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Microsoft Access — from creating new Database to (@uies

Let’s say, you have an Excel sheet that contaifos ifor 9 boreholes:

- their x and y coordinates, and
- layer depths (each borehole has two layers, lageidhlayerB).

In practice, you could have sheets with millionglafa. Here it's a pretty small
example. Now, let's save the Excel sheet as ‘Exariip(here Example-1.xIs).

A, B | C | D | E

1 | #-coord | y-coord | layerd layerB
—_—
B2 2 3 12.3 40.15
BN 4 g 21 49.34
4 8 B 18.9 25.82
5 7 1 15.2 55.36
B 1 9 16 53.61
B 5 4 10.6 32.75
N 5 g 9.8 41.55
g B 7 1 36.21
et 10 1 14.5 44.94
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Now we want to create a database and make somesjoerit. So open Microsoft
Access.

Click on ‘File’, choose ‘New’. On the right sidedte will appear a new pan with
name ‘New File’. Click on ‘Blank database...’.

: New File v x
@8 A |
Mew

2| Blank database. ..

IZ_-_EJ Blank data access page...

IE___J Froject using existing data. .,

Elj Project using new data. .,
L,ﬂ_] From existing file. ..

Templates
Search online:faor;

%y Templates on Office Online
=] on ey computer..,



Now select a folder or create a new folder to sene data there. Here, we opened a
folder named ‘MS-Access’ and saved the createdbdataas ‘myDataBase’. Click on

‘Create’.

File New Database FXJ

Savejn: ||__J MS-Access V| @ -3 'Q A T B3~ Toals~

My Recent
Documents

©

Desktop

7

My Docurments

8

My Computer

e

File name: |myDataBase| ;v_l| I Create ]

Py Nétwork
Places Save as type! | Microsoft Office Access Database " | Cancel

Now the first step towards creating Access Databasgust started. You will see by
default ‘Tables’ and ‘Create table in Design viesvselected.

#% myDataBase : Database (Access 2000 file format)

Objects
Tables EJJ Create table by using wizard
@ Create table by entering data

Queries

=l Forms

ol el | L

Reports
Pages

Macros

BN E

Modules

Groups

[#] Favorites

Now you have to import the Excel data sheet. Stodbile’ and click on ‘Get
External Data’ then ‘Import’.



Microsoft Access

Fle | Edt wew Insert Tools Wndow Help  Adabs FOF
i1 Mew... Chrl+h
g
FIE M N TN W e
| ek External Data 3 m_—% Impart, ..
Close npjl Link. Tables...
Ll Save Ckrhks
Save As

Now import the excel file. Here it's Example-1.x&elect the file and click on
‘Import’.

Laok in: |||j M5-Access v| @ - | @ X Ty B oTods~
_b ElfExample-1
My Recent
Documents
Deskiop

My Documents

@

My Computer
File: parne: - I
. ut rpork
My Metwark, | | [ ]
Places Files of bype: |Microsnft Excel v | [ Cancel J

£

Now ‘Import Spreadsheet Wizard’ will open. As yaesyou could have many sheets
in your excel file and you could work with any oofethem. Here we remain on
‘Sheetl’.



B Import Spreadsheet Wizard

Your spreadsheet File contains more than one warksheet or range, Which worksheet ar range
woauld you like?

(%) Show Workshests

| Sheetz

y
! Show Mamed Ranges .

—zoord w-coord |layerd (laverkb -
12.3 M0, 15
21 49,54

15.9 E5.82
15.2 55.36

G B -

[ Jon [ oo [0 [
= -I & & b =
LT R = TR | T

5
|-

N e

Click on ‘Next’. You will get the following wizardl.

B Import Spreadsheet Wizard

Microsoft fccess can use vour column headings as field names For vaour table, Does the Firsk
rows specified conkain column headings?

{First Row Contains Colurmn Headings

¥—coord |[y-coord |layerd |laverE
|1k £ 12 .3 MO.15 ot
Bl = 1 4o, 34
iB [ 158.9 £5.82
|4 [7 1 15.2 55.36
B = 16 63.61
[ = 14 10.6 g 5 _J
Al -
IETE 2l
[ Cancel ] [ = Back [ Mext = ][ Einish ]

Click ‘Next'’. Let’s say you would like to store yodata ‘In a New Table’.



