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¢ Que es una base de datos?

Una base de datos es una coleccion de informacion
organizada de forma que un programa o manejador de
base de datos pueda seleccionar rapidamente los
fragmentos de datos que necesite.

Una base de datos es un sistema de archivos
electronico.

Las bases de datos tradicionales se organizan por
campos, registros y archivos.

Un campo es una pieza tnica de informacién; un
registro es un sistema completo de campos; y un
archivo es una coleccion de registros.
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éQue es Access?

Es un programa, utilizado en los sistemas operativos
, para la gestion de

Creado y modificado por Microsoft.

Orientado a ser usado en entornos personal o en
pequenas organizaciones.

Es una herramienta grafica sencilla.

Permite manipular los datos en forma de tablas
(formadas por filas y columnas), crear relaciones entre
tablas, consultas, formularios para introducir datos e
informes para presentar la informacion


http://es.wikipedia.org/wiki/Microsoft_Windows
http://es.wikipedia.org/wiki/Base_de_datos
http://es.wikipedia.org/wiki/Base_de_datos

Crear base de datos de un
“Template”

Home Create External Data Database Tools

a sa :

Available Templates
=

Home

a s a
[F Open
"3 Close Database

B

Blank web Recent
database templates

@j Contacts Web Data...

@;] Seminario.accdb

Master Estudios Gr...

(2}] Master Estudios Gr...

£ ) |
. A

Recent Assets Contacts Issues &

Tasks

New

Help

|] Options

Exit

Sampl4 Sample templates }

templates

Non-profit

Search Office.com for templates

Projects

Blank database

File Name
|Databasel

C:\Users\Paola Marie\Documents\

]

Create

9:06 PM
5/2/2011



Home Create

External Data

Database Tools

uscar en Office.com por otros

“templates”

[ Open

3’ Close Database

@ Events.accdb

@_] Assets Web Databa...
@_-] Contacts Web Data...
@J Seminario.accdb

Recent

New

Help

|1 Options
Exit

Available Templates

> {3} Home

Assets Contacts

T

Blank web
database

Recent
templates

r%’ﬂ
A

Issues &
Tasks

Sample
templates

|
N
| ‘///r

Non-profit

My templates

Search Office.com for templates

2200

Projects

Type one or more keywords

Blank database

File Name
|Databasel =7

C:\Users\Paola Marie\Documents\

[

Create

9:28 PM
5/2/2011



Seleccione el
presione “Create

File Home Create External Data Database Tools Qﬂ

Available Templates Assets Web Database

* {3} Home » Sample templates

[5 Open
"3 Close Database
@] Contacts Web Data...

@::[ Seminario.accdb

hd LGS

Master Estudios Gr...

Master Estudios Gr... Assets Web Database Charitable Contributions ~ Contacts Web Database Events Faculty
Web Database

[[]

File Name

@

Issues Web Database Marketing Projects Northwind Projects Web Database Sales Pipeline |Assets Web Database
Help C:\Users\Paola Marie\Documents\

[

Create

|:] Options
Exit

Students

9:10 PM
5/2/2011
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Aplicacion prepara el “template”

EH - - =
File Home Create External Data Database Tools a
/ d y ¢ By 3 - v i "
3 33 Cop . % | Descending ¥ Advance = gl save ¥ Speliing ;LJ = GoTo
g # Format Painter %7 Remove Sort W Toggle Filter H:f " X Delete = B - ¢ Se B L U A o N7 ! :
Views Clipboard ) Sort & Filter Records Find Text Formatting
Please wait while Microsoft Access prepares the template for use.
- '

Num Lock |
™

9:14 PM

5/2/2011



mience a trabajar con la base de

datos

i e My -+ e
External Data Database Tools Fields Table [~

M & Cut }l . 4 on o New Z Totals } 2ac Replace Calibri 2l

N =3 Copy /‘l Descending TjAd\ranced - e =8 save ? Spelling = GoTo~

ViEW e # Format Painter e L art W Taggle Filter Ri’\flrlevﬂ-I X Delete E Maore = e Ly Select = LI A - ﬁ "

Views Clipboard F} Sort & Filter Records Find Text Formatting P

All Access Objects = « || 2 EventList j ] Events X
|5._wm,, |p D - Title - Start Time - End Time ~ | Location - Description - 0 Click to Add  ~

Tables 2 || *] (New) Gjo) AB Tedt

FH Events 12 Number

Queries - % Currency

@ Current Events % Date & Time

Forms « [ Yes/Mo

=S| Ewvent Details ﬁ Lookup & Relationship

=5| Ewvent List Aa  Rich Text

Reports 3 AB  Memo

ﬂ All Events @ Attachment

B current Events % Hyperlink

I8 Event Details Calculated Field »

Ei Events By Week Paste as Fields

i Today's Events

Record: W 1ofl L % Mo Filter | Search

Datasheet View

Mum Lock




resione “R

File Home Create External Data Database Tools
= Save

Recent Databases
B save Object A

(&} Events.accdb
[&}] Assets Web Databa...
[&}] Contacts Web Data...

