What’s a Database?
2
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A database is a piece of software designed to allow the user to store data, retrieve and alter it if necessary, analyse the data and present it in the form of reports – which may include illustrations such as charts. 
A database is made up of one or more tables, which contain records and fields; these contain the data entered by the user of the database. When a database contains only one table it is called a flat file database – examples might include a simple telephone or address book. When a database contains more than one table where each uses information from another – that is they relate to each other – it’s called a relational database. A common relational database application is Microsoft Access. 
A record is an entry within a database which may contain many fields. For example, the screenshot below shows how a database table is made up of a large number of records containing many fields in each. 
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Setting up a database table in a new (blank) database. 

When you start Microsoft Access, you will be prompted as to whether you want to open an existing database or create a new one from a blank database. When creating a new database, choose to create one from a blank database and the design view for creating your table will appear. 
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D Name Date of Birth J_Age at 03/11/2003 to nearest yeap> | _Gender (Male or Female) | Where do you live? | How much money do yoL !
» Abadji, Mavis 30101991 12F Witham 02
2 Abah, Elizabeth 30/09/1991 mb(ﬁl“ﬂh“m@F Witham 02
3 Abel, Carolyn 17/08/1991 12F Witham 510
4 Baxter, Alice 05091991 O Rivenhall _ 10
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7 Bosher, Wendy 08/10/1991 12F Great Totham 5-10
8 Carr, Ashlinn 30/09/1990 13 F Feering 25
9 Carson, Ros 17/081990 13 F Hatfield Peverel 25




Once you’ve created the field names for your table and set the different data types, you’re ready to start entering data, but first – SAVE YOUR WORK!!

Once you have saved your table layout, close that window by clicking on the exit button for the “Datasheet: Table” window…
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Once you have closed the “Datasheet: Table” window, double-click on your table in the database main window…
You can now enter your data into your table… 
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Don’t forget… 

· Enter your data ACCURATELY if you search for an entry later, you won’t find it if it’s spelled incorrectly. 

· Check, double-check and triple-check the accuracy of your data entry. 

· Save your work regularly!

