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Databases are more complex than other software, so
it takes longer to learn the details. For example, the
processes and reasons for saving your work are a little
different. With most software products, you save your
file as you work, and you can do some work before
saving the file. But before you can start creating a
database in Access, you first need to
save a file in which to store the database details. Additionally, you create
and save designs for tables, queries,
etc., yet data records are saved automatically as soon as you move to the
next record.
For many people, it takes a while
to fully appreciate this different way
of thinking about Save and Save As.
In Access 2007 and previous versions, Save As can be used to save a
copy of a report so you can sort it
differently. Access 2007, however,
also has a new feature that allows
you to save a copy of the entire database. Here are a few other features of
Access to keep in mind as you work
with the software.

Default Settings and Design
Guidelines
It may be helpful to change some of
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the default settings before you use
Access 2007. For example, if you’re
going to share your database with
people who have an earlier release of
Access, you will want to change the
default database format for new
databases. To do this, click the Office
button and then the Access Options
button. In the Popular section,
change the Default File Format to
“2002-2003.”
While in Access Options, you may
want to change some of the other
default settings. To keep file sizes
efficient, go to Current Database and
check off “Compact on Close,” then
go to Object Designers and set the
default text field size to 30. If there
are certain commands and tools that
you want readily available at any
time, go to Customize. Scroll
through the options on the left, then
click Add>> to add their icons to the

Quick Access toolbar.

Create a File for Your
Access Project
It may be helpful to think about
work you do in Access as a project—
a series of connected reports rather
than individual, separate reports.
Once you’ve started Access, click the
blank database icon, enter a filename,
and use the browse button to choose
where to store your project (see
Figure 1). Once this is completed,
Access will open a file and present a
table to you on the screen. For now,
we’re going to close this table. Rightclick the Table1 tab and choose
Close. As you are learning to work in
Access, you’ll find using a right-click
to show a context-sensitive menu will
come in very handy.

Getting Data into Access
In a database system, everything is
connected. Choices we make as we
design tables impact the work with
queries and reports later. Ultimately,
your patience and time invested in
the initial stages are rewarded with
time savings, accuracy, consistency,
and error prevention. As discussed
in last month’s column, when
importing data from a spreadsheet,

Figure 1. Getting Started

1. Click icon

you need to first prepare the Excel
file. Access uses the first row of your
Excel spreadsheet to assign field
names and the second row to assign
field types, so you need to set up
one-word headings and ensure that
your first row of data has appropriate values in each column.
Import. Once the Excel file is
ready, it’s time to import your data.
In Access, go to the External Data
Ribbon and click the Excel tool.
Browse to find your Excel file, click
OK, and follow the import wizard.
Once you’ve completed the import, a
table will appear on the left side of
the screen. If there were any errors
in the import process, an import
error table also appears.
Change field data types. Rightclick your table and choose Design
View. In the Data Type column, use
the dropdown list to choose the
appropriate data type for each column. Data types are assigned to each
field to ensure accuracy and consistency in entering data. Here’s a list of
commonly used data types:
◆ Text is used for data that
includes letters and possibly numbers. You can set limits (from 1-255)
for the number of characters allowed
in the field.

3. Browse
2. File name

4. Create

◆ Number is only used for numer-

ic values that will be used in calculations. For example, a phone number
would be assigned a data type of
Text. Quantities of items, such as
number of items ordered, would be
assigned the Number data type.
◆ Currency is assigned to fields
holding dollars and cents. This is
important to ensure accurate calculations with money.
◆ Autonumber is recommended
for when you want to automatically
assign a sequential number in each
record.
◆ Date is self-explanatory. This
type enables the ability to do calculations with dates, including things
such as age, years of employment,
day past due for an invoice.
◆ Yes/No can be used when a
data element will have only two possible values: Yes/No, True/False,
On/Off. Note: For Male/Female,
you’ll want to choose a data type of

Text and a size of one character if
you want to enter M or F in your
database.
Change or enter data: Right-click
the table tab and choose Datasheet
View. Then change/correct or enter
any data as necessary. Data will be
saved when you move from row to
another.
You’ve now imported your first
table.
For more details about tables,
Access 2007, and the steps to import a
table in earlier versions of Access
(2000, 2003), visit http://faculty.
alverno.edu/hartmap/IMA. ■
Patricia Cox teaches Excel and Access
to management accounting students at
Alverno College in Milwaukee, Wisc.,
and has consulted with local area businesses to create database reporting systems since 1998. To send her a question
to address in the Access column, e-mail
her at kathrynmann@tds.net.
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