@] Seminario.accdb

MNew

Help

2] Options

B9 Exit

Events.accdb
My Documents

Assets Web Database.accdb
My Documents

Contacts Web Database.accdb
My Documents

Seminaric.accdb
My Documents

Master Estudios Graduados.mdb

E

Master Estudios Graduados.mdb

ENACCESS - ACTIVOS\ACCESS - ACTIVOS - MOD
Master Estudios Graduados.mdb

Desktop

Master Estudios Graduados.mdb
E\Prueba EG

Database.mdb
Desktop

AdmisionesEG.mdb
Desktop

Hershey.accdb
Desktop

Quickly access this number of Recent Databases: 4

ecent” para trabajar
con base de datos ya creada




pen” para trabajar con
base de datos ya creada

Home Create External Data Database Tools o
% cut 21 as T ¢ =i Ne g? »
= Paste [ Switch B 7 U A =
nter . 0 Windows -
Views Clipboard * Sort & Filter Records indow
Organize v New folder 3~ O @
- -
@ Microsoft Access Documents ||brary - .
2 Arrange by: Folder ¥
Includes: 2 locations
3 Favorit
g a;on e]s . @]AssetsWeb Database
ownloads T
s (@)events|
=l Recent Places S e
@Semlnano
Bl Desktop
4 Libraries
3 Documents
qb Music
=] Pictures
Videos
1M Computer b
File name: Events - [MicrosoftAccess ']
Tools ~ [ Open Iv] [ Cancel l
Ready Num Lock |

9:46 PM
5/2/2011



ambiar campos en una ta

anadir campos

o T

Table Tools
Create External Data Database Tools . Fields_ Table [~

M‘ AB 12 [E3) Date & Time %—‘ [ Name & Caption Data Type: Text - Required

Nk [l ves/Mo l=;Default\c‘alue Format Forma ~ | [ unigue

Vifw Text  MNumber Currency j Py e Delete E?E e T $ o, , e — Validvation

Views Add & Delete Properties Formatting Field Validation

All Access Objects ) « || ] Events | X
|5._=a,m,, |p D - Title " = Srart Tisag - End Time ~ | Location - Description - 0 Click to Add -

Tables 2 || *] (New) il sorthtes )]

E Events Al sertzto A

Queries ES ) c

@ Current Events Ee

B o =3 Field Width

@ Event Details Hide Fields

@ Event List Unhide Fields

Reports = ﬁ Freeze Fields

E All Events Unfreeze All Fields

[l current Events # | Fin

Il Event Details ‘ﬁ‘ Insert Field

E Events By Week _J_il L

Bl Today's Events Jx e

Eﬁ Rename Field
W' Delete Field
Record: M 1ofl L i Mo Filter | Search
Datasheet View Num Lock | B i




Trabajar tabla en “design view”

Table Tools
External Data

Database Tools Design

Je==1

ZeaInsert Rows [zz=0
3 E] E=

?“Delete Rows
on g . Property Indexes = Create Data Rename/Delete
‘:’-rjMOd'fY Lookups Sheet Macros ~ Macro

s =

= ==

Relationships Object

Dependencies

i e |

Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Obijects ) « || Events | X
|5._=a,m,, |p Field Name Data Type Description -
e = I® D AutoNumber =
FH Events Title ! Text !
. — Start Time Date/Time
e £ End Time Date/Time
; Current Events Location Text
Forms S Description Memo [~]
E2l Event Details Attachments Attachment
3 Event List
Reports =
Bl anEvents
Eﬂ Current Events
I Event Details
-
[l Events By Week Field Properties
=] Today's Events
General |Lookup
Format -
Caption \:I
Default Value
Validation Rule
Validation Text
Required Mo The data type determines the kind of values
Allow Zero Length Mo that users can store in the field, Press F1 for
Indexed No help on data types.
Unicode Compression  |Yes
IME Mode Mo Contral
IME Sentence Mode Phrase Predict
Smart Tags
Text Format Rich Text
Text Align General 57

