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This presentation is parallel to the one for OpenOffice 



Database in Microsoft Access 

Select database 
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Create a new database 

Microsoft Access have already  created the first table and named it ‘Table 1’ 

Table 1 have been created with one ‘field’ called ‘ID’ 
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Create a table 

You can add the next field in your table by click on ‘Add’ and continue adding new fields 

Another option is to click on ‘View’. Using this alternative follows a sequence that re-
sembles the sequence one has to follow if using older versions of Access or OpenOffice  
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Create a table 

Click on ‘Design View’ 

A tab with two options appears 

A popup window appears  
Give the table a relevant name 

Click ‘OK’ and the first table is finished 
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Where am I 

Note the tab ‘Table Tools’ have now shifted from showing ’Fields and 
Tables’ to ‘Designs’  

It can be overwhelming with all the different tabs and options. In the 
beginning always take a step back and ask your self “where am I ?”.  In 
this case you are in the ‘Design View’ under the main tab ‘Table Tools’. 

“Where you are” is also shown in both corners  
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Primary Key 

 The key-symbol shows that this field is a Primary Key.  Each record will be assigned a 
unique id-number  
Database technique but as we shall see later we can use it to our advantage  -  
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Primary Key 

The field has by default been named ID. ID is a reserved word. As a rule never use it alone 
always use it with a prefix or a postfix. (But leave ID as is for now)  

Another option is to click on ‘View’. Using this alternative follows a sequence that re-
sembles the sequence one has to follow if using older versions of Access or OpenOffice  
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Make a Field 

Move the curser down to the next line 
and enter the name for the next Field 
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Make a Field 

Move the curser to the column ‘Data Type’ and click on the down 
pointing arrow and then select ‘Text’.  
‘Text’ is selected as it is names that will be entered in this Field when 
we are using the database  
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Make a Field 

Enter the max numbers of characters to 
be entered in this Field (= max length of 
the forename.  
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Make a Field 

Select whether a forename always must be entered. It is your call. But 
since many patients may have the same Surname it might be a good 
idea to select yes. 

Replete the sequence and enter a field for 
Surname 
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Enter more Fields 

Now create a Field for the  
patients  birthdate 
 

Select ‘Data Type’ format as 
‘Date/Time’ 
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Database in Microsoft Access 

Select the ‘Short 
Date’ format. 
Recommend to use 
the format year-
month-date it 
makes sorting 
easier if data needs 
to be exported to 
other programs. 

Click the ‘Format’ 
drop down menu 
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Enter more Fields 

Create a Field named ‘Sex’ with 
‘Text’ selected as ‘Data Type’ 

‘Field Size’ set to one. It only needs to 
contain one character, f for females 
and m for males 

You can enter a note so that 
the user can see how the Field 
is supposed to be filled out 
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Enter more Fields 

Enter three Fields named ‘Measure 1’, ‘Measure 
2’ and the third one with the same name as the 
second one ‘Measure 2’  

It will must likely be for numeric 
values – select which type of 
numeric value it is  - this one is 
selected as an integer – of cause it 
comes with out decimals 
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Enter more Fields 

Enter three Fields named ‘Measure 1’, ‘Measure 
2’ and the third one with the same name as the 
second one ‘Measure 2’  

It will must likely be for numeric 
values – select which type of 
numeric value it is  - this one is 
selected as an integer – of cause it 
comes with out decimals 
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Enter Yes/No Field 

Enter the ‘Field’ named Married 
With ‘Yes/No’ selected as ‘Data 
Type’  
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Enter Memo Field 

A new Field with ‘Field Name’ = “Comments” and 
‘Memo‘ selected as ‘Data Type’. 
Description “Comments can be entered here”  

‘Rich Text‘ 
is selected 
in ‘Text 
Format’  

Don’t forget that ‘Rich 
Text’ is explained in the 
bottom corner  
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Enter Memo Field 

The last Field for now has ‘Field Name’ = “Data 
entered” and ‘Date/Time‘ selected as ‘Data Type’  

Select Format = ‘General 
Date’ that allows to 
enter not only a date but 
also time in H24 format 
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Save the Table 

Click ‘View” – to start entering data 

A popup window with instructions appears: 
Click ‘Yes” 
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Fields must have a unique name 

A popup window with instructions appears: 

Field names must 
be unique  
Click <OK> 
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Edit a Field 

Edit the Field Name.  New name ‘Measure 3’ 

When 
finished click 
<View> 

Save again 
click <Yes> 
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Enter Records(Data) 

Shows which record you are working on Navigation 

You enter data in the ‘cells’ just as in  
any spreadsheet 

Remember automatic. You can’t do anything – when a record is entered the number is 
generated and even if you want to delete the record that number can’t be reassigned to 
a new patient – except if you overwrite the data in each field – but not advisable 
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Copyrights  
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