
 
 

 

MS ACCESS 

Conspectus 

ABOUT 
The MS Access program is 
a database management 
system (ACCDB) included 
in the popular Microsoft 
Office package. It allows 
you to create databases 
operating in Windows. 

Agnieszka Szczepanek 
Author of the article. 

 



 

SPIS TREŚĆI 
 

1 First Step .......................................................................................................................................... 3 

1.1 Download and Open ................................................................................................................ 3 

2 Second Step ..................................................................................................................................... 4 

2.1 Create Tables ........................................................................................................................... 4 

3 Third Step ........................................................................................................................................ 7 

3.1 Relationships between tables ................................................................................................. 7 

4 Fourth Step .................................................................................................................................... 10 

4.1 Time for inserts: .................................................................................................................... 10 

5 Next Steps ...................................................................................................................................... 11 

5.1 MS Access Options ................................................................................................................ 11 

6 *Integration with MS SQQL ........................................................................................................... 13 

6.1 Import data from MS SQl Server into MS Access .................................................................. 13 

 

  



3 
 

 

1 First Step 
 

1.1 Download and Open 

 

To download MS OFFICE with all components, also MS ACCES go to official website : 

https://products.office.com 

If you already have MS OFFICE on your computer, try to find MS ACCESS in your package. 

 

Click twice to open. First thing program will be asking for is to name database.  

 

Put name of your database, my will be as above. 

https://products.office.com/


4 
 

2 Second Step 
 

2.1 Create Tables 
 

After named our database go to section Create and choose: Table Project. In contrast to MS SQL 

first thing we will do are columns: names and data types. My Project in Access will be the same as 

NewJob in SQL (https://sunsetgirlsql.wordpress.com/creating-databases-and-tables/).  

 

 

 

As you can see above, data types are quite different, but we can choose from the drop down list: 

 Long text,  

 short text,  

 number,  

 date/hour,  

 identity,  

and some more. All of them you can find below: 

 

 

 

 

https://sunsetgirlsql.wordpress.com/creating-databases-and-tables/
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If only you will finish creating columns, click twice on selected (usually first one) column in order to 

add a Primary Key as follow. 

 

Now Table is ready to save, name of the table: Companies. 
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Do the same with Addresses and applying. As you can see, there’s no order for creating tables, 

unlike MS SQL method. 

For applying we have column called Link, so we can choose special data type for this one: 

hyperlink. 

 

 



 

3 Third Step 
 

3.1 Relationships between tables 
 

Now we should create relationships between this three tables. 

Go to last section : Database Tools and click Relationships. 

 

 

Choose all the tables and click ‘Close’. 

 

Hope, you still remember the relationships between the tables, if not take a look at the diagram 

(Page Creating and Modify on my website). 

 

https://sunsetgirlsql.wordpress.com/creating-databases-and-tables/
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Now click on first table twice and we will have following dialog box: 

 

One to one relationship : Addresses – Companies. 

We need to choose left table, which is our major Adresses (with primary key) and column with PK: 

ID_Address. Then we need to choose related table : Companies and column: Addres_ID with FK. 

One to many relationship: applying – Addresses, applying – Companies same way. 

 

Now, we can edit created relationships and choose first option :  

enforce integrity bonds. 
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Ok, let’s check what we have: 

 

Click save. 



 

4 Fourth Step 
 

4.1 Time for inserts: 
 

Click twice on table Addresses. 

Remember our fits column has identity data type, so there’s no need to insert any nubers here. 

We can start already with next one: City. 

 

 

Postal Code is a number so don’t insert any other symbols lie: -, /, ;, :, etc. 

Click save, when you finish your inserts. 

 

Second table is Companies with one FK.  

 

Remember to choose correct ID for last column. 

 

 

 

And save. 

 

 

Last one: applying. Do it same way. 



 

5 Next Steps 
 

5.1 MS Access Options 
 

After we finish all inserts we want to have in our database we can take a look for other tools MS 

ACCESS has for us: QUERIES and FORMS. 

I have one query in my database, and it contains only two columns from table applying. 

Go to Query Creator and choose as follow: 

 

Ok, then 

 

Result 
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Now go to section Creating and choose first option for application form: 

 

 

 

 

MS ACCES gives us an opportunity to modify our forms as much as we want to by adding: 

 Text box 

 Button 

 Website 

 Picture  

 Attachment 

and many more 

 

 

 

I put only picture to my form and made some modifications for the way it looks. 

Go ahead and try to create various types of forms  
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6 *Integration with MS SQQL 
 

6.1 Import data from MS SQl Server into MS Access 
 

I showed you same basic options for our already existing in MS SQL database NewJob. 

In fact there’s no need to create everything from the beginning if we already have solid base, saved 

as file with extension like: 

 

 

 

What to do if we want to export database from SQL to MS ACCES? 

 

In our control panel we have administrative tools where we can find data sources. Click on them. 

In User DSN click add and then choose SQL Server from the list. 

 

 

 

Name our database for MS ACCESS (or other future program) and choose server correctly. 
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Next 

 

 

 

Next 
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Change default database, as you can see list contains all existing databases that we have in MS SQL 

Server 

 

 

Next 

 

 

Next 
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That’s it 

 

Now, go to MS ACCES, click on section: External data and choose ODBC Database 
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Choose first option: import source data into new table in the current database 

 

 

 

Select second section and choose our prepared earlier database as source data 

 

 

Choose all the tables you need 
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Last thing is to clik or nah “Save import steps” (will be easier to create it again). 

 

 

 

 

That’s it   

 

Below some screenshots from my imported database. Enjoy! 
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