	MS Access "Getting Started"

Tutorial
	The Way of the RDBMS:

Enter data once – Use data a lot!


Intelligence Professionals earn their keep by wielding analytical skills to produce Intelligence from piles of information.   Therefore, your Microsoft Office weapon of choice should not be presentation software like Power Point, but MS Access: a powerful and easy-to-use relational database.  STARTING to use Access can be difficult, as relational databases are different enough from spreadsheets and other programs to make the initial hour painful.  This two-page cheat-sheet is designed to help you through that first session.  Use it along with the MS Access manual (which is very good!) and you will quickly grasp the concepts.   

Once you figure out how to create relational databases, you'll get the same adrenaline rush you had when you first fired a weapon on full auto or bought your first muscle car.   Go for it!!
	Important Terms
	Fields
Categories of information

	Records

Information about a single item
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Table

Where information is STORED - Looks like a spreadsheet


So what makes it  Relational??
Relational because a designated Field is used to relate Records from one Table to another.  

There are three ways that tables can be related:

	One-To-Many relationship... 
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is when each item in the First Table can be related to many items in the Second Table... but each item in the Second Table is related to just ONE item in the First Table.  For example, a Table of Companies within the 101st MI BN, and a Table of Soldiers assigned to the 101st MI BN.  One company will have many soldiers, but each soldier will be assigned to just ONE company.


	Many-To-Many relationship...
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is when each item in the First Table can be related to many items in the Second Table, and each item in the Second Table can be related to many items in the First Table.  For example, a Table of Soldiers and a Table of Deployments.  Each Soldier can participate in MANY Deployments, and each Deployment will require MANY Soldiers.


	One-To-One relationship...
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is when you have two Tables, and every item in the First List is related to just ONE item in the Second Table, and every item in the Second Table is related to just ONE item in the First Table.  For example, a Table of Soldiers and a Table of Social Security Numbers.  Each Soldier has only ONE SSN, and each SSN belongs to only ONE Soldier.  This is not often used, because a single table is usually sufficient to hold BOTH.  


Here is an example:
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	One To Many - Each person has ONE rank, but there are MANY people that can have that rank.

Many To Many - Over time, one person will work in many cubicles.  And each cubical will have had many occupants.




The table WhoWhere holds the details of the Person-Cubicle assignment, specifically the date that the assignment was made, and notes about the assignment (like "GEEZ!  Did he ever complain about THIS assignment!!").  This third WhoWhere table is an example of how you create a Many To Many relationship in MS Access.

	Table PEOPLE
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	Table CUBICLES
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Table WhoWhere
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In this case, one table combines JUST the "Person#" and the "Cubical#" in order to create an assignment of people to cubicles. The ONLY information that is entered into the database is that directly relating to this assignment... the details of the People and Cubicles have already been entered.  The Database knows that Person#1 (Bob Smith, CW3) is in Cubical #1 (Cubical 1A, 10X10 feet, comfort level 2) and the assignment was made on 5/23/00.   By combining TWO NUMBERS we have linked everything we know about Bob Smith with everything we know about Cubical 1A.   Enter Data Once...Use A Lot.

	MS Access Main Menu  
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	Tables store the data.  Organize them so that each table stores a particular category of information that can be related to others by a field (ie SSN).  Relationships are always established between Tables, and this determines the basic structure of your database.  

	Forms let you customize the input or editing of data so that it is easier.  They can ALSO let you restrict editing & entry to specific people.

A form can push data into either a Table or a Query.
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	Reports let you customize the output… both what data is printed and what FORMAT the data is in.

A report can pull data from either a Table or Query.

	Once the data is in the tables, a Query will let you manipulate it.  You can SORT the data on any field.  You can SELECT records based on certain criteria (ie last names beginning with "A", birthdays in March, etc).  

The most useful feature is that you can combine a couple fields from several related tables.  For instance, from the example at the top of the page, you want a list with just three items of information: the person's rank, and the size of their cubicle.  Because these tables are already related, the list would look like this:

CW3  10X10

LTC  10X10

CSM  12X8 (etc)

Another example is that you have a clerk whose sole job is managing cubical assignments.  You create a query consisting of just the Person's Name, the Cubical Name, and the Date Assigned.  The clerk can make the assignments, but cannot see or edit the personal information about the people, or the physical characteristics of the cubicles.


To download this file, along with the example program "Cubical Manager" go to www.s2company.com/file_cache.php and search for "AAA221T".    Enjoy!

(c) Copyright 2001, The S2 Company, All Rights Reserved

_1057406099.doc
[image: image1.png]Cubical? | CubeName | CubeSize [ CubeComfort| notes
1A 10%10 2
218 10X10 2
324 120 3
428 128 3
52C £ 1 Farmer broom c!
520 14x14 5 new carpet, reall








_1057408941.doc
[image: image1.png]icks : Database. [-[O0x]
Eratles | B ueres | Elroms | B Reports | 2 amos | odes |

i Stupi

Gpen

pesan
e








