'MS Access — Getting Acquainteg

A Great Way To Store, Update,
Manage and Report Information

You may want to take a formal
course!

.« Access is a robust program that can be used to

. develop fully functional computer applications.

. * Initially “self teaching” this program may be

- difficult.

~ « If you want to build applications take a formal

- class to master the basics.

=« Tonight's work will only be a sampling of the
foundations of the program.

Tonight We Will:

-« Talk about what type of situations Access

. might be an appropriate tool to help

" organize your work.

.« Build a small application to demonstrate
how the parts can work together.

- * Answer the questions that you have
regarding Access.

» Please feel free to ask question as we go!




Flexible Benefits Story - 1994

Program covered 1,000 staff, six different medical
providers, five different contracts with differestverage
levels.

Converted paper pencil to Excel but it still didmieet
our needs.

Looking for a tool that could automate the matmerate
employee statements, generate reports for pajpithihg
and management analysis and was easy to update wher
pricing/offerings changed.

After two weeks of course work and a week of
“programming” we had a working application thasigl
in use today.

Excel a Great Tool But . . .

“Flat file” db
Records may duplicate [==
information :
Limited report writing
Does not work well with-
records that contain a I¢:
of information

Updating information
may become tedious & ?
inaccurate

Access Has Relationships

Stores Information Efficiently and Fast “Group” Ugtds
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With Forms Individual Updates
Are Easier and More Accurate
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Certification Renewal Reimbursement Entry and Edit Form.
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And Powerful Report Writers
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Forest Llills Public Schools
Employee Benefits Statement
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Queries Are a Powerful Engine t to
Organize and Manage Information
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Some of the uses at Forest Hill$
v ]

* Human Resourceslob Applications, Supplemental
Contracts, Staff Information, Unemployment Claims &
Fringe Benefits

» TransportationExtra Trip and Shuttle Management

e Community Educationinstructor Information and
Contracts

 Buildings and Ground<Capital Projects Requests
» Pupil Accounting School of Choice Requests

» Payrolt Processing Supplemental Contracts, Tracking
Leave Requests & 403(b) Vendor Compliance




FTrRERPRER RN

e

TEEN

Other Places Too!
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Terminology

Objects — Tables, Queries,
Forms, Reports are “objects”.
They are the basic structures of
a data base that we will work

with tonight.

Terminology - Tables
* Table — your storage device

* Record - a line of information in a table

* Field — one piece of a record (hint store the
smallest unit necessary)

* Property — the characteristics that you defin
for a field (formats, defaults, masks, etc.). All
objects will have properties.




Terminology

Design View vs
Data View

Do you have any questions?

Then lets build a
data base!