B Import Spreadsheet Wizard

‘You1 can store your data in a new table or in an existing table,
‘Whete would vwou like to store wour data?
(5)In & Mew Table
{3 I an Existing Table: | v
¥—coord |y-coord |layerd [laverBb

_1_2 ] 12.3 40,15 A
_2_4 = 21 9 .34
El: 6 15.9 [5.82
4 [7 1 15.2  |55.36
_ELI = 16 53 .61

& {5 4 10. 6 B2 .75 _J
ey -
A I

[ Cancel ] [ < Back [ Blext = ] [ Einish ]

Click ‘Next’. Now the following wizard appears. Heyou can click on each column
and name them differently if you want. You can cd®the Data Type as well (here
it's inactive).So before click ‘Next’, click on each column andlmose names and
data type accordingly.When satisfied, click on ‘Next’.

E= Import Spreadsheet Wizard

You can specify infarmation about each of the fields vou are imparting, Select figlds in the
area below, ¥ou can then modify field information in the 'Field Options' area.

i~ Field Options

Field Mame: :Z-l:l:ujr.j

Indexed; E'r'«j-:i | [ ] Do rak import Field (Skip)

layerhk |layerhb
12.3 0. 15 -
21 9,34

15.9 E5.52
15.2 55.36

16 63.61
10. 6 FEZ.75 _J
-

Ad

Cancel ] I < Back ]_ Mexk = ][ Finish ]




Now you will be in the following wizard. Here youllsee in the first column you
have ‘ID’ numbers for your data.

B Import Spreadsheet Wizard

Microsoft Access recommends that wou defing a primary key for
L= waour new fable, & primary key is used ko uniquely identify each
record in wour table, It allows wou to retrieve data maore quickly,

CHHE HEE HER
- HEE HEE HER
S HHE HEE HEN
- HEE HEE HER
CHEN HHEOHER

E RV TR

@ELet fccess add primary key,

(" Choose my own primary key, | bl

{7y Mo primary key.

—coord [layerd |laverB
12.3 MOo.15 o
e M9 .34 :‘
15.9 E5.82
15.2 55.36

16 63 .61
10. 6 A2 .75
Bd

ID ®x—coord

o [en | L [ |
B R o 0 O g

[ Zancel ] I < Back ] Mext = ][ Finish ]

Click ‘Next’. Here you can choose any name forrlegly created table. We remain
on ‘Sheetl’..

B Import Spreadsheet Wizard

That's all the information the wizard needs to'import wour data.

Import bo Table:

[] 1 would like & wizard o analvze my table after importing the
data.

[ ] pisplay Help after the wizard is finished,

[ Cancel ] [ < Back,




Now click on ‘Finish’. You will get a small messadélick ‘OK'.

That's all the information the wizard needs to import vour data.

Impart to Table:
Sheet1

Import Spreadsheet Wizard

L]
1 J Finished impaorting File 'TniMS-AccessiExample-1.xls' bo table 'Sheet1’,
|

" [ pisplay Help after the wizard is finished.

[ Zancel ] [ < Back ] Mt =

Now you have your first Access Database as tabileeddSheetl’.

= mylDataBase : Database (Access 2000 file format) E”_EHE]
Chjects @ Create bable in Design wview
1 Tables Create bable by using wizard
ﬁ Queries

!E Forms
i Reports
¥ Pages
2 Macros

gi Modules

Garaups

[#%] Favorites




Now click on ‘Sheetl’ and view your first table Atcess.

So far your first Access Table is now ready. Giéat!

] ¥-coard y-coard layerd layerb

> 2 3 12.3 40.15
- 2 4 g 21 49.34
) 5| 5] B 18.9 25.82
5 4 7 1 19.2 55.36
Al 5 1 9 16 5361
| B ] 4 106 3275
] 7 g &) 9.8 41.65
|| 5] ) 7 1 3621
Bl - ] 10 1 14.6 44.94
| #¥| (AutoMumber)




Let's make a query:

Now you have your database and you would like tkersme queries on it (let’s
say).

Let's say that you want to calculate the layeretghces to get the thickness.
So, Layer differences (i.e. thickness) = layerByefrA.

Click on ‘Queries’, and then double click on ‘Cregfuery in Design view’.

