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Module 05 

Maintain Databases 

 

Aim:  

fuu mdvu uÕska Tng Microsoft Acess 2007 Ndú;fhka Database tlla ilik wdldrh 
fukau th Ndú; lr wjYH o;a; .nvd lr wjYH mßÈ Ndú; lrk wdldrh ms<sn|j uQ,sl 
wjfndaOhla ,nd §ug wfmalaId flf¾ 

 

Objectives:  

fuu mdvu wOHhkfhka miqj Tng my; yelshdjka ,nd §ug wfmalId flf¾ 

 Create tables (Database tflys table ieliSu) 

 Create  table relationship (Table w;r iïnkaO;djhka ieliSu) 

 Modify tables (Table wjYH mßÈ fjkia lsÍu) 

 Create forms (Forms wjYH mßÈ ilia lsÍu) 

 Create queries (Queries ,sùu) 

 Renerate reports (Reports wjYH mßÈ ,nd .ekSu) 

 Modify records (Records wjYH mßÈ fjkia lsÍu) 

 Backup and restore data (o;a; wjYH mßÈ Backup lÍu fyda restore lsÍu) 

 Link data base with external document (ndysr document iu.ska database tl wjYH mßÈ 

fjkia lsÍu) 

     

5.1 yeÈkaùu 

mrs.Klh ;=< o;a; .nvd lr ;nd .ekSug fkdfhla úos Ndjs; lrhs' ;ks File j, o;a; .nvd 

lr ;nd .ekSu tfia idïm%odhslj mej;s úoshls' th ÈhqKq lr o;a; .nvd lr .ekSug database 

Ndú; lrk ,§' Database tlla hkq újqy.; l%uhlg ilid we;s o;a; fyda o;a; iuQyhkah' 

^A database is a structured collection of records or data) Computer database tlla hkq o;a; 

.nvd lsÍug ilid we;s uDÿldx.hls' wm database j,§ jeämqru Ndú; lrkqfha Relational 

model tlhs' fuys§ database model tl relations wkqj f.dv k.d we;'  

databases tlla wjYH mßÈ mßmd,lh lsÍug yels jk f,ig ksmojd we;s uDÿldx. database 

management system (DBMS) kñka yÿkajkq ,efí' DBMS tll m%Odk ld¾hHhka lsysmhla 

mj;S tajd kï controls the organization, storage, management, iy retrieval of data h' 

Microsoft Access 2007 tfia databases lghq;= ioyd ilid we;s DBMS tlls' ±ka wms database 
tlla ms<snoj ±k .; hq;= uQ,sl lreKq lsysmhla ±ka wm i<ld n,uq'  
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5.1.1 Few Terms of DBMS 

Tn Microsoft Access Ndú;hg m%:u my; foa ms<snoj fydo wjfndaOhla ,nd ;sîu b;d 
jeo.;ah'  
 

Database A database is a collection of the related information. 

Object  An object is a competition in the database such as a table, query, form, or macro, etc. 

Table  A table is a group of the related data organized in the fields (columns) and the records 

(rows) on a datasheet. By using a common field in two tables, the data can be 

combined. Many tables can be stored in a single database.  

Field  A field is a column on a datasheet and defines a data type for a set of values in a table. 

For a mailing list table might include fields for first name, last name, address, city, state, 

zip code, and telephone number. 

Record  A record is a row on a datasheet and do fields define a set of values. In a mailing list 

table, each record would contain the data for one person as specified by the 

intersecting fields. 

Primary key A primary key is used to uniquely identify each row in a table. It can either be part of the 

actual record itself, or it can be an artificial field (one that has nothing to do with the 

actual record). A primary key can consist of one or more fields on a table. When multiple 

fields are used as a primary key, they are called as a composite key. 

Foreign key A foreign key is a field (or fields) that points to the primary key of another table. The 

purpose of the foreign key is to ensure referential integrity of the data. 

 

One to one relationship 

A One to One relationship can be represented by a data item value in one entity being equal to a data 

item value in the other entity. (One customer has one order and one order is done by only one 

customer) 
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One-to-Many relationship 

A One-to-Many relationship: The relationship is represented by adding a data item to one record. It 

contains the identifier of the related record from the other entity class. 

