
Implementing a Database 
in MS Access



Open Access
Go to File … New … blank database
Save as NPP.mdb



Defining tables

•Select “Tables”
in the Objects 
column in the 
Database 
Window

•Select “Create 
table in Design 
View”



Define location table

•Enter variable 
names and select 
the data types as 
shown

•Note that field 
size and other 
properties can be 
changed in the 
“Field Properties”
area

•Right click on the 
box to the left of 
Location_ID and 
select Primary Key



Define Visit table

•Make Visit_ID the 
primary key



Import PlantSpecies table
Go to File … Get External Data … Import…
//tundra/traininglab/AccessExercise/PlantSpecies.xls

Import the first three columns: species_code, 
genus, and species
Sort ascending by species_code



Import PlantSpecies table

For species_code you can specify Indexed with no 
duplicates, because this will be the primary key



Finish Importing 
PlantSpecies Table



Define Observation Table
Make 
observation_id
the primary key



Constrain entries in Species_code
field to species codes listed in the 
PlantSpecies table

Select Lookup Wizard 
under Data Type for 
species_code



Using the lookup wizard …

In the last window, name the column the default of 
species_code



Switch between design and 
table view

Click on View button in upper left-hand corner to 
switch from “design view” to “table view”
Click in the species_code field to see the drop-
down list



Define relationships between 
tables

Click on 
“relationships”
icon in the 
database 
window



Define relationships:  add tables to 
the relationships window

PlantSpecies and 
Observation are 
already shown in the 
relationships window 
because a relationship 
was defined with the 
Lookup wizard
Right click in the 
window and choose 
“Show table” to add 
the Location and Visit 
tables



Create relationship between 
Location and visit tables

right-click on 
Location_ID
in the 
Location table 
and drag the 
icon overtop 
of 
Location_ID
in the visit 
table



Edit relationships
Enforce referential 
Integrity
Note that the 
relationship being 
created is One-to-
Many
Click on “Create”



Finish defining relationships
Right click on 
Visit_ID in Visit 
table and drag 
the icon overtop 
of Visit_ID in the 
Observation 
table; enforce 
referential 
integrity



Now create a data entry form 
similar to this one:   



Click on Forms in the 
database window
Then click on “Create 
form by using wizard”



Choose fields from the Location 
table to display in the form

Click on >> to accept all fields



Choose form appearance

Accept “Location” as the name of the form



Create more forms
Create forms for the 
Visits table and the 
Observations table 
using the Form Wizard
Put all fields in the 
forms



Create subforms

Now embed the observations table inside the 
Visits table, and then embed the visits table 
inside the Location table



Embed the Observation 
Table inside the Visit Table

Open the Visit form and then switch to Design 
View by clicking on the icon in the upper left-
hand corner



Resize Visit form by clicking on 
footer and edges and dragging



Position design view of Visit form and database 
window (with Forms selected) next to each other
Left-click on Observation form in Database 
window and drag it onto the Visit form



Click on the View icon to see the completed Visits 
form with the Observation form embedded within 
it



Embed the Visit form within 
the Location form

Open the Location 
form in Design View 
and resize it so there 
is room to embed the 
Visits form



Position design view of Location form and database window 
(with Forms selected) next to each other
Left-click on visit form in Database window and drag it onto 
the Location form



The finished form in design 
view



Enter some data
You can enter multiple 
observations without 
having to re-enter 
visit or location 
information


