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Tables 
 

Tables store data, so they're essential 
building blocks of any database. 

A database should have a separate table 
for every major subject of information, 
such as employee records, customer 
orders, shipping methods, or suppliers. 
Data should not be duplicated in 
multiple tables. 

Each table contains rows called records 
and columns called fields.  

 

 

 

 

Primary key 
 

To distinguish one record from another, 
tables can contain a primary key field. 

The primary key is an identifier—such as 
a part number, a product code, or an 
Employee ID—that's unique to each 
record. 

The primary key should be a piece of 
information that won't change 
frequently.  
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Data Type is the type of value that will be entered into the fields. 

• Text - The default type, text type allows any combination of letters and 
numbers up to a maximum of 255 characters per field record. 

• Memo - A text type that stores up to 64,000 characters. 
• Number - Any number can be stored. 
• Date/Time - A date, time, or combination of both. 
• Currency - Monetary values that can be set up to automatically include a 

dollar sign ($) and correct decimal and comma positions. 
• AutoNumber - When a new record is created, Access will automatically 

assign a unique integer to the record in this field. From the General options, 
select Increment if the numbers should be assigned in order or random if any 
random number should be chosen. Since every record in a datasheet must 
include at least one field that distinguishes it from all others, this is a useful 
data type to use if the existing data will not produce such values. 

• Yes/No - Use this option for True/False, Yes/No, On/Off, or other values that 
must be only one of two. 

• OLE Object - An OLE (Object Linking and Embedding) object is a sound, 
picture, or other object such as a Word document or Excel spreadsheet that 
is created in another program. Use this data type to embed an OLE object or 
link to the object in the database. 

• Hyperlink - A hyperlink will link to an Internet or Intranet site, or another 
location in the database. 
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Queries 
 

Queries can answer questions by 
retrieving, filtering, assembling, and 
sorting data from your database. 

When a query finds data and shows it to 
you, it can also process that data 
according to your instructions. A query 
can perform calculations using the data 
("What is the sales total minus shipping 
costs?"), update the data, and combine 
data from different tables. 

Forms 
 

Forms enable people to enter or view 
data in your database easily. 

Forms control and simplify data input. 
As people enter data into a form, it is 
saved in an underlying table. 

Forms make data from a table or a 
query easier to understand by 
presenting it in visually appealing 
designs.  

Reports 
 

Reports convert data into documents. 
Reports come in various shapes and 
sizes, but they are all designed to 
present your data in print. Reports 
provide methods to format the 
appearance of your data in the ways 
that are most effective for your purpose.  

Using reports, you can group your data, 
perform calculations on it, and add 
headings and other formatting to make 
it more meaningful and easier to read.  

 
 
 