 

Many-to-Many relationship 

There's a simple example, one teacher has many students. But isn't it also the case that one student has 

many teachers? So if we have two tables, one showing all the information about teachers and the other 

showing all the information about students. If we connect the table,  

 

 

 

 

5.2 Microsoft Access 2007 yÿkd .ekSu   

Microsoft Office Access uDÿldx.h Microsoft Office iu. ,efí' tys software development 

tools iy Microsoft Jet Database Engine tl wka;¾.;j we;' thg wu;rj ish¨u lghq;= 

graphical user interface (GUI) wdodrfhka l< yels ùu úfYaIfhka fmkajd Èh yelsh' 

5.2.1 Microsoft Access iu.ska jev lsÍu  

Microsoft Access wdrïN lsÍu ioyd my; mshjrj,a wkq.ukh lrkak'  

1. click  start -> all program -> Microsoft Office ->Microsoft Office Access 2007 
2. Double click the icon shown bellow.   
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5.2.2  Create a new database(w¨;a database tlla ieliSu)  

Microsoft Access Ndú; lr w¨;ska database tlla ilia lrk wdldrh ms<snoj i<ld n,uq' 

1. m<uqj Access Open lrkak 
2. ±ka  new  hgf;a we;s blank database f;darkak.  
3. Database tl ioyd kula ,nd fokak 
4. tfiau database tl save lsÍu ioyd iqÿiq ia:dkhla ^Path& ,nd fokak 

5. ±ka Create click lrkak  
 

 

Figure 8.1 : Select Database type 

 

 

5.2.3 User interface tl wÿkd .ekSu 

w¨;ska Microsoft Access database tlla ilia lr .;a miq Tng my; wdldrfha w;=re uqyqk;la 

^User Interface& ,efí' ±ka wm tys m%odk fldgia yÿkd .ksuq'  
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        Figure 8.2: Microsoft Access 2007 w;=re uqyqk; 

±ka wm ilia lr .kakd ,o database tlg o;a; we;=,;a lruq' Database re tllg o;a; 
we;=,;a lr .ekSu ioyd wm tables Ndú; lrkq ,efí' ±ka wm table tlla ilia lr thg wjYH 
mßÈ o;a; we;=,;a lruq'   
 

5.3 Table 

o;a; wjYH mßÈ f.dkqlr .nvd lr ;nd .ekSug wm tables Ndú; lrhs' by; mdvfï§ Tn 

Excel worksheet Ndú;fhka o;a; .nvd lsÍfï§ tables Ndú; lrk ,§' Microsoft access Ndú;fhka 

tables tlla ieliSu ioyd l%u lsysmhla mj;S' tajd kï 

1. Create table by entering data ^o;a; we;=,;a lrñka ieliSu& fuys§ Tng ysia j.=jla ,efí 
tys Tng wjYH mßÈ o;a; we;=<;a lr .; yelsh' o;a; we;=,;a lsÍfuka wk;=rej Save 
button tl click lrkak.  

WodyrKh( 

By; ±lajQ l%uh Ndú; lr my; o;a; iys; j.=j ilia lrkak 
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2. Create table in Design view ^Design view tl Ndú;fhka j.=jla ieliSu& will allow you to 
create the fields of the table. This is the most common way of creating a table.  

To create a table using design view, do the following steps 

 

1. Click create in the ribbon 
2. Click table(automatically sample is created with name tableX (X is reference to number) 

 

                

 

3. Right click in the table heading (Short cut menu is appeared) 
4. Select and click the design view 
 

                           

 

5. Give a name to your table (This example use result) and Click OK 
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6. Then Table Design view is appeared 
 

Design view contains three columns namely field name, data type and description. 

 

Field name: Name of the data field. Example Field1 field 2 are the fields name for the first table. Note 

that, there is a methods to identify the field name, insert first three letters in the table name and add 

the field name as a field name. Original name of the field start with the capital letter and do not use any 

space between two words. 

Student name : stuName 

Student Age : stuAge 

Data type: 

Before creating a table you must get a clear idea about the fields and the data types of your table. Data 

Type is the type of value that will be entered into the fields. There are various data types available in the 

Access data base system 

 

Data type example Description 

Text Saman kumara The default type, text type allows any combination 

of letters and numbers up to a maximum of 255 

characters per field record 

Memo Paragraph in text 

format  

A text type that stores up to 64,000 characters. 

Number 12334 Any number can be stored. 

Date/Time 28.11.2005 A date, time, or combination of both. 

currency Rs, $ Monetary values that can be set up to 

automatically include a dollar sign ($) and correct 

decimal and comma positions 

Auto 

Number 

566060606 When a new record is created, Access will 

automatically assign a unique integer to the record 

in this field. From the General options, select 
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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 yes Use this option for True/False, Yes/No, On/Off, or 

other values that must be only one of two. 

