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DAY-1 
 
 TEACING MATERIAL 

 A database is a collection of data that is stored in a computer system. Databases allow their users 

to enter, access, and analyze their data quickly and easily. They’re such a useful tool that you see 

them all the time. Ever waited while a doctor’s receptionist entered your personal information into a 

computer, or watched a store employee use a computer to see whether an item was in stock? Then 

you’ve seen a database in action. 

 The easiest way to understand a database is to think of it as a collection of lists. Think about one of 

the databases we mentioned above: the database of patient information at a doctor’s office. What lists 

are contained in a database like this? Well, to start with, there’s a list of patient names. Then there’s a 

list of past appointments, a list with medical history for each patient, a list of contact information, 

and so on. 

 This is true of all databases, from the simplest to the most complex. For instance, if you like to bake 

you might decide to keep a database containing the types of cookies you know how to make and the 

friends you give these cookies to. This is one of the simplest databases imaginable. It contains two 

lists: a list of your friends, and a list of cookies. 

  

http://www.bishopscottboysschool.com/
mailto:info@bishopscottboysschool.com


Page 2 of 9 

 However, if you were a professional baker you would have many more lists to keep track of: a list of 

customers, a list of products sold, a list of prices, a list of orders ... it goes on and on. The more lists 

you add, the more complex the database will be. 

  

 In Access, lists are a little more complex than the ones you write on paper. Access stores its lists of 

data in tables, which allow you to store even more detailed information. In the table below, 

the People list in the amateur baker’s database has been expanded to include other relevant 

information about the baker’s friends. 

  

 If you are familiar with other programs in the Microsoft Office suite, this might remind you a lot of 

Excel, which allows you to organize data in a similar way. In fact, you could build a similar table in 

Excel. 

Why use a database? 

 If a database is essentially a collection of lists stored in tables and you can build tables in Excel, why 

do you need a real database in the first place? While Excel is great at storing and organizing 

numbers, Access is far stronger at handling non-numerical data, like names and descriptions. Non-

numerical data plays a significant role in almost any database, and it's important to be able to sort 

and analyze it. 

 However, the thing that really sets databases apart from any other way of storing data 

is connectivity. We call a database like the ones you’ll work with in Access a relational database. 

A relational database is able to understand how lists and the objects within them relate to one 

another. To explore this idea, let's go back to the simple database with two lists: names of your 

friends, and the types of cookies you know how to make. You decide to create a third list to keep 

track of the batches of cookies you make and who they’re for. Because you're only making cookies 
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you know the recipe for and you're only going to give them to your friends, this new list will get all 

of its information from the lists you made earlier. 

  

 See how the third list uses words that appeared in the first two lists? A database is capable of 

understanding that the Dad and Oatmeal cookies in the Batches list are the same things as 

the Dad and Oatmeal in the first two lists. This relationship seems obvious, and a person would 

understand it right away. However, an Excel workbook wouldn’t. 

 Excel would treat all of these things as distinct and unrelated pieces of information. In Excel, you'd 

have to enter every single piece of information about a person or type of cookie each time you 

mentioned it because that database wouldn't be relational like an Access database. Simply put, 

relational databases can recognize what a human can: If the same words appear in multiple lists, 

they refer to the same thing. 

 The fact that relational databases can handle information this way allows you to enter, search, 

and analyze data in more than one table at a time. All of these things would be difficult to do in 

Excel, but in Access even complicated tasks can be simplified and made fairly user friendly. 

 

 VIDEO-LINKS 
 
LINK-1 
 
https://www.youtube.com/watch?v=i87tYJz6T5g&list=PLw1djS7l2tHOBNU4PmZCdQWTQc0XR8reI 

 PPT LINKS 
  
LINK-1 
 
https://www.slideshare.net/okmomwalking/access-2010-unit-a-ppt-15608211 

 

 DOCUMENTS LINKS 
 

https://drive.google.com/drive/u/1/folders/1omfOhFknN8JqQEjV_EU5vw9YTOii6d6g 
 

 

https://www.youtube.com/watch?v=i87tYJz6T5g&list=PLw1djS7l2tHOBNU4PmZCdQWTQc0XR8reI
https://www.slideshare.net/okmomwalking/access-2010-unit-a-ppt-15608211
https://drive.google.com/drive/u/1/folders/1omfOhFknN8JqQEjV_EU5vw9YTOii6d6g
https://drive.google.com/drive/u/1/folders/1omfOhFknN8JqQEjV_EU5vw9YTOii6d6g
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DAY-2 
 

 TEACING MATERIAL 

 
Functions of DBMS 

A DBMS performs several important functions that guarantee integrity and consistency of data in 

the database. Most of these functions are transparent to end-users. There are the following important 

functions and services provided by a DBMS: 

(i) Data Storage Management: It provides a mechanism for management of permanent storage of the data. 

