DATATYPES
This document provides you with a general overview of data types. Every field in any database table has properties which define the characteristics and or behavior of that given field. The most important of all these properties is the Data type property.
This summary will try to detail data types used in access table fields. In this document, we explain briefly the Lookup fields works allowing multiple values. 
A field's data type determines many other important field qualities, such as:
· How you can use the field in expressions.
· The maximum size of a field value.
· Whether the field can be indexed.
· Which formats can be used with the field.
Text/ShortText (Character) - Alphabetic text or numbers that can't be calculated. Examples of such fields are names, addresses, subject names, Course names, Telephone number, etc. It can contain up to 255 characters.
Number (Integer) - Numerical data you can calculate but not relating to money e.g. Age, Course Duration, Score, Number of items in stock, etc. (whole number or fractional).
Currency - Are numerical monetary values that can be calculated and may have a currency symbol or not such as £56000.05,56,000.05/=, 56000.05, etc. Suitable for fields like salary, Gross pay, Net pay, PAYE, School dues, etc.
Memo/LongText - It is for lengthy descriptive text and numbers usually several sentences or paragraphs. It can contain a maximum of 32,000 characters. Suitable for fields like Remarks, Comments, particulars, Descriptions, etc.
Date/Time - For month, date and time values that are in the form dd/mm/yy or dd-mm-yy i.e. date /month/Year for the dates and Hr: Min: Sec ie Hour: Minutes: Seconds for time values. Suitable for fields like Date of birth, Date of Joining, On/Off set date/time, Date/Time of Departure/Arrival, etc.
AutoNumber {Counter} - a number that automatically increments for each record you enter. It stores sequential numbers entered automatically by MS Access starting with one. They are unique i.e. different from each other and can make good primary keys. Suitable for fields like Reg. No, 10 No., Membership no. Employee Id,Index Number, User Id, Patient Id etc.
Yes/No {Logical} - Where you can enter and Store only one value or answer out of the available two options but not both. Suitable for fields like True/False, On/Off, Smoker/Non-smoker, Ugandan/Non-Ugandan, In/Out, Cash/Credit, etc. It is also called Logical or Boolean data type.
Object Linking and Embedding {OLE} - For object data and other binary info such as sounds, symbols, graphics/pictures such as signatures, thumbprints, company logos, one's photo, etc.
Hyperlink - Stores data in form of hyperlinks, which are the blue-colored hotspots or connections that can be clicked to open other pages or documents e.g. email address, website, Bookmarks, etc.
Attachment - used an attachment field to attach multiple files, such as images, to a record.
Calculated - The calculations can include values from fields in the same table as well as built-in Access functions.

NOTE: The calculation cannot include fields from other tables or queries.

Create a calculated field
1. Open the table you wish to add the calculated field by double-clicking it in the Navigation Pane.
2. Add the field or table column and select calculated data type.
3. Access will display an Expression Builder.
4. Right click and select build
5. In the expression builder dialog, start typing the calculation that you want for this field, for example: [Quantity] * [Price]
NOTE    It is not necessary to precede the expression with an equal sign (=) as is the case with Microsoft Excel.
6. Click OK.
Access adds the calculated field, and then highlights the field header so that you can type a field name or use the Caption field property to assign your field a name.

Lookup Wizard - A Lookup field displays either a list of values that is retrieved from a table or query, or it displays a static set of values that you specified when you created the field.
In the Lookup Wizard, you can enter either a static list of values or specify a source for the values that you want to retrieve, such as a field in a table. The data type of a Lookup field is either Text or Number, depending on the choices that you make in the wizard.
It's suitable for repetitive data such as marital status: Single, Married, Separated, Divorced, Widowed, Never married, etc.
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