat commands. You can add 

other commands to make it more 

convenient for you.



MS Access - Interface

The Ribbon contains all of the commands you 

will need in order to do common tasks. It 

contains multiple tabs, each made up of several 

groups of commands.



MS Access - Interface

The Navigation Pane displays all of the 

objects contained in your database. The 

objects are grouped by type. To open an object, 

double-click it.



MS Access - Interface

All open objects are displayed on the 

Document Tabs bar. To view an object, click 

on its tab.



MS Access – Creating Database

To create a new Database:
 Choose ‘Blank Database’.

 Type the filename.

 Click the create button.



MS Access – Table

 Tables are arguably the most important. 

 Even when you're using forms, queries, and 

reports, you're still working with tables, since 

that's where all your data is stored. 



MS Access – Table



MS Access – Table

 A field is a way of organizing information by type. 

 A record is one unit of information. Every cell on a 

given row is part of that row's record. Each record has 

its own ID number. 



MS Access – Table

To create a table:

 Click the Create Tab.

 Choose Table.

 Go to Design View to design the table.

 Type the field name and choose the data type for each 

field. You also can change the field properties.



MS Access – Table

To add record:

 Go to Datasheet view.

 Begin typing in the row to add record. 



MS Access – Form

 Using a form to enter data lets you be certain that 

you're entering the right data in the right location and 

format. 

 This can help keep your database accurate and 

consistent. 



MS Access – Form



MS Access – Form

To create a form:

 Click the Create Tab.

 Choose Form Wizard.

 Follow the steps.

 Note: You can go to Design View to modify the form.


