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Database 
 

 
I can: 
 
Create a Database Table 
 
Add Field Names  
 
Alter data types 
 
Change field sizes 
 
Set up a validation rule using various criteria 
 
Set a primary key  
 
Test the Database 
 
Import a Text File 
 
Create a Query  
 
Produce a report  
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 



USING MICROSOFT ACCESS  

 

King's Lynn Academy | Database Structure 3 

 

How do I ….? 

 

Database Structure ........................................................................................................ 4 

Create a Table ................................................................................................................ 4 
Field Names ........................................................................................................................................................ 4 

Data Types .......................................................................................................................................................... 4 

Field Size ............................................................................................................................................................. 5 

Validation Rule ................................................................................................................................................... 5 

Accepted Rules ................................................................................................................................................... 6 

Primary Key ........................................................................................................................................................ 7 

Testing the Database Structure ..................................................................................... 7 

Enter Data into the Table ............................................................................................... 8 

Importing Data ............................................................................................................... 9 

Adding Records ............................................................................................................ 11 
Adding Records into the Table ......................................................................................................................... 11 

Create a Form ................................................................................................................................................... 11 

Create a Query ............................................................................................................. 14 

Create a Report ............................................................................................................ 16 
Grouping Records ............................................................................................................................................. 17 

 

 

 

 

 

 

 

 

 

 

 

 

 



USING MICROSOFT ACCESS  

 

King's Lynn Academy | Database Structure 4 

 

Database Structure 

Create a Table 
 

Open up Microsoft Access and select Blank Database. 

 

Once open this will display as a table. You can 

alter the headings in the table by right-clicking 

on them.  

 

 

 

 

 

However, it is recommended that you go to design view to enable you to alter the data types, field 

sizes and set validation rules.  Select the drop down menu or click on ‘View’. This takes you to the 

design on the database and allows you to enter the headings for your table. 

When you click ‘design view’ you will be asked to save the 

table. Give the table a sensible name and click ‘OK’. 

You will then be taken to the design view. From here you can 

add the headings you need for your table. 

N.B. if you are using this guide for AiDA you will need to use the 

data items on the SPB, this will identify the headings you need to use! 

 

Field Names 

Enter the required headings, by using the ‘down 

arrow’ you can enter the next heading underneath. 

The data types can be changed once you are happy 

with the field names you have entered. 

Data Types 

Data types relate to the type of information that will be entered; e.g. in the above table Student ID 

has been changed to ‘Autonumber’, First Name, Surname, Gender, Hair Colour and Eye Colour will 

all stay as ‘Text’. 
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Age can be altered to ‘Number’ and Glasses is phrased as a question, therefore this can be altered to 

‘Yes/No’. 

There are various ‘Data Type’ options available, make sure you check through the options and select 

the most appropriate ‘Data Type’ based on the information you want or the information you have 

been asked to provide. 

 

Field Size 

It is possible that some of the 

information to be entered in to the 

database will be of a limited number of 

characters i.e. gender can be set to M 

(Male) Or F (Female); therefore only 

one character will be entered in to the 

table. Alter the field sizes for all 

appropriate fields. The option for this is at the bottom of the page you are currently looking at on 

your database, under the ‘General’ Tab.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Validation Rule 

A validation rule allows only specific text to be entered; normally the text that you have set. This 

means that no unnecessary information can be input into the table.  To set a validation rule select 

the field for the rule. Navigate down to the ‘General’ Tab, and click in ‘Validation Rule’. 
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For the purpose of this example I will set a validation rule for the Gender Field. 

It is essential that the field is selected 

first. 

 

Then the rule can be entered into the ‘Validation 

Rule’ section found under the ‘General’ Tab. 

In this example the only letters that can be entered 

are M or F. Therefore, the rule states M Or F. There is 

no need to add the speech marks; if you have written 

the rule correctly it will automatically add them in as 

soon as you navigate away.  

There are various words that Microsoft Access is able 

to understand. These are identified below, they can be 

used in Validation Rules and setting Queries. 

If you enter a Rule it is essential that Validation Text is 

also added to the database. This will explain to any user 

what is expected when they enter data into the field. 

Accepted Rules 

Or Separates words i.e. Blue Or Black Or Green etc. 
for eye colours that are accepted. 

And This allows all to be entered meaning more than 
one letter or word could be added to the field  

Between This could be used for dates or years i.e. if you 
wanted to enter dates after 1999 but not after 
2010 you could enter Between 1999 And 2010. 

< (Less than) > (Greater than) This could be used for dates also; by using the 
less than and greater than symbol you could 
specify something must be under 14 or over 14. 
If you add = this will also pick up that number i.e. 
<=14 would only allow numbers 14 or under to 
be entered. 
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Primary Key 

A primary key means that the database will contain a field that has unique data i.e. only one can be 

entered. If you are using the ‘Class Database’ as an example you would not be able to use first name 

as a primary key, there are likely to be students with the same name. This could also be true for 

surname, age, hair colour etc. In this case a ‘Primary Key’ is difficult to set. Therefore it is likely a 

unique number would be allocated to each student. This means no two students can have the same 

number. In the example below a Student ID  field has been added. This has been set to ‘Autonumber’ 

– this means a number will automatically be allocated to the student. Once a number has been given 

to a student it cannot be reused. Therefore, it is 

UNIQUE to that student, there will be no duplicated! 

