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Database in OpenOffice 

Select database 
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Create a new database 

Create a new 
database 

Go on 
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Save Database 

Go on 

You do not want 
to make your 
database public 

And you want to 
use the 
database when 
you have 
defined your 
first table 
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Chose where to save the database 
Where you want your 
database to be saved 

The name of the database 

Chose Automatic 

Save the database 
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Main database menu 

The tables contains the data 

Queries; that is where we search the 
database, sort and extract the data we 
want to process 

Forms; that is where we design forms that 
facilitate data entry – entry forms 

Report; that is where we design the 
reports we want to print – often based on 
queries 
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Create a table 

It of cause easier to use the Wizard- 
But sooner or later you will need to work in ‘design view’ 
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Enter first fields 

We need to give all patients an 
unique ID-number in the 
database 

It will be an integer 

A number is needed for all records 

4 digits is sufficient we can 
enter 9999 patients 

Of cause it is en integer so no 
need for decimals  
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Language/format 

Activate this button – a new window  popups 

This a important item 
It affects several format 
like – date time etc.  
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Field note 

You can enter a note explaining what 
data is supposed to be entered in this 
field and an short instruction 
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Enter a Date Field 

Chose date type 

Activate – a new window popup 

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

To continue 
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Enter more Fields 

The green arrow head 
shows which field you are 
working on and its format  
is defined below  
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Enter more Fields 

Click <SAVE> when finished 
creating Fields 

The field for gender only 
needs one character  

For the Field ‘Married’ select 
the option ‘Yes/No’  

Give the table a relevant name 

Click ‘OK’ and the first table is finished 
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Fields must have a unique name 

Field names must be unique 
Click <OK> 

Correct the name:  
Change to Measure 3 
And then click <SAVE> 
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Primary Key 

Each record will be assigned a unique 
id-number (= Primary key) 
 
Database technique but as we shall see 
later we can use it to our advantage  - 
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Primary key 
ID field is added 
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)  

Chose Yes 

Note the help text to the 
far right 
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Edit a Table 

Select Edit 

Select the table you want to Edit 
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Edit a Table 

We want to Edit the table 
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Delete a Field 

Select the field to 
be deleted 

Delete it = Cut 

We delete ‘Pat-ID’ because the ‘ID’ serves the same 
purpose and it is automatically added when we add a new 
record. 
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Add a Field to the Table 
Create a new field 
 
And chose Filed Type 
TIMESTAMP 

You can enter 
date/time format 
manually 

Chose User-defined 
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Add a Field to the Table 

If you want to force 
the person that enters 
date to enter a date 
and a time set the box 
as ‘Yes’ 

Click <SAVE> and our first table is finished 
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Ready to enter Data 

Select Tables 
- You want to work 
with tables (in this 
case enter data 

Select which Table 
You want to work 
with. 
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Enter Records(Data) 

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 
 

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

Shows which record you are working on 

Navigation 
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Copyrights 

 
Limited Electronic Distribution Rights 
International copyright laws protect this document and trademark(s) contained herein.  
This electronic representation of Lassen-Nielsen.com intellectual property is provided for non-
commercial private use only. Distributing copies of this document is prohibited. Unauthorized 
posting of Lassen-Nielsen.com PDFs to a non- Lassen-Nielsen.com Web site is prohibited.  
Lassen-Nielsen.com PDFs are protected under copyright law. Permission is required from Lassen-
Nielsen.com to reproduce, or reuse in another form, any of our documents for public or 
commercial use. For information on reprint and linking permissions, please contact us at 
reprint@Lassen-Nielsen.com. 
  
Linking Permissions 
Unauthorized posting of Lassen-Nielsen.com PDF's to your site is prohibited. However, you may 
post direct text hyperlinks to Lassen-Nielsen.com’s HTML documents without written permission. 
When linking to Lassen-Nielsen.com documents, you are allowed to link to the HTML product 
page and not the PDF associated with it.  By linking to our site, you help Lassen-Nielsen.com 
measure interest in our work and ensure that your visitors are downloading the current version 
of our work. 
  
Please read the Terms and Conditions carefully before linking to or using our site. 
Lassen-Nielsen.com maintains our sites in the United Kingdom and you agree that these terms of 
use and the laws of the United Kingdom shall govern any legal action or proceeding relating to 
this site without reference to its choice of law rules. 
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