Creating a Database

Objectives

After completing this lab, you will know how to:

Plan, create, and modify a database.
Create and save a table structure.
Define field names, data types, field properties, and primary key fields.
Enter and edit data.

Add attachments.

Change views.

Adjust column widths.

Use the Best Fit feature.

Create a second table.

Navigate among records.

Add, copy, and move fields.

Add and delete records.

Document a database.

Preview and print a table.

Change page orientation.

Close and open a table and database.
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AC1.2

CASE STUDY

Lifestyle Fitness Club

You have recently accepted a job as a human resources
administrator with Lifestyle Fitness Club. Like many fit-
ness centers, Lifestyle Fitness Club includes exercise
equipment, free weights, aerobics classes, tanning
and massage facilities, a swimming pool, a steam
room and sauna, and child-care facilities. In addition,
it promotes a healthy lifestyle by including educa-
tional seminars on good nutrition and proper exer-
cise. It also has a small
snack bar that serves
healthy drinks, sand-
wiches, and snacks.

The Lifestyle Fitness
Clubs are a franchised
chain of clubs that are
individually owned. You
work at a club owned
by Felicity and Ryan
Albright, who also own
two others in California.
Accounting and employ-
ment functions for all
three clubs are handled
centrally at the Landis
location.

You are responsible
for maintaining the
employment  records
for all employees, as

well as records for traditional employment activities
such as hiring and benefits. Currently the club employ-
ment records are maintained on paper forms and are
stored in file cabinets organized alphabetically by last
name. Although the information is well organized, it
still takes time to manually look through the folders
to locate the information you need and to compile
reports from this data.

The club has
recently purchased new
computers, and the
owners want to update
the employee record-
keeping system to an
electronic database
management  system.
The software tool you
will use to create the
database is the data-
base application Micro-
soft Access 2010. In
this lab, you will learn
about entering, editing,
previewing, and printing
information in the data-
base you create for the
club.
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Fields can contain attachments such as pictures or files.
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The following concepts will be introduced in this lab:
1 Database A database is an organized collection of related information.

2 Object An Access database is made up of several types of objects, such as a table or
report, consisting of many elements. An object can be created, selected, and manipulated
as a unit.

3 Data Type The data type defines the type of data the field will contain. Access uses the
data type to ensure that the right kind of data is entered in a field.

4 Field Property A field property is a characteristic that helps define the appearance and
behavior of a field.

5 Primary Key A primary key is a field that uniquely identifies each record.

6 Relationship A relationship establishes the association between common fields in two
tables.

7 Subdatasheet A subdatasheet is a data table nested within a main data table;
it contains information that is related or joined to the main table.

The Lifestyle Fitness Club recently purchased the 2010 Microsoft Office Sys-
tem software suite. You are very excited about learning to use the Access 2010
database management system to store and maintain the club’s records.

[:[lnﬂept a Database

A database is an organized collection of related information. Typically, the information in a database is stored in
a table consisting of vertical columns and horizontal rows. Each row contains a record, which is all the informa-
tion about one person, thing, or place. Each column is a field, which is the smallest unit of information about

a record. Access databases can contain multiple tables that can be linked to produce combined output from

all tables. This type of database is called a relational database. Read more about relational databases in the
Introduction to Microsoft Office 2010.

The Lifestyle Fitness Club plans to use Access to maintain several different
types of databases. The database you will create will contain information
about each club employee. Other plans for using Access include keeping track
of members and inventory. To keep the different types of information separate,
the club plans to create a database for each group.
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Good database design follows two basic principles: Do not include duplicate
information (also called redundant data) in tables and enter accurate and
complete information. Redundant data wastes space, wastes the time that
is required to enter the same information multiple times, and consequently
increases the possibility of errors and inconsistencies between tables. The
information that is stored in a database may be used to make business deci-
sions and if the information is inaccurate, any decisions that are based on the
information will be misinformed.

To attain these principles, the database design process is very important
and consists of the following steps: plan, design, develop, implement, and
refine and review. You will find that you will generally follow these steps in
order as you create your database. However, you will probably retrace steps as
the final database is developed.

(stp—Jpesorpuon

Plan The first step in the development of a database is to define the purpose of the database in
writing. This includes establishing the scope of the database, determining its feasibility,
and deciding how you expect to use it and who will use it.

Design Using the information gathered during the planning step, you can create an implementation
plan and document the functional requirements. This includes finding and organizing the
information required for the database and deciding how this information should be divided
into subject groups. You also need to think about the types of questions you might want
the database to answer and determine the types of output you need such as reports and
mailings.

Develop Using the design you created, you are ready to create tables to hold the necessary data.
Create separate tables for each of the major subjects to make it easier to locate and modify
information. Define fields for each item that you want to store in each table. Determine how
tables are related to one another; and include fields to clarify the relationships as needed.
Try not to duplicate information in the different tables.

Implement After setting up the tables, populate the tables by entering sample data to complete each
record. Then work with the data to make sure it is providing the information you need.

Refine and Review  Refine the design by adding or removing fields and tables and continue to test the data
and design. Apply the data normalization rules to see if the tables are structured correctly.
Periodically review the database to ensure that the initial objectives have been met and to
identify required enhancements.

