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Ms Access 2016 Tutorial With
Examples

MS Access 2016 tutorial with examples provides a comprehensive guide for beginners and
intermediate users looking to harness the power of Microsoft Access 2016 for database
management. Whether you're managing small business data, school records, or personal
projects, understanding the fundamentals of MS Access 2016 can significantly streamline your
data handling and reporting processes. This tutorial covers key concepts, step-by-step
instructions, and practical examples to help you develop, organize, and query databases
effectively.

Getting Started with MS Access 2016

What is MS Access 2016?

Microsoft Access 2016 is a database management system (DBMS) that combines the relational
Microsoft Jet Database Engine with a graphical user interface and software-development tools. It
allows users to create, manage, and analyze data efficiently without requiring extensive
programming knowledge.

Key Features of MS Access 2016

Table creation and data entry1.
Query design for data retrieval2.
Form creation for data input3.
Report generation for data analysis4.
Macros and VBA integration for automation5.

Creating Your First Database in MS Access 2016

Step-by-Step Guide

Open MS Access 2016 and select “Blank desktop database”.1.
Enter a name for your database in the "File Name" field.2.
Click “Create”.3.
Access creates a new database with a default table named “Table1”.4.

Designing Tables

Tables are the foundation of any database. They store data in rows and columns.



Example: Creating a Customer Table

Open the “Create” tab and click on “Table”.1.
Switch to “Design View” by right-clicking the table tab and selecting “Design View”.2.
Define fields such as:3.

CustomerID (AutoNumber, Primary Key)1.
FirstName (Short Text)2.
LastName (Short Text)3.
Email (Short Text)4.
PhoneNumber (Short Text)5.

Save the table as “Customers”.4.

Entering and Managing Data

Adding Data to Tables

You can manually input data directly into Datasheet View or import data from external sources
like Excel.

Example: Adding Customer Data

Open the “Customers” table in Datasheet View.1.
Enter customer details row by row.2.
Save changes automatically or manually as needed.3.

Importing Data from Excel

Go to “External Data” tab and select “New Data Source” → “From File” → “Excel”.1.
Choose your Excel file and follow the import wizard steps.2.
Map Excel columns to table fields appropriately.3.

Creating and Using Queries in MS Access 2016

Understanding Queries

Queries allow you to retrieve, update, delete, or analyze data based on specific criteria. They
are essential for extracting meaningful insights from your database.

Designing Basic Select Queries

Navigate to the “Create” tab and click “Query Design”.1.
Add the relevant tables (e.g., “Customers”).2.
Drag fields to the query grid to specify what data to display.3.
Set criteria to filter data (e.g., Customers from a specific city).4.
Run the query by clicking “Run”.5.
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Example: Find Customers with Email Addresses

- Add the “Customers” table to the query design view. - Drag “FirstName”, “LastName”, and
“Email” fields to the grid. - In the “Email” criteria row, enter “” to find non-empty emails. - Click
“Run” to view results.

Using Parameter Queries

Parameter queries prompt the user for input each time they run, making your database more
flexible.

Create a new query in Design View.1.
In the criteria row of a field, type: [Enter Last Name:]2.
Run the query; it will prompt for the last name to search.3.

Creating Forms for Data Entry

Why Use Forms?

Forms provide a user-friendly interface for data entry and editing, reducing errors and
improving usability.

Building a Simple Data Entry Form

Go to the “Create” tab and select “Form Wizard”.1.
Select the table or query (e.g., “Customers”).2.
Choose the fields to include and click “Next”.3.
Choose a layout style and click “Finish”.4.

Customizing Forms

- Use the “Design View” to modify layout, add labels, buttons, or other controls. - Set default
values or validation rules to improve data accuracy.

Generating Reports in MS Access 2016

Creating Reports

Reports are designed to present data in a formatted, printable layout.

Click “Create” → “Report Wizard”.1.
Select the table or query to base the report on (e.g., “Customers”).2.
Choose fields to display and organize grouping options.3.
Specify sorting and filtering criteria.4.
Finalize and view the report.5.



Customizing Reports

- Use “Design View” for detailed formatting. - Add headers, footers, images, and calculated
fields as needed.

Automating Tasks with Macros and VBA

Creating Macros

Macros automate repetitive tasks without coding.

Navigate to “Create” → “Macro”.1.
Use macro actions to perform tasks like opening forms, running queries, or exporting data.2.
Save and assign macros to buttons or events.3.

Using VBA for Advanced Automation

Visual Basic for Applications (VBA) allows for complex automation and customization.