= myDataBase : Database (Access 2000 file format) E] E]EJ

|90pen 8 Design ibew | | =n

Creake query in Design yis

Chjects i
Tables @J Create query by using wizard

Queries

Forms
Reporks
FPages

Macros

B O E o

Modules

Groups

|#] Favirites

The following window will open. You will see ‘Sheiétis already on the window
named ‘Show Table’. You can double click on ‘Shéetlsimply click on ‘Add’ to
add your table on the query wizard. Close the ‘Shakwle’ window.

You could have many sheets and you can add thetm pdrform queries.



&=t Quary1 : Select Queny

&\l

e = Show Table
Tahle: rm——

3 Tables |Quer\es | Both |
Sort: i
- - - -

Criteria: | | o]
or:
£81|

Now you will be in the following window. Here yowa see all your table attributes
like ID, x-coord, y-coord, layerA and layerB.

E= Query! : Select Query

Field:
Tahle:
Sork:
Shiou: [] W]
Criteria:
or:

10



Now come to the first cell on the first column didt row of the query window.
Click the blue dropdown arrow.

= Query] : Select Query

Field: w
Tahble: | Sheet1,*
Sorky |(ID

Show: || x-coord
Critetia; ||v-coord

ar: ||lavers
laverb

Select ‘ID’ from the dropdown list.

= Query1 : Select Query

Field: ¢
Table: ||Shestl.*

sort: (|10

Shaw: || x-coord = []

Criteria: [|w-coord
ar: || lavers
laverB

The same way go to the next cells and select xekgoecoord, layerA and layerB on
each cell (on the first row). It will look like tHellowing window.Now click on the
6™ cell and press the right mouse buttonYou will get a small window with some
functions.Click on ‘Build’ to build your query.

11



E= Queryl : Select Query

T
Field: [ID %-coord y-coord layerd layerE | = el
Table: |Sheetl Sheet1 Sheetl Sheetl Sheet1 2 Tatals
Sork: 7
: | Table Mames —
Show: i
Criteria: | | . . . ol o D
or: o N
] | ol Copy
Thl Paste
0
SN Build...
Loom,.,
,ﬁ Properkies. ..

The window titled ‘Expression Builder’ will open.

£ Queryl : Select Query Expression Builder

i
3] Queries
Field: [1D w-coord y-coord (3 Farms

Table: [Sheetl Sheetl Sheet 1 (3 Reports
Sort: (¥ Furictions
Show: (23 Constants
Criteria: | 21 Operators

ar: (2 Common Expressions

Double click on ‘Tables’, your ‘Sheetl’ will ope@lick on ‘Sheetl’. Again you will
have your all table attributes there.
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Expression Builder

: OK

Cancel
IIndo
+- ¢ %8l == <xx and or mot Like| (3] Paste | Hep |
3 Queryt S
[=1 Tables ™ x-ccucur;l
B E
= ":'E'l lawers
E3] Queries |laverE
(31 Forms
(%] Reports
(31 Functions
1 Constants ==
[ Operators v

Now double click on ‘layerB’, select the minus si@)) then double click on ‘layerA’.
Your Expression Builder should now look like th@dlick OK to close your builder
window.

Expression Builder

I[Sheetl]![Ien;.-'erEi] - [sheet1]i[avera] |
Zancel
_ Undo_|
+- || =5 <<s] and or mot tke| ¢ 3] Paste | Hep |
3 Queryl A | ID
(= Tables — | =-coord
L= E-Emrd
3] Queries [
(31 Forms
3] Reports
(¥ Functions
[ Constants i
£ Operators v

Now you will be on the Query Window again.

Important: Don’t forget to click on the small check box instimew cell.
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Field: |10 w-coord v-coord lavers laverE sek 1] [layvera] »
Table: |Shest1 Sheet1 Sheet1 Sheetl Sheet1
Sart: /7 N\
Shaw: (1) [1
Criteria:
ar:

\\
~

Don't forget to ‘tick’ this small check box.
Most probably you have click twice. It's
little bit tricky :-).

Now go to ‘File’ and ‘Save as’ to save your quétiere you can choose any name.
We remain on ‘Queryl’. Close your query window. Yili be back on the database
window. Here you are on the query object. Looklanleft under ‘Objects’ you have
many objects like ‘Tables’, ‘Queries’, ‘Forms’, ‘Rerts’ etc.

You can double click on ‘Queryl’ to open the qugoy just performed.

