Access 2000 Tips

· When creating an Access database, the first thing you will be asked to do is name your database

· Think of the database as a container which holds objects you create (tables, queries, forms, reports)

· Tables are the foundation of an Access database

· Information from all the tables can be brought together in queries, forms and reports

· Design a query or report once and every time it is opened, it will be updated with current database information

Database Design Tipsxe "Database Design Tips"
· Each subject in database warrants a new table.  For example, in a Tech Prep database the tables might include:  Student Info, High Schools, Tech Prep Programs, Verification Process, Confirmation Process.  The tables will then be related.  

· Why?  This system insures accuracy, avoids duplicated records and repetitious data entry.

· Think about what you want your database to do before creating it.  If necessary, rename objects early in design process.  It is much more difficult to correct an existing database than it is to create one from scratch.  

· If you have to type a name or address more than once in a database, there is better way to design your Access database.
Table Design Tips

· Every Table should have a Primary key (a field that uniquely identifies each record in the table).

· Field names are limited to 64 characters and cannot contain some special characters (a period, an exclamation mark or brackets.

· Last Name and First Name should be in separate fields/columns.  So should City, State and Zip, etc.

· Field names should be one word, no spaces:

· FirstName  not First Name
· HighSchool, not High School
· Calculated fields should not be included as fields in table.  Create calculationsxe “Calculations” in queries, reports and/or forms.  Formulas are easy to create in queries.  Functions are easily added/edited to reports.

· If your table has blank columns, it is a sign that you need another table.

· If the same data is repeated in many records you may need another table.  

· Don’t print Tables (or Queries), print reports, instead.

· Social Security and Phone Numbers should be set as Textxe "Data Type:Text" data type not Number Data Type xe "Number Data Type"(only use Number for fields you will use mathematically or primary keys)

Query Tipsxe "Query Tips"
· To include, and view all fields on the QBE grid, double-click the title bar of the list box, then drag and drop the selected fields to the grid.  

· It is not necessary to create joins in queries if your database is correctly designed with proper relationshipsxe “Relationships”.

· Functionsxe “Functions”, Calculationsxe "Calculations" and Concatenationsxe "Concatenations" are typed at the top of a blank column in the Query design grid.

· Never select new fields on the QBE grid by using the drop down arrows.  Often this leads to users destroying Calculationsxe “Calculations” and Concatenationsxe "Concatenations".  Double-click on the desired fields instead.  

· Save your query before using the Expression Builderxe "Expression Builder".
Why?  Because the field names will be conveniently located in the middle column of the Expression Builder.
Set Field Properties in a Queryxe "Query:Set Field Properties in a Query"
1. Make sure desired field is selected in Design View.

2. Select [image: image1.png]


 on the Query toolbar.

3. Note the dialog box title bar should be Field Properties not Query Properties

4. Make your selections for query properties.  Close the dialog box.

Report Tipsxe "Report Tips"
· An Access report can be turned into a Word document and then formatted using MS Word features.  First, create the Access report then:
Tools(Office Links(Publish It with MS Word
· See Form Design Tips, many of those tips work in Report Design.

· Most reports are based on multi-table queries.

· Grouped Reports are an excellent way to display data.

· To avoid overlapping columns, use concatenationsxe "Concatenations" to combine field names.  For example, make City, State and Zip appear as one field.  

· Always print reports Landscape.  It is easier to change a landscape report to portrait, than vice versa.

Fast Keysxe "Fast Keys"
	Function Keysxe "Function Keys"

	F1
	Opens Help Feataure

	F6
	Switches Panes

	F11
	Database Window

	Data Entry Keysxe "Data Entry Keys"

	Control+’
	Repeats contents of Field Above

	Control+;
	Inserts Current Date

	Shortcut Keysxe "Shortcut Keys"

	Control+A
	Select all

	Control+S
	Save

	Control+C
	Copy

	Control+X
	Cut

	Control+V
	Paste


Database checklist

At first it may seem simpler not to follow these guidelines.  However, if you want your data to be accurate, and you want to easily utilize the wonderful, automated features of Access, these rules are necessary.  

· There are multiple tables in the database.

· Each table has a primary key.

· The primary keys are meaningful whenever possible.  
For example:  a social security number, a serial number, a badge number, an acronym.  You should not use an AutoNumber as a primary key, unless there is no other unique number to use.  You should never use a name as a key field.

· At least one table has multiple primary keys.
This multiple primary key is usually a combination of foreign keys from other tables, and often a date or time field.  The multiple primary key makes every record in this table unique.  The table with multiple primary keys is a junction table that prevents a many-to-many relationship between other tables.  Nearly every database requires a junction table!  This does not mean the primary key is set on First and Last Name.

· Fields names (column headings) should be general.
For example: Department is a field name, Marketing and Finance are not.  Marketing and Finance would be records in a Department table.  Or CourseTitle is a field name, Introduction to Word 2000 is not.

· If there is repetition in a table column, there should be a drop-down list to another table.
For example:  In the StudentInfo table, many students would be in Annapolis High Schoo;  therefore, there would be repetition.  If you click on the name of a department (in the field, don’t select the whole column), you should see a drop down arrow.  

· Enforce Referential Integrity (every record is accounted for) on every relationship. 
If you cannot enforce referential integrity, your data, quite simply, is inaccurat
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