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Chapter 1

Introduction to Access
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Learning Objectives

1.1 Open, Save, and Enable Content in a Database

1.2 Recognize Database Object Types

1.3 Modify, Add, and Save Data

1.4 Use Database Utilities

1.5 Work with Filters

1.6 Perform Sorts

1.7 Create a Database
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Introduction (1 of 2)

Database—a collection of data organized as meaningful 

information that can be:

• Accessed

• Managed

• Stored

• Queried

• Sorted

• Reported
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Introduction (2 of 2)

• Database management system—software system that 

provides the tools needed to create, maintain, and use a 

database

• Microsoft Access—database management system 

included in professional editions of Office 2019
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Opening, Saving, and Enabling 

Content in a Database (1 of 2)
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Opening, Saving, and Enabling 

Content in a Database (2 of 2)
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Recognizing Database Object Types 
(1 of 11)

Access objects

• Tables

• Queries

• Forms

• Reports
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Recognizing Database Object Types 
(2 of 11)
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Recognizing Database Object Types 
(3 of 11)
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Recognizing Database Object Types 
(4 of 11)
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Recognizing Database Object Types 
(5 of 11)
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Recognizing Database Object Types 
(6 of 11)



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Recognizing Database Object Types 
(7 of 11)
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Recognizing Database Object Types 
(8 of 11)

• Datasheet view

–Default view and is a grid containing fields (columns) 

and records (rows)

–Used to add, edit, and delete records

• Design view

–Displays a detailed view of the table’s structure

–Used to create and modify a table’s design
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Recognizing Database Object Types 
(9 of 11)

• Datasheet view
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Recognizing Database Object Types 
(10 of 11)
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Recognizing Database Object Types 
(11 of 11)
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Modifying, Adding, and Saving Data 
(1 of 2)



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Modifying, Adding, and Saving Data 
(2 of 2)
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Using Database Utilities
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Work with Filters (1 of 5)

• Filter—specifies conditions that need to be met in order 

to display the desired records

• These conditions are known as criteria, and can be:

–A number

–A text phrase

–An expression
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Work with Filters (2 of 5)
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Work with Filters (3 of 5)
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Work with Filters (4 of 5)

•Filter By Form

–Displays records based on multiple criteria

–Can use comparison operators

▪equal (=)

▪not equal (<>)

▪greater than (>) 

▪less than (<)

▪greater than or equal to (>=)

▪less than or equal to (<=)
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Work with Filters (5 of 5)
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Performing Sorts
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Create a Database (1 of 3)

•An Access database is created using a:

–Blank database

–Database from a template 

•Blank database—created specific to your 

requirements

•Template—predefined database that includes 

professionally designed objects
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Create a Database (2 of 3)
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Create a Database (3 of 3)
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Copyright

This work is protected by United States copyright laws and is

provided solely for the use of instructors in teaching their 

courses and assessing student learning. Dissemination or sale of 

any part of this work (including on the World Wide Web) will 

destroy the integrity of the work and is not permitted. The work 

and materials from it should never be made available to students 

except by instructors using the accompanying text in their 

classes. All recipients of this work are expected to abide by these 

restrictions and to honor the intended pedagogical purposes and 

the needs of other instructors who rely on these materials.


