
Quick Reference Guide

What is Microsoft Access?
Access is a tool for building databases. A database stores information — such as sales records and product 
inventories — in a structured manner. It also enables you to extract pieces of information for analysis, enter 
and edit data quickly and accurately, and generate custom documents such as annual sales reports.

Understanding Database Structure
A database is like a fi ling cabinet. In a fi ling cabinet, separate folders contain general types of information 
(for example, contact details for your entire sales team). Within these folders, you’ll fi nd individual 
documents about specifi c people or things (for example, contact details for a sales executive named 
William Beckett). Finally, within these individual sets of information you’ll fi nd units of data (for example, 
William Beckett’s sales territory).
Instead of the folders, documents and units of data you would fi nd in a real fi ling cabinet, a database 
contains tables, records and fi elds.
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 New in Access 2003!

The Database contains 
information in organized tables. 
These tables may be self-
contained, or share information 
with other related tables. Just 
as you can pull any folder from 
a fi ling cabinet and view its 
contents, you can open tables 
in your database and view 
the records they contain. See 
Working with Databases, page 2.

Tables are database components 
(also called objects) that look 
like spreadsheets and contain 
information arranged in rows 
and columns. Similar to a folder 
in a fi ling cabinet, you can look 
through any table (e.g. Sales 
Executives) and fi nd specifi c 
instances of information, called 
records. See Creating Tables and 
Relationships, page 3.

Records contain a complete 
set of information about an 
individual person or thing in 
the table (e.g. a sales executive 
named William Beckett). Each 
record contains smaller units of 
information, called fi elds.
Fields are the smallest units 
of information a database can 
contain (e.g. William Beckett’s 
sales territory).