The internal schema defines how the data should be stored by the storage management mechanism and the 

storage manager interfaces with the operating system to access the physical storage. 

(ii) Data Manipulation Management: A DBMS furnishes users with the ability to retrieve, update and 

delete existing data in the database. 

(iii) Data Definition Services: The DBMS accepts the data definitions such as external schema, the 

conceptual schema, the internal schema, and all the associated mappings in source form. 

(iv) Data Dictionary/System Catalog Management: The DBMS provides a data dictionary or system 

catalog function in which descriptions of data items are stored and which is accessible to users. 

(v) Database Communication Interfaces: The end-user's requests for database access are transmitted to 

DBMS in the form of communication messages. 

(vi) Authorization / Security Management: The DBMS protects the database against unauthorized access, 

either international or accidental. It furnishes mechanism to ensure that only authorized users an access the 

database. 

{vii) Backup and Recovery Management: The DBMS provides mechanisms for backing up data 

periodically and recovering from different types of failures. This prevents the loss of data, 

(viii) Concurrency Control Service: Since DBMSs support sharing of data among multiple users, they 

must provide a mechanism for managing concurrent access to the database. DBMSs ensure that the database 

kept in consistent state and that integrity of the data is preserved. 

(ix) Transaction Management: A transaction is a series of database operations, carried out by a single user 

or application program, which accesses or changes the contents of the database. Therefore, a DBMS must 

provide a mechanism to ensure either that all the updates corresponding to a given transaction are made or 

that none of them is made. 

(x) Database Access and Application Programming Interfaces: All DBMS provide interface to enable 

applications to use DBMS services. They provide data access via Structured Query Language (SQL). The 

DBMS query language contains two components: (a) a Data Definition Language (DDL) and (b) a Data 

Manipulation Language (DML). 

 

 VIDEO-LINKS 
 

           https://www.youtube.com/watch?v=F35sSPTahS8 

 

 

DAY-3 
 

 Database Creation - Create your Microsoft Access database and specify what kind of data you 

will be storing. 

http://ecomputernotes.com/fundamental/what-is-a-database/advantages-and-disadvantages-of-dbms
http://ecomputernotes.com/fundamental/what-is-a-database/advantages-and-disadvantages-of-dbms
http://ecomputernotes.com/fundamental/disk-operating-system/what-is-operating-system
https://www.youtube.com/watch?v=F35sSPTahS8
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  Data Input - After your database is created, the data of every business day can be entered into the 

Access database.  

 Query - This is a fancy term to basically describe the process of retrieving information from the 

database. 

  Report (optional) - Information from the database is organized in a nice presentation that can be 

printed in an Access Report 

 

Table 
 Table is an object that is used to define and store data. When you create a new table, Access asks you to 

define fields which is also known as column headings  

 Each field must have a unique name, and data type.  

 Tables contain fields or columns that store different kinds of data, such as a name or an address, and 

records or rows that collect all the information about a particular instance of the subject, such as all the 

information about a customer or employee etc. 

 You can define a primary key, one or more fields that have a unique value for each record, and one or 

more indexes on each table to help retrieve your data more quickly. 

Query  
An object that provides a custom view of data from one or more tables. Queries are a way of searching 

for and compiling data from one or more tables.  

 Running a query is like asking a detailed question of your database. 

 When you build a query in Access, you are defining specific search conditions to find exactly the data        

you want.  

 In Access, you can use the graphical query by example facility or you can write Structured Query    

Language (SQL) statements to create your queries. 

 You can define queries to Select, Update, Insert, or Delete data. 