OLE 

Objects 

 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. The data 

consists of up to four parts each separated by the 

pound sign (#): 
   

Table 8.1: MS Access 2007 data types 

 

Example: Using the design view creates a table name ‘tblStudentDetails’ that store following 

information. 

 Student Name 
 Address 
 Date of birth 
 Age 
 Registration no 

 

Field Data type Description 

tblStudentName Text Name size must less than 255  

tblAddress Text Name size must less than 255 

tblStudentAge Number 0-255 

tblRegistrationNo Number 703535351 

 

To create fields, enter field name, data type, description and set properties of the data type. 

 

Field Name:  StuName (do not use space between two words) 

Data Type: Text 

Description Student name. 
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Properties there are so many properties. But you must change field size 50 

 

Field Name:  StuAddres  

Data Type: Text 

Description Student name. 

Properties field size 70 

 

 

Field Name:  stuage 

Data Type: Number 

Description Age of a student 

Properties Field size   integer 

  Default value  0 

  Decimal place 0 

 

Field Name:  stuRegNo 

Data Type: Number 

Description Registration Number 

Properties Field size   long integer 

  Default value  0 

  Decimal place 0 

 

 

Set above field as a Primary key.  Select stuRegNo filed and click right button of the mouse and click 

primary key.  Now save your table name studentdetails.  
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8.3.1.2  Table tlla Delete lsÍu 

To delete a created table do the following (To delete student table) 

1. Select the table where you need to delete 
2. Right click on the table 
3. Click Delete 
4. Then system ask you to confirm action “do you want delete the table student”  
5. Click YES 

                            

 

 

 

 

 

Example 
Create a new table named tblResults with the following fields, Registration Number, Course Code and 

final marks (use the table design view).  

 

Now you have two tables namely,  

Enter the following data to above two tables 
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5.4 Table folla w;r Relationship tl ieliSu 

Now you have two tables (tblStudentDetails and tblResultst) then we can create a relationship on those 

tables. 

 

Relationship types 

 

There are three types of relationships, one to one, one to many and many to many.  

 

To create a relationship between these two tables do the following 

1. Click Relationship icon in the Database tool 
2. “show table” window is appeared 
3. Add two tables 
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                                Figure 8.3: Edit relationships window 
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Select “stuRegNo” field in the tblStudentDetails table,  drag and drop into stuRegNo field in the 

tblResults table. Now “Edit Relationship” Window is appeared.  

 

4. Click Join Type 
5. Select the join type 3 and click OK 
6. Click Create in the Edit Relationship window 

 

 

 

     

 

     

            Figure 8.4: Edit relationship 
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Examples 
1. Create a New Table named “tblLecturers”, this table contain Lecturer Name, Address, Course 

code. And add some data on it. 
2. Create a new table named “tblCourceCode” that contains cource code, course description and 

Credit value of the course.  
 

 

5.4  Form 

by; Tn ilia lrk ,o Table ioyd myiqfjka o;a; we;=,;a lsrSug w;=re uqyqk;a ;sîu wjYH fõ fï 

ioyd wmg Form Ndú; l< yelsh forms Ndú;fhka Tng myiqfjka add, edit or delete lsÍu isÿ lr 

.; yelsh.   

idudkHfhka Form tlla iE§u ioyd l%u folla mj;S tajd kï  

 Create form by using wizard 
 Create form in design view 

 

8.3.1.1  Create form by using wizard 

This example shows to create a form for studentDetails table by using wizard 

To create a form by using wizard, do the following 

1. Click create  
2. Select more Forms in the form group 
3. Click Form Wizard (The form wizard is appeared) 
4. Select the table tblStudentDetails 
5. Click >> button to select all fields 
6. Click Next 
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      Figure 8.5: Create a form using wizard 

 

7. Select the layout as columnar 
8. Cilck Next 
9. Select the form style as Access 2007 
10. Click Next 
11. Add the form title as “Student Details” 
12. Click Finish 

 

                      

To Select the table  

Click here to Select 

all fields 
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               Figure 8.6: Create a form using wizards 

 

Sample output of the form is given bellow 
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8.3.1.2  Control Buttons in a form 

There is a control box in the bottom of the form that is used to work with records. This Control box 

shown bellow 

 

 

 

 

 

 

       

 

 

 

 

 

 

Go to the 

First record 

Current record 

and number of 

records 

Go to the 

next Record 

Insert a new record 

Go to the previous 

Record 
Go to the Last 

record 

Search a record 
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Activity: 

Create new form to add data in the tblResults table. After creating a table, add some values on it. 

