Lecture Notes for MS Access Lesson Plan: All About Databases

I. What is a database? 

a. A collection of data of similar information compiled in a table of records consisting of individual fie1ds 

b. History of databases (e.g., card-punched records and “green-line” printouts.) 

II. What are some examples?
a. The telephone book (a database configured by area, by last name)
b. State and IRS Tax Files 

c. A file box with cards, all of which have the same labels with fields to fill in.
d. Your telephone, electric and credit card billing statement 

e. Computerized databases (some examples):
i. Computer disk operating programs are based on database structure.
ii. FileMaker Pro - A Windows and Mac database program

iii. Microsoft Money - A prepackaged banking database

iv. TaxCut - A packaged database for filing annual tax returns
v. Microsoft Access - The database we will study in this class
III. How do databases differ from spreadsheets? 

a. Structured to do management operations on a table. (Spreadsheets work directly in tables and are designed for heavy “numbers crunching.”) 

b. Output product (reports) is tighter. (Spreadsheets tend to be very large and quite wide. Displaying data in “digestible” form is a problem with large spreadsheets.) 

c. Data entry is normally by a form. 

d. The learning curve tends to be steeper.

e. More flexible. One change in the table is automatically reflected in every form and report based on the table. 

f. Can use more than one table for multiple data relationships. (MS Access is known as a "relational database." Tables can be joined through common fields and increase capacity of database. The IRS and your state link up through your Social Security number to share financial information on citizens.) 

IV. What can databases do? 

a. Store data for easy access 

b. Sort, present, and manipulate data for specific purposes. Examples: 

i. The telephone book can be sorted by address. 

ii. The State Tax and DMV files can be sorted demographically. 

iii. A box of recipe cards can be hand sorted into various categories. 

iv. Commercially available programs, e.g., Quicken, are database applications.
c. Merged database files (Letters with same  bring in different personal data):

i. Databases can merge with other data or files for marketing and advertising (e.g., Publishers House Sweepstakes letters that appear to be personalized.)
ii. Access can merge data with MS Word text to make form letters and labels 

d. Relational databases combine with other databases or multiple tables through joining the tables. It is more efficient to maintain separate tables than one wide, unwieldy table.
e. Databases perform mathematical computations on individual records (e.g., an invoice) or on a composite or summary report. (Similar to a spreadsheet, but far more flexible, detailed and user-friendly.) 

V. Why should you learn database programming? 

a. More computer skills 

b.  Greater understanding of computer operations as applied to existing skills; e.g., knowing what a database can do will help in deciding what computer application to use in order to solve a problem. 

c. Databases provide a tremendous flexibility in storing, accessing, using, and manipulating data. 

d. People who know database operation tend to be more competitive in the job market. 

VI. In this course we will learn about Microsoft Access. Specifically:

a. The design of data fields - Their characteristics, specifications and format options

b. The database table - How data fields combine to make tables, the foundation of the database.

c. The power of relational databases through connecting tables

d. The “objects” that are based on the table:

i. Queries - How we look up and use the data in specific ways

ii. Forms - The “door” and “window” to the database.

iii. Reports - The “output” and user-friendly view of the data in the database.

iv. Macros - Embedded commands in the database composed by the user to make the database “behave” in specified ways.
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