Design view. F& = Switch panes. F1 = Help,

Num Lock | B i




Borrar campo de una tabla

External Data

Database Tools

Fields

Table Tools

Table

o o e |

M 4 Cut ? 4| Ascending 7 Selection ~ e MNew Z Totals _]J'_} fac Replace Calibri .11 b
L 53 Copy il Descending TjAd\ranced e R =8 Save ? Spelling = GoTo~
Vifw Feste # Format Painter Filter %7 Remove Sort W Togagle Filter Ri‘fﬁevsh X Delete ~ El\dore - e g Select ~ B I U é Tl & ’ =S
Views Clipboard (] Sort & Filter Recaords Find Text Formatting (]
All Access Objects ® « || Events | X
|s._=a,m,, |p ID - Title " - Start Time - End Time - | Location - Description - 0] Click to Add -
Tables = ||* il somAtoL 90)
£ Events Al sortZto A
Queries 3 &
@ Current Events Fe
Forms 2 3 Field Width
=S| Event Details Hide Fields
|?_E-| Event List Unhide Fields
Reports £ ﬁ Freeze Fields
E All Events Unfreeze All Fields
[ current Events # F
[  Event Details 4{ Insert Field
Bl Events By Week _:il
Bl Today's Events S
=l Rename Field
#' Delete Field
Record: M 4 1ofl M % Mo Filter | Search

Datasheet View




Anadir campos a tabla

o e S|

Table Tools
Home Create External Data Database Tools Fields Table [~
A ' ! - R
A d Wz select - =i New Z Total 2ac Replace
M ~ r 4] Ascending {7 selection 2 otals _} ac Rep Calibri
N %] Descending V= Advanced - . =5 save 7 spelling = GoTo~
View e Filter Refresh Find
- # Format Painter &5 Remove Sort 7 Toggle Filter | Ay~ 2% Delete ~ E34 More ~ lg Select = B 7 U
Views Clipboard ] Sort & Filter Records Find [F]
All Access Objects & « || 2 Events | X
|gm,m,, |p ID - Title - Start Time - End Time - i) Click to Add  ~
4] sortatoz
Tables x || * i i 0o}
E Events Al SortZto A
Queries * =2
ﬂ Current Events i Pa
Forms A B3 Field Width
= Event Details Hide Fields
8| Ewent List Unhide Fields
Reports x EH Freeze Fields
ﬂ All Events Unfreeze All Fields
Bl Current Events # F
[l Event Details ‘-‘ﬁ“ Insert Field
ﬂ Events By Week -i' L
[l Today's Events Je Expre
Eﬁ Rename Field
W' Delete Field
Record: W 1ofl Ll i Mo Filter | Search

Datasheet View




Anadir datos a la tabla

Table Tools o o S
Home Create External Data Database Tools Fields Table [~

M & Cut Y ElAscending Y//Selection' o New Z Totals 2ac Replace Calibri Tz

N =3 Copy il Descending TjAd\ranced - e =8 save ?Spelling = GoTo~

Vifw Foste # Format Painter Filter ¢ Remove Sort ¥ Toggle Filter Ri\fﬂefh X Delete ~ B More ~ Find Ly select~ B 7 U | A% &~

Views Clipboard F} Sort & Filter Records Find Text Formatting P

All Access Objects = « || Events | X
|5._wm,, |p D - Title - Start Time - End Time ~ | Location - Description - 0 Click to Add  ~

T x 1 Graduacion 5/31/2011 5/31/2011 Mayaguez | Graduacion o)

FH Events i | @(0]

Queries S

@ Current Events

Forms E

=S| Event Details

-S| Event List

Reports x

B anevents

ﬂ Current Events

Il Event Details

Ei Events By Week

i Today's Events

Record: 4 4 2 of 2 L % Mo Filter | Search

Datasheet View Num Lock i i 4




-

eleccione “Externa

ata” para

importar informacion

File Home Create External Data Database Tools [~y 7
':':j }ﬁ; @ :n:; o] Text File ':':j 4] Access L‘:‘:I Iﬂ]
I h - = =
- 9y #3 XML File =5 st s v Ely word Merge =y
Saved Excel Access ODBC Saved  Excel Text XML PDF  E-mail = Create Manage
Imports Database 3; Mare ~ | Exports File File  orXPs S0 More ~ E-mail Replies
Import & Link Export Collect Data
All Access Objects @ «
Search. R
jabic £ Select the source and destination of the data
F Events
Queries 3
ﬁ Current Events Specify the source of the data.
Forms 3 )
2] Event Details File name: C:\Users\Paola Marie\DocumentsY|
-S| Event List
Reports Py Specify how and where you want to store the data in the current database.
B anevents @ Import the source data into a new table in the current database.
{8 current Events If the specdified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.
I Event Details
B Events By Week ) Append a copy of the records to the table: | Fients
= § If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
Today's Events to the source data will not be reflected in the database.
() Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.
Ready

Num Lock |
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