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Lesson
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 Lesson Notes
To create a new single-table database for storing 
information start off by creating a blank database. 
You can follow the step by step instructions on the 
worksheet to do this.
When you open the new database, you must 
create a table to store data. This can be done 
using the wizard. The wizard will ask you to set a 
pr�mary key. A primary key is a fi eld or column 
whose value uniquely identifi es each record in a 
table. If you do no choose a primary key, by default 
the primary key will be of the type Auto Number. 
This fi eld will automatically start numbering the 
records at 1 and increment the number by 1 for 
the next record. 
To modify or make changes to the table, you have 
to open the table in Design view. In table Des�gn 
v�ew, you can add, delete, or customise the fi elds 
in an existing table. Field names can be up to 64 
characters long and may include any combination 
of letters, numbers, spaces, and special 
characters except a period (.), an exclamation 
mark (!), an accent grave (`), and brackets ([ ]). In 
the description column, you can type a description 
of the information that fi eld will contain. The 
description is optional.
You will also have to decide on the data type for 
each fi eld name. The fi eld data type determines 
what kind of data it can store. To change the Data 
Type, open the table in design view and click in the 
Data Type column, click the arrow, and select the 
data type you want from the drop down list that 

appears. A fi eld whose data type is Text can store 
data consisting of letters, numbers, spaces and 
punctuation. You cannot do any calculations with 
data stored as text, so if you want a fi eld to store 
numerical values that you can use in calculations, 
you must set its data type to Number or Currency. 
The Yes/No data type will put a checkbox in a fi eld 
to indicate “yes” if it is ticked and “no” if it isn’t. If 
you select the data type OLE object, it means you 
can store a picture object in this fi eld, that will be 
linked to a picture fi le in the data base. The data 
type Date/Time will enable you to store dates and 
times. 

Creat�ng Tables
A database will have one or more tables. In a table each column is a fi eld that represents one fact or 
piece of information, for example the fi elds: title, author, publisher, release date, purchase date or price 
represent the data for one book and a record of a book is represented by each row. All the data is stored 
in tables. You can create a table using a wizard. You can also add your own fi elds, but in this case you 
have to choose the correct data type and formatting for fi elds in the design view. 

 Lesson Outcomes
By the end of the lesson, you should be able to:
• Create and save a table using a wizard
• Choose the correct data type and formatting 

for fi elds in design view
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This task supports the assessment of:
LO 4: Programm�ng and Software Development
• Understand that simple data comes in different 

forms and that data typing is important.
• Explain effects of rounding and truncation as 

seen through an application package.
• Create and query a single-table database.
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 Task
Read up on at least fi ve other data types and 
fi eld properties. Find out and write down what 
the difference is between:
• The General Number and the Currency 

setting
• The Fixed and Standard settings 
• The Percent setting and the Scientifi c 

setting




