Access – is database management software
Database – is a collection of data organized in a manner that allows you to access, retrieve, and use data to gain INFORMATION
Access is a relational database, which means the tables within it relate to each other.

A single Access database file is named just named just like any other file – file extension is .accdb

A single database (file) can contain MANY objects

OBJECTS – 

1. Table – contains the specific data (structure and data)

2. Form- allows you to enter the data into the database

3. Queries- is a question that you are asking the database to gain information

4. Report – formatted results – a document you might print

In class example – using ABAC
The first thing you do in Access is Create and Save the database **** you must know where you are saving it****

TABLE-

· Design view – where you create the structure of the object
· Datasheet view – where you see the actual data (like names, addresses, etc) for the records

· Fields – columns – contain a category of data (such as first name) – each record will have something in each field – you have to specify the data type and the length of the field – these are usually defined in Design view-
· Records – row – each item, person, place, event or thing

· Each table must have a primary key, which is the unique identifier for each record

· Foreign key- common factor between two tables – 
· Tables relate to each other based on a common field. You have to define relationships by using database tools. You need to make sure to enforce referential integrity (any record in the first table must have a corresponding record in the second table). This also minimizes data redundancy, which occurs when you try to store the same data in the same table more than once.

Forms – used to edit and enter data into tables
· Have multiple views

· Form view for entering and editing records

· Layout view for simple formatting (font, color, layout, etc)

· Design view for major changes to the form

Queries – questions asked of the database

· Have multiple views

· Design view – area divided into an upper table area and lower grid area – fields are added to the lower grid area – criteria is used so that specific information can be retrieved from the database – the results can be sorted as well

· Datasheet view – results of a query

Reports – provide the ability to format and print information from the database – your results
· Have multiple views

· Report view for printing

· Layout view for simple formatting (font, color, layout, etc)

· Design view for major changes to the report

