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[bookmark: _GoBack]How to use MS-Access for Data Management
Click on MS-Access and click on open to select the database or click on the database “AAWC” from the folder.
Enter the password to open the database. 
(Note: Remember the database password because in case you forget the password it cannot be retrieved.)
You can see four options on your left hand side – Tables, Queries, Forms and Reports.
Tables: It stores the values you put in. You can modify records in the tables directly but that is not recommended. To view the records of a table it is recommended to export the tables in an excel sheet and view them.
(Note: Do not modify the tables)
To export a table:
1. Select a table. 
2. Click on “External Data” on the main menu.
3. In the “Export” option select “Excel”
4. On the pop up select the path where you want to store the excel file.
5. Click on “OK”
6. Click on “Close”
7. Open the excel file saved.
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To import a file into a table:
1. Click on “External Data” on the main menu.
2. In the “Import” option select “Excel”
3. On the pop up select the path from where to pick the excel file. (under the File name section)
4. Select the second option “Append a copy of the records to the table” and select the table in which you want to store the data. (This option will be used to insert attendance and physical records in the table)
5. Click on “OK”
6. Click on “Close”
7. Check the table if all the records are inserted properly
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Queries:
It stores the queries which are used to generate report.
(Note: Do not open or modify the queries)
Forms:
You can enter the values on the forms which gets stored in the tables. Details about each form is covered individually.
Reports:
You can view the reports on clicking on the reports and entering the parameters. Details about each report is covered individually.
Database Back Up:
This is the most crucial step in maintaining an Access database.  Database backup should be carried out every week and stored at a different drive than where the database is stored. In case of drive failure you can retrieve the latest copy. Monthly backups should also be saved on an external device (CD, DVD, Pen Drive, laptop, alternate machine). As you create regular backups the oldest backups can be deleted but double check before deleting a database copy.
Steps to take database backup:
1. Click on Manage as shown in the image below.
2. Select “Back Up Database” option
3. Database backup is created and saved at the location mentioned.
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Get External Data - Excel Spreadsheet

‘Speafy the source of the data.
Flename: |\ Jsers\ATMACOMP \Desktop AAWC Database\Jdaan_Attendance Table.xisx

‘Specfy how and where you want to store the data n the current database.

Import the source data into a new table in the current database.

IF the specified table does not exist, Access wil reate . If the specfed table aiready exists, Access might overwrit ts contents
ith the imported data. Changes made to the source data wil not be reflected n the database.

Append a copy of the records to the table: {jgasn Atisndance Table -

IF the specified table exists, Access wil add the records to the table. I the table does not exist, Access wil create it Changes made
o the source data il not be refiected n the database.

Link to the data source by creating a linked table.

‘Access wil create a table that wil maintain a nk to the source data in Excel, Changes made to the source data i Excel wil be:
refiected in the linked table. However, the source data cannot be changed from within Access.
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‘Specfy the destination fie name and format.

Bl name: | C:\Jsers|ATMACOMP Desktop AAWC\AAWC_Expired Records.xlsx

Fie format: | Excel Workbook (*.xi5x)

‘Speafy export options.

7] {Export data with formatting and layout!
‘Select s option to preserve most formatting and layout information when exporting a table, query, form, orreport.

[] Open the destination file after the export operation is complete.
‘Select this option to view the results of the export operation. This option is avaiable only when you export formatted data.

Export only the selected records.
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