To set a field as a ‘Primary Key’ click in the field (in 

the example opposite Student ID has been selected), 

navigate to the top of the page and ensure you are 

looking at the ‘Table Tools’ Menu. From here you 

should see the ‘Primary Key’ Icon. 

 

 

Testing the Database Structure 

 

To check that all your database structure works as you intend it to and that the Validation Rules will 

only allow specific data to be entered you MUST test the database. 

To do this switch to the ‘Datasheet View’, select the drop down 

button situated at the top left-hand corner of your screen. This will take 

you to the table you have just created. 

Now select a cell that you have altered the ‘field size’ for, try to enter too 

much information i.e. if you set the ‘Gender’ field to 1 for ‘field size’ try to 

enter 2 or 3 letters it should not allow any more to be entered.  

N.B. if you are using this guide for AiDA you will need print screen the testing stages! 

Try other tests; did you set a field to a number? If so, try adding a letter into the field, when you 

select the next cell an error should pop up. 
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Test the validation rule; if you have set it to only accept “M” or “F” enter a different letter, again an 

error should pop up. 

 

 

Suggested Areas to Test  Example 

Field Size Set a field size to 2 characters and try to enter a 
5 letter word. 

Data Type Set a field to ‘Number’ and try to enter to a 
word. 

Validation Rule Set a Validation Rule to only accept two fields i.e. 
“M” or “F”. Enter “T” into the field. 

Primary Key If you have a ‘Primary Key’ enter the unique 
number or word and then enter the same in the 
next row. An error should appear. 

 

If you perform the tests above and error messages do not appear; it is likely that your database is 

not working as intended. It is advisable that you check the structure using the information provided 

in the previous pages of this guide. 

Enter Data into the Table 

 

To enter data you need to switch the view, you should be currently in the ‘Design View’ mode. To 

switch to the ‘Datasheet View’ you will need to use the button in the left hand corner. 

By using the drop down menu shown opposite you can select the view 

you want. To see the table you have just created you need to use the 

‘Datasheet View’. 

If it asks you to save the table, select OK. 

You should now be able to enter information into the table. 

Simply select the first empty cell and add in all relevant information, as in 

the example below: 
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You can continue to add information into the database until you are satisfied it is complete. 

Importing Data 

 

To save entering vast amounts of information into your database there are times when the data will 

be provided for you. This might be in the form of a text file that can be imported into the database. 

In order to import a text file follow the steps below. 

First, make sure the database table is closed! This means the database software itself will still be 

open. 

 

 

 

 

 

 

 

 

To import a text file right click on the table and select 

‘import’ and ‘text file’. 

 

This will bring up the ‘import wizard’ and you will be 

asked to select the text file. Click on ‘Browse’ and 

search through your documents to find the text file. If 

you are using this guide to help with the completion of 

AiDA you will have saved the text file from the SPB. On 

the SPB it should identify the correct folder in which to 

save all your work, therefore you simply need to 
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navigate to the folder where you saved the text file. 

For the purpose of this guide I am using a database from 2010 SPB – Eat Well Database. 

 

Browse for the ‘Text File’. 

Select the Table created to import 

the ‘Text File’ into that table. 

Click OK to take you to the next 

screen. 

 

 

 

 

 

The ‘Import Wizard’ will take you through the 

next few steps. 

Simply check the data is laid out correctly i.e. 

as in the print screens shown in this guide and 

select ‘Next’ and ‘Finish’ on the final stage. The 

last print screen requires you to ‘Close’ and 

you should be back at your database.  

 

However, if a message appears something has 

gone wrong with the database and the whole 

Text File has not been imported. It is advisable 

to cancel and recheck your structure, particularly the validation rules as it is likely that an error exists 

within the rule. 
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If no message has appeared you should open the database and check the number of records that 

have been imported into the database. Hopefully, your teacher will indicate the number of records 

you are expected to have at the end. 

If you have not been told or your teacher is 

unsure, you can check by copying the ‘Text 

File’ into excel and seeing where the records 

end. 

 

 

 

 

Adding Records 
 

In some cases it will be appropriate to add additional records into the database once you have 

imported the ‘Text File’. You can do this by simply navigating to the last record and adding the 

information or you can create a Form and add records. 

Adding Records into the Table 

Scroll down to the last record and click in the first blank row, you can then enter all the details 

required as described  in the ‘Enter Data into the Table’ section on Page 8. 

Enter details here 

 

 

 

 

 

 

Create a Form 

A form allows records to be added to the database in a user-friendly screen; showing one record at a 

time. The form can also be personalised with colours and images to match any theme or house style 

you may have.  