Example: Opening a Form with VBA

Private Sub OpenCustomerForm_Click() DoCmd.OpenForm "CustomerForm" End Sub - Add this
code to a button’s click event to open the “CustomerForm”.

Best Practices and Tips for MS Access 2016

Normalize your data to reduce redundancy.1.
Use primary keys and foreign keys to maintain relationships.2.
Regularly back up your database to prevent data loss.3.
Validate data entries to ensure accuracy.4.
Consistently name objects for clarity.5.

Conclusion

Mastering MS Access 2016 through tutorials with examples empowers you to build efficient,
reliable databases tailored to your needs. From creating tables and entering data to designing
queries, forms, and reports, each component plays a vital role in managing your data
effectively. With practice and experimentation, you can leverage MS Access 2016’s full potential
to streamline your workflows and analyze data with confidence.

MS Access 2016 Tutorial with Examples: A Comprehensive Guide for Beginners and
Intermediates Introduction MS Access 2016 tutorial with examples offers a valuable pathway for
users seeking to harness the power of one of Microsoft’s most accessible database
management tools. Whether you're a small business owner, a student, or an aspiring database
administrator, understanding how to create, manage, and analyze data effectively in MS Access
2016 can significantly streamline your workflows. This guide aims to demystify the core
concepts with clear explanations, practical examples, and step-by-step instructions, making it
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an essential resource for both newcomers and those looking to deepen their database skills.
What is MS Access 2016? Microsoft Access 2016 is a desktop database management system
(DBMS) that combines the relational Microsoft Jet Database Engine with a graphical user
interface and software-development tools. It allows users to create custom databases tailored to
specific needs, manage data efficiently, and generate reports with minimal coding experience.
Key features include: - Easy-to-use table creation - Query design for data retrieval - Forms for
data entry - Reports for data presentation - Macros for automating tasks - Integration with other
Office applications Setting Up Your First Database Before diving into complex functionalities, it's
crucial to understand how to set up a simple database. Step 1: Creating a New Database 1.
Launch MS Access 2016. 2. On the start screen, select Blank database. 3. Enter a name for your
database, e.g., "CustomerManagement.accdb". 4. Click Create. This creates a new, empty
database ready for data entry. Step 2: Creating Your First Table Tables are the foundation of
any database, storing raw data. 1. Once the database opens, Access prompts you to create a
table. Click Table. 2. Switch to Design View by right-clicking the table tab and selecting Design
View. 3. Access will ask you to save the table; name it "Customers". Designing the Table: | Field
Name | Data Type | Description | |||| | CustomerID | AutoNumber | Unique identifier (Primary
Key)| | FirstName | Short Text | Customer’s first name | | LastName | Short Text | Customer’s
last name | | Email | Short Text | Contact email | | PhoneNumber | Short Text | Contact phone
number | | JoinDate | Date/Time | Date customer joined | 4. Set CustomerID as the Primary Key
by right-clicking the row and selecting Primary Key. 5. Save the table. You now have a basic
table structure to store customer data. Managing Data with Queries Queries are essential for
extracting meaningful insights from your data. Example 1: Selecting All Customers - Go to the
Create tab and click Query Design. - Add the Customers table. - Double-click all fields to include
them in the query. - Run the query by clicking Run (! icon). This displays all customer records.
Example 2: Filtering Customers Who Joined After a Specific Date - In Design View, add the
JoinDate field. - Under Criteria, enter: `> 1/1/2023`. - Run the query. This returns customers
who signed up after January 1, 2023. Example 3: Using Calculated Fields Suppose you want to
find the number of days since each customer joined. - Create a new query. - Add the Customers
table. - In a new column, enter: `DaysSinceJoin: DateDiff("d", [JoinDate], Date())` - Run the
query to see the calculated days. Building Data Entry Forms Forms simplify data entry and
improve user experience. Creating a Simple Customer Entry Form: 1. In the Create tab, click
Form. 2. Access automatically generates a form linked to the Customers table. 3. Switch to
Design View to customize fields, layouts, and labels. 4. Save the form as CustomerEntry. Using
the Form: - Open CustomerEntry. - Enter data into fields. - Save records with the Save button or
close the form. Forms can also include buttons, drop-down lists, and validation rules for
enhanced functionality. Automating Tasks with Macros Macros in Access automate routine tasks
like data validation or report generation. Example: Auto-Opening a Form on Startup 1. Create a
macro: - Go to Create > Macro. - Add the OpenForm action. - Specify CustomerEntry as the form
to open. 2. Save the macro as AutoOpen. 3. Set this macro to run on startup: - Go to File >
Options > Current Database. - Under Display Form, select CustomerEntry. - Under Application
Options, set Display Navigation Pane to No. Now, each time you open the database, it will
automatically display the customer entry form. Generating Reports for Data Analysis Reports
are crucial for presenting data professionally. Creating a Basic Customer Report: 1. Select the
Customers table or query. 2. Click Create > Report. 3. Access generates a report layout. 4.



