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Access Lesson 2 
Creating a Database 

Create a Table Object 

Microsoft Office 2010 
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Student Learning Outcomes: 

Students should be able to: 

 Create a database. 

 Design, create, and save a Table Object in 

Design View. 

 Set a field’s name and choose data type and 

name in Design View. 
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Student Learning Outcomes (continued): 

 Change field properties in Design view. 

 Set field properties in Design view. 
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Creating a Database 

 The first step in creating a database is to 

create the file that will store the database 

objects.  
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Creating a Database (continued) 

 Creating a new, blank database 
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Creating and Saving a Table 

 When you create a blank database, Access creates 

the first table in the database for you. 

 To save a table, click the Save button on the Quick 

Access Toolbar.  

 In many databases, data is stored in more than one 

table. 
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Designing a Table 
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 Enter Fields to include in the table. 

 Choose a field as the primary key.  

 the primary key is the field that contains a 

unique field value for each record. 

 Select Data Type 
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Designing a Table (continued) 

 Common data types in Access 
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Working in Design View (continued) 
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 Applicant table in Design view 



A
c

c
e

s
s

 L
e

s
s

o
n

 2
 

10 10 

Modify Field Properties in Design 
View 

 Field Size property. 

 Format property. 

 Default Value property. 

 Required property. 
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Database Objects 

Object Description 

Table Stores all the data in the database in a format 

called a datasheet.  Similar in appearance to a 

worksheet. 
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