To create a form you will need to ensure the table above is closed. Use the ‘x’ at the top of the 

database table to close the database.  
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N.B. You cannot create Forms, Queries or Reports with the database table open, make sure you have closed 

it and have the view below before following the next few steps. 

 

Use the cross to close 

the database. 

 

 

 

 

You should now see the following:  

Click on the ‘Create’ Menu.  

 

 

 

Select ‘Form Wizard’, this will take 

you through the setup of a form. 

 

 

 

You can select the fields that you would like to 

appear on the form. In this example all fields are 

going to be used. To send all fields across click 

the double arrows. 
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Follow the next screens through by selecting ‘Next’. If you want to alter the layout of any of them 

then select the various options available on the screens. 

 

 

 

 

 

 

 

Name the form and click ‘Finish’ 

 

A form should now be 

created. This can be 

customised using the 

design view.  

 

 

 

 

 

Right click on the background to change the 

colour. The header can be altered and the 

text boxes can also be altered. Simply right-

click on the area to alter and select fill colour 

as soon in the image opposite. 

An image can also be inserted by selecting the 

‘Insert Image’ icon. 
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Create a Query 

 

A query is used to find information in the database. In the class database it might be that all Males 

need to be identified, this is where a query can be used. 

Select the ‘Query Wizard’ 

 

 

On the pop up select ‘Simple Query’. 

 

 

Select the fields that you want to use for the ‘Query’, if 

you want all the fields use the double arrows to send 

them across. Make sure that you have selected the 

table and not any queries already created. This can be 

checked by looking in the box below: 

 

 

 

 

 

 

 

Select ‘Next’ on the next screen, name the 

Query (in the example it has been named ‘Male Query’) and then ‘Finish’ on the final screen. 
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This will display the whole database table; it is now possible to search for specific criteria. 

 

 

 

 

Select the ‘Home’ Menu and the ‘Design View’ button in order to set the criteria you want to search 

for. In this example Males with be searched for.  

The table will be displayed with all the field names you originally set. The 

other rows are explained below: 

Table: This is the table you created, it should display the name you entered 

when you saved the database. 

Sort: This allows you to sort the records into ascending or descending order. 

Show: If this box is ticked the field will be displayed. If you remove the tick in the box the field will 

not be shown in the completed query. 

Criteria: This is where you need to enter your criteria. 

Or: This can be used if you are seraching for more than one criteria. It is recommended that for the 

purpose of GCSE you can ignore this row. 

 

 

 

 

To search for ‘Males’ the ‘gender’ field needs to be used. The example below will allow only Males in 

the database to be displayed: 

 

 

 

 

 

 

 



USING MICROSOFT ACCESS  

 

King's Lynn Academy | Create a Report 16 

 

Select the ‘Run’ or View button to see the results of the query. 

The query will now show the results of your search. 

 

 

 

 

 

There are many symbols and words that can be used in a Query to search for specific record, as with 

the Validation rule. A list of some of the most common is explained below: 

Create a Report  

 

A report allows all the data from your database or a query to be displayed in an easy to view 

manner. This can also be personalised to suit themes and house styles that have been created. 

Make sure everything is closed; the queries, form and database table must be closed to create the 

report. 

 

Or Searches for the words identified i.e. Blue Or 
Brown eyes. 

And This searches for both the words.  

Between This could be used for dates or years i.e. if you 
wanted to search for dates after 1999 but not 
after 2010 you could enter Between 1999 And 
2010. 

< (Less than) > (Greater than) This could be used for dates also; by using the 
less than and greater than symbol you could 
search for someone under 14 or over 14. If you 
add = this will also pick up that number i.e. <=14 
would only allow numbers 14 or under to be 
entered. 

Not This removes the word i.e. you do not want to 
include anyone with Brown hair. You would 
enter Not Brown. 

* (Wildcard Search) By using the * you can search for words 
beginning with or ending with. If you wanted to 
search for all people with a surname starting Sm 
you would enter Sm* this would return all the 
records that match the criteria. 
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Select the ‘Create’ Menu and then ‘Report Wizard’ . 

 

 

 

Select the Query you want to use and then select the fields you would like to use. As with the 

creation of the form and the Query if you would like to use all the fields select the double arrows. 

 

 

 

 

 

 

 

 

Grouping Records 

Records can be grouped on the next screen, in this example the records will be grouped by ‘Gender’ 

this will allow all Males to be grouped together and all Females to be grouped together. This can be 

done by selecting the chosen field to group and then using the single arrow to send across. 

 

 

 

 

 

 

 

 

 

On the next screen it is possible to sort the records in ascending or descending order. The example 

shows that the records are sorted a-z alphabetically by Surname. 
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Follow the wizard through using the ‘Next’ 

button. You can change the layout and 

name the report on the final screen. Once 

you are happy select Finish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the report has been completed it is possible to change the design, colour and add images. Click 

on the ‘Close Print Preview’, you can then alter the background colours etc. If you are unsure of how 

to do this see instructions on personalising a Form, on page 13. 

 

 

 