Switch to Design View to customize headers, footers, and formatting. 5. Save the report as
CustomerReport. Adding Sorting and Grouping: - In Design View, click Group & Sort. - Add
grouping by JoinDate or other fields. - Set sorting order (ascending/descending). Reports can be
exported to PDF or Excel for sharing. Practical Example: Managing a Small Bookstore Database
Imagine creating a database to track books, authors, sales, and customers. Step 1: Design
Tables - Books: BookID, Title, Genre, Price, AuthorID - Authors: AuthorID, Name, Bio -
Customers: CustomerID, Name, Email - Sales: SaleID, BookID, CustomerID, SaleDate, Quantity
Step 2: Establish Relationships - Link Books to Authors via AuthorID. - Link Sales to Books and
Customers. Step 3: Queries and Reports - Generate sales reports by date or author. - Find top-
selling books. - Track customer purchase history. This example underscores MS Access's
flexibility in managing interconnected data for small business needs. Best Practices and Tips -
Normalize Data: Avoid redundancy by organizing data into related tables. - Use Descriptive Field
Names: Clarify data purpose. - Validate Data Entry: Use input masks and validation rules. -
Regular Backups: Protect data integrity. - Leverage Templates: Access offers templates for
common database types. - Learn SQL: While Access's query design is user-friendly, knowing SQL
enhances capabilities. Final Thoughts Navigating MS Access 2016 with confidence requires
understanding its core components—tables, queries, forms, reports, and macros—and knowing
how to apply them with practical examples. This tutorial provides a foundation for building
efficient databases tailored to diverse needs. As you gain proficiency, you can explore advanced
functionalities like VBA scripting, multi-user setups, and integration with other data sources. By
mastering MS Access 2016, users unlock a powerful tool for organizing, analyzing, and
presenting data — a skill that remains valuable across countless industries and applications.
Whether managing customer information or tracking sales, the ability to create custom
databases enhances productivity and data-driven decision-making. End of Article

Questions & Answers About ms access 2016 tutorial
with examples

N
o

Question Answer

1 What are the basic steps to
create a new database in MS
Access 2016?

To create a new database in MS Access 2016, open
Access, select 'Blank Database,' enter a name for your
database, choose a location to save it, and click
'Create.' You can then start adding tables, queries,
forms, and reports as needed.

2 How do I create a table with
primary key in MS Access
2016?

In Table Design view, define your fields and set one
field as the primary key by selecting it and clicking the
'Primary Key' button on the toolbar. Save the table, and
the primary key will be set to uniquely identify each
record.

3 Can you give an example of
creating a simple query in MS
Access 2016?

Yes. For example, to create a query to find all
customers from 'New York,' go to the 'Create' tab, click
'Query Design,' add your table, drag the customer
name and city fields to the grid, set the criteria for city
as 'New York,' and run the query to see the results.
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4 How do I create a form for data
entry in MS Access 2016?

Select the table you want to create a form for, go to the
'Create' tab, click 'Form,' and Access will generate a
default form. You can then customize the form layout
and controls using Design View or Layout View for
easier data entry.

5 What is how to create
relationships between tables in
MS Access 2016?

Go to the 'Database Tools' tab and click on
'Relationships.' Add the tables you want to relate, then
drag a field (usually a primary key) from one table to
the related foreign key in another. Set the relationship
type (one-to-many, etc.) and enforce referential
integrity if needed.

6 How can I use examples to
learn MS Access 2016 tutorials
effectively?

Use sample databases and practice creating tables,
queries, forms, and reports based on real-world
scenarios. Following step-by-step tutorials with
examples helps reinforce concepts and develop
practical skills in designing and managing databases.

7 What are some common
troubleshooting tips when
working with MS Access 2016
tutorials?

Ensure data types are correctly set, relationships are
properly established, and primary keys are unique.
Save your work frequently, use the 'Compact and
Repair' tool to fix database issues, and consult online
resources or forums for solutions to specific problems.

MS Access 2016, Access tutorial, Access database examples, relational databases, query
design, form creation, report generation, VBA in Access, data management, Access 2016
features
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