= myDataBase : Database (Access 2000 file format) B@rz|

Cbjects re ety in Design visw
= Tables @J Create query by using wizard
jj Quer’ies —_-;j eyl

= Forms
8 Peports
"‘;g Pages
= Macros
2 Madules

aroups

3] Favorites
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Now let’s say that you want to export your tabldsael for any of your specific
interest. Click ‘Queryl’ then click right mouse tart. Here you will see ‘Export’
option.

Objects @ Create query in Design view
Tables @ Create query by using wizard

: @ W I;__%’ Qpen
E FainE ﬁ De=sign View
1  Reports |ﬂz Brint
Tﬁ Pages @ Prink Presiew
@ Macros % cu
G Modules ‘4| Copy
Groups Save As...
[#] Favorites | Export...
I Send To 3
Add to Group 3

Zreate Shorkout, .,
- Delete

Rename

Properties

Ohbiject Dependencies. ..

Now you can export your query in any excel fornelikls or .dbf files based on your
requirements.

&= myDataBase : Database (Access 2000 file format) |;||E||£|
[ open Blpesion Hlnew | X | 2 e |BE|EE
Objects Create query in Design view
= Tables Create query by using wizard Export Query ‘Query1” To...
- = Queryl Save int ) M5-Access v @ T4 i = Tools -
S oueries = o B
= Fams = Examp\e-l
i Reports My Recent
& Documents
T Pages
2 Macros @
St Modules Desklop
Groups
[ Favorites &
My Documents
My Computer
-
File narne: |newData| \.,“ [ savs formattad
My Netwark, | = Atltostait
Places Saue 85 LYPe! | Microsoft Excel 97-2003 ~| a
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Now open your exported file in Excel. Here colummskshowing you the calculated
differences.

Microsoft Excel - newData
EE:]_EIB' Edit Wiew Insert Format  Tools Data  Window  Help  Adobe PDF

PN EE A GG E LB - Ea . g“@_mo% = -@!iMSSansSerif
K1 - A Exprl
A | e [ ¢ | p [ E [ F [ o [ H [ 1 [ 4 ] K L

| 1 [Expri000 Exprid0l Expri00Z Expri003 Expri0od (D xcoord  ycoord  layers  layerB  [Exprl 1
| 1 2 3 123 4015 1 2 3 123 4015 27.85
kil 2| 4 i 21 49.34 2| 4 i 21 49.34 28.34
] 3 il f 1849 2582 3 il f 189 2562 £.92
|| 4 7 1 152 5536 i 7 1 152/ 55 36 4016
| B | 5 1 9 16 6361 5 1 9 16 63 61 4761
LAl B A 4 106 3275 B 5 4 106 3275 2215
| & | 7 9 g 98 4155 7 9 g 98 4155 178
g | i fi 7 1 36.21 i f 7 1 36.21 25.21
| 10 | 9 10 1 145 44.94 9 10 1 145 4484 30.44
1]

[z
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So, now you are ready with your first query. Yoerfprmance is ‘very good’ :-).

Additional:

However, here we performed queries only on oneetéfyou need to perform
gueries on several tables, then from the ‘Insert’ ranu you can add them.

Click on ‘Insert’. The following options will open.

P Microsoft Access

! Fle Edt Wew Insert | Tools  Window Help  Adobe POF

immml o e
E0pad B S O W RIERAE
e 2| Form '
il Report 55 7000 file format
Topen B! @ Page

Objects | =gl AutoForm
3 Tahles| i AutoReport b by usinig wizard
= Querie ¥ > by entering data

Click on ‘Table’. The following window will open. i€k on ‘Import Table’ to import
tables from any other database.
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New Table HIET

| Design View
Table Wizard
Import Table
Link Table
_reate a new kable in Datasheet
g,
[ 0 ] [ Cancel ]

Here let’'s say you have imported another table faoy other database. Here the
table name is ‘Sheet2’.

k= myDataBase : Database (Access 2000 file format) EJE]B]
B open B Desian SNew | X [ Fo =
Objects £33 iCreate table in Design view:
1 Tables Create table by using wizard
2] :
E_'lj Queries -=d Create table by entering data
= ] shestl
5 E
o 3 shestz
& Reports
¥4 Pages
2 Macras
gat  Modules
Eroups
] Favorites

Now you can perform queries on both tables.

Now you know how to create a database in MS Acaadshow to perform queries on
them (doesn’t matter how many tables you have).

Great!!! Hope you will now enjoy working with Micsoft Access.
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