 

 

5.5 Queries 

Queries select records from one or more tables in a database. So they can be viewed, analyzed, 

and sorted on a common datasheet. The resulting collection of records, called a dynaset 

(dynamic subset), is saved as a database object and can therefore be easily used in the future. The 

query will be updated whenever the original tables are updated. Types of queries are select 

queries that extract data from tables based on specified values, find duplicate queries that 

display records with duplicate values for one or more of the specified fields, and find unmatched 

queries display records from one table that do not have corresponding values in a second table. 

There are two methods two create query  

 Create query in design view 

 Create query by using wizard 

8.3.2.1  Create a Query in Design View 

Follow these steps to create a new simple query by using Query Wizards 

Task 1: 

Create a Simple query to display Registration Number and name of the student. 

 

1. Select Create Tab in the ribbon 
2. Select Other group 
3. Click Query wizard 
4. Select Simple Query Wizard and Click OK 
5. In the Simple Query wizard Select the table ‘tblStudentDetails’ 
6. Select the fields ‘stuRegNo’ and ‘stuName’ 
7. Click next 
8. Add a new name to the query 
9. Click Finish 
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     Figure 8.7:  Query wizards 

 

Click here to select 

table 
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Task 2: 

Create a query (Using design view) to display name and age of the student, where Student age is greater 

then 32 years 

 

 

1. Select Create Tab in the ribbon 
2. Select Other Group 
3. Click Query Design (Query design view is appeared) 
4. Add tblStudentDetails table to the Query creater 

 

In the “Query design tool” contains five fields for writing a query namely field, table, short, show, and 

criteria  

 

Field   Field in your table/ tables      [ select ] 

Table   Table/tables in your data base  [ from  ] 

Short  short order (ascending/ descending) 

Show  Show this record 

Criteria How data are selected.  [where  ] 

 

Add fields from the tables to the new query by double-clicking the field name in the table boxes or 

selecting the field from the Field: and Table: drop-down menus on the query form. Specify sort orders if 

necessary. 
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5. Create two columns for student name and student age. Then type >35 in the criteria section of 
the student age Field 

6. Click Run in the Result group 
 

         

 

 

             

 

Figure 8.8: Create a query using query design tool 

12.3.2.2 More about criteria sections in Query design tool 

The criteria section is the most useful section in the query writing. If you need to create an 

advance query, you need to add more on criteria section. More details about criteria section is 

described bellow. 
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Query Wildcards and Expression Operators  

Wildcard / Operator Explanation 

? Street The question mark is a wildcard that takes the place of a single 

letter. 

43th * The asterisk is the wildcard that represents a number of 

characters. 

<100 Value less than 100 

>=1 Value greater than or equal to 1 

<>"FL" Not equal to FL 

Between 1 and 10 Numbers between 1 and 10 

Is Null 

Is Not Null 

Finds records with no value 

or all records that have a value 

Like "a*" All words beginning with "a" 

>0 And <=10 All numbers greater than 0 and less than 10 

"saman" Or "kamal Values are saman or kamal 

 

  Table 8.2: Query Wildcards and Expression Operators 

 

8.3.2.3  Create an advance queries by using query design tool 

 

Task 3: 

Create a simple query to display Student name and marks in the csu1601 subject 
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Figure 8.9: Query design tool 

 

 

 Task 4 

Add other section to above query to display only name and marks of the student who are get mark more 

than 50 
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To develop more advance queries programmers are used Standard Query Language (SQL) (Note that, in 

this lesson do not describes more about SQL) 

 

To See the SQL code for your query does the following 

1. Click down Arrow of the view result group   
2. Select SQL view 

 

 

 

    Figure 8.10: SQL view 

 

 

 

SQL code of the 

above query 
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5.6 Report 

 

Reports will organize and group the information in a table or query and provide a way to print the data 

in a database. There are two options to design a report. 

 Create report by using wizard 
 Create report in deign view  

 

8.3.3.1  Create a report by using wizard                                                            

Double-click the "Create report by using wizard" option on the Reports Database Window. Now 

you can see report design window.  

Task 1 

Create a report to display all the records in the Student details table. To create a table, do the 

following; 

 

1. Select the table ‘tblstudentDetails’ 

2. Select the Report section in the Report group (Create Tab of the ribbon) 
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Task 2 

Create a report to display result sheet of the subject ‘csu1601’. The result sheet (report) shows 

only the index number and the marks. 

 

Step1: 

Create a query to display index number and mark for the csu1601 course 

              
 

Step 2 

Create a report by using the above query (Default Report output is given bellow) 

You can change the label by click on it 

 

                  
 

 

 
 

 

 

Data Fields 

Label 