 VIDEO-LINKS 
  

MUST WATCH 

https://www.youtube.com/watch?v=YWjQcra9dOc 

 

 

 PPT LINKS 
 

https://www.slideshare.net/okmomwalking/access-2010-unit-a-ppt-15608211 

 

DAY-4 
 

 

 DOCUMENTS LINKS 

Data Type Description 
Decimal 

precision 
Storage 

size 

Byte 
Numbers from 0 to 255 (no fractions). 
Use Number | Byte in preference to Yes/No (True=-
1, False=0) 

None 1 byte 

Decimal Numbers from -10^28-1 through 10^28-1 (.mdb) 28 12bytes 

Integer Numbers from -32,768 to 32,767 (no fractions). None 2 bytes 

Long Integer 
(Default) Numbers from -2,147,483,648 to 
2,147,483,647 (no fractions). 

None 4 bytes 

https://www.youtube.com/watch?v=YWjQcra9dOc
https://www.slideshare.net/okmomwalking/access-2010-unit-a-ppt-15608211
http://allenbrowne.com/NoYesNo.html
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Single 

Numbers from 
-3.402823E38 to -1.401298E-45 
for negative values and from 
1.401298E-45 to 3.402823E38 for positive values. 

7 4 bytes 

Double 

Numbers from 
-1.79769313486231E308 to -4.94065645841247E–
324 
for negative values and from 
4.94065645841247E-324 to 
1.79769313486231E308 for positive values. 

15 8 bytes 

Replication 
ID 

Globally unique identifier (GUID) N/A 16 bytes 

 
https://ss64.com/access/syntax-datatypes.html 
 

 VIDEO-LINKS 
 

https://www.youtube.com/watch?v=aTezDRLnFPc 

 

 

 

 

 

DAY-5 
 

Databases use keys to store, sort and compare relationships between records. There are three different types 

of keys: primary keys, candidate keys and foreign keys. When setting up a database table, the software will 

ask you to set up a primary key that will be responsible for identifying each record in the table. You might 

not think much about choosing a primary key, but this is actually a very big and important decision. 

Why are Primary Keys a Big Deal? 
Designing a new database comes with many choices, and selecting a primary key is one of them. In fact, it’s 

one of the most important. The purpose of a primary key is to implement a relationship between two tables. 

Without a primary key, relational databases wouldn’t exist. 

Even though a primary key might sound a bit unusual, we use them in everyday life without realizing it. 

Student IDs are an example of a primary key. Students are uniquely identified by these numbers, but the 

numbers don’t mean anything outside the school. 

Below are the advantages to using primary keys. 

 Serves as a common link field between tables 

 Speeds up queries, searches and sort requests 

 Only valid records will be in your table 

 No duplicates will be added 

 MS Access shows data in order of the primary key 

How to Choose a Primary Key 
Primary keys should be 100% unique. You can generally turn to your database for the answers you’re 

looking for. In many cases, people will use the database management system to generate a unique identifier. 

This way, you’ll have a reliable system for referencing individuals or things in your database, but they won’t 

have meaning outside the system. 

Good primary keys are usually short and include all numbers. They avoid using special characters or a 

combination of uppercase and lowercase letters. Some things that do NOT make good primary keys are zip 

https://ss64.com/access/syntax-datatypes.html
https://www.youtube.com/watch?v=aTezDRLnFPc
https://www.arkware.com/2017/10/09/make-access-databases-ultra-fast/
https://www.lifewire.com/choosing-a-primary-key-1019736
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codes, email addresses and Social Security numbers. Primary keys should not contain null values and must 

contain a unique value for each row of data. 

Good database design starts by having a good primary key. You can learn more about finding the best 

primary key for your database in this article, or call Arkware. Our pros will be happy to walk through the 

steps with you. 

 
 

 DOCUMENTS LINKS 
 
 

           file:///C:/Users/annu/Downloads/Documents/ms_access_tutorial.pdf 

 

 VIDEO-LINKS 
 

        For creating tables in MS ACCESS 

        https://www.youtube.com/watch?v=Zyj5dCeO0so 

 

EXERCISE: 

https://www.itprotoday.com/microsoft-sql-server/sql-design-how-choose-primary-key
file:///C:/Users/annu/Downloads/Documents/ms_access_tutorial.pdf
https://www.youtube.com/watch?v=Zyj5dCeO0so
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