As you develop the employee database for the Lifestyle Fitness Club, you will
learn more about the details of the design steps and how to use Access 2010 to
create a well-designed and accurate database.

PLANNING THE CLUB DATABASE

Your first step is to plan the design of your database tables: the number of
tables, the data they will contain, and the relationship between the tables. You
need to decide what information each table in the employee database should
contain and how it should be structured or laid out.

You can obtain this information by analyzing the current record-keeping
procedures used in the company. You need to understand the existing proce-
dures so that your database tables will reflect the information that is main-
tained by different departments. You should be aware of the forms that serve
as the basis for the data entered into the department records and of the infor-
mation that is taken from the records to produce periodic reports. You also
need to determine whether there is information that the department heads
would like to be able to obtain from the database that may be too difficult to
generate with current procedures.

Designing a New Database AG1.5




After looking over the existing record-keeping procedures and the reports
that are created from the information, you decide to create several separate
tables of data in the database file. Each table should only contain information
about the subject of the table. Additionally, try not to duplicate information in
different tables. If this occurs, create a separate table for this information. Cre-
ating several smaller tables of related data rather than one large table makes it
easier to use the tables and faster to process data. This is because you can join
several tables together as needed.

The main table will include the employee’s basic information, such as
employee number, name, birth date, and address. Another will contain the
employee’s job title and work location only. A third will contain data on pay
rate and hours worked each week. To clarify the organization of the database,
you sketched the structure for the employee database as shown below.

Club Records Database

Employee Records Table
Emp # Last Name First Name Street City State | Zipcode Phone Birth Date
7721 Brown Linda — —
—— 7823 Duggan Michael — —
[ ] [ ) [ ] [ ] [ ] [ ] [ ]
[ ) [ ] [ ) (] [ ] [ ] ] [ ]
[ ) [ ] [ ) [ ] [ ] [ ] L] [ ] [ ]
link on link on common field
common field o, s Table Pay Table
Emp # Location Position Emp # Pay Hours
7721 lona Greeter 7721 8.25 30
L 7823 Fort Myers | Server - 7823 7.50 20
[ ] [ ) [ ) [ ] [ ] [ ]
[ ] [ ) [ ] [ ] [ ] [ ]
[ ] [ ) [ ] ] [ ] [ ]
°

Now that you have decided what information you want to include in the tables,
you are ready to create a new database for the employee information using the
Microsoft Access 2010 database management program.
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@ Start the Access 2010
application.

Having Trouble?

See the Introduction to Microsoft Office
2010 for information about starting an
Office application and for a discussion
of features that are common to all Office
2010 applications.

Your screen should be similar to
Figure 1.1

Additional Information

Backstage view can be accessed
anytime by opening the File tab.

Additional Information

Depending on your Windows settings,
your screens may not display file
extensions.

Having Trouble?

For information on how to save a file,
refer to the Saving a File section in the
Introduction to Microsoft Office 2010 lab.

Creates blank new database file

@l = | Microsoft Access = e =
Home  Creste  ExternalData  Datgifase Tools (7]

Blank database

Available Tempfates

Aume

&5 Open

: g % 0 m .8

Blank Blank web Recent Sample
database database templates  templates

My templates
Recent Office.com Templates Search Office.com for templates -
New
— ey \, s
3 il
= . 7. L
M g L[ e

Assets Contacts

Non-profit Projects

Help

2] Options
Exit

File Name

Databasel =]

C\Users\User Name\Documents\,

B

Create

Enter name for new Click to browse

locations to save file

database file

Figure 1.1

When Microsoft Access first opens, the New tab of Backstage view is open and
ready for you to create a new database. Several methods can be used to cre-
ate a new database. One method is to use one of the many templates that are
provided by Microsoft as the basis for your new database. A database template
generally includes the data structure, tables, queries, forms, and reports for
the selected type of database. Another method is to start with a blank data-
base that contains the basic database objects and then add your own content.
Although using a template is sometimes the fastest way to create a database, it
often requires a lot of work to adapt the template to suit the needs of the exist-
ing data. A third option is to copy or import data from another source into an
Access database file. Finally, you can use a custom template that you created
and saved as the basis for your new database.

You decide to create the club database from a blank database file. The Blank
Database template includes the basic structure for a database file, but it does
not include a data structure that is specific to a type of database.

Additionally, when creating a new database, you need to enter a file name
and specify the location on your computer where you want it saved. The File
Name box displays Databasel, the default database file name. After you spec-
ify the file name you want to use and the location to which it should be saved,
Access will display the file extension .accdb after the file name. This identifies
the file as an Access 2010 database.

AC1.7
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Shutter Bar button opens

Navigation pane and closes Navigation pane Open tab Database file name
@ If necessary, click gation p

in the Availabl /
—— e Available Al = |= | /C\uh Employees : Database (Access 2007) - Microsoft Access = @ =
Templates section of Hdme Create External Data tabase Tools Fields Tabla a @
. b}j [:j [E3 Date & Tim S Name & Capti = — [=]
the New window. g | o N}m%er i o8 N e | EDetmut Object tab displays name of - g Va;i:;w
e e M_m o S Pioad open object in work area ;md S
@ Replace the text in Al Access Objecs @« | o —
the File Name text e 2 [ e S =
. Tables = ew
bOX Wlth C|Ub £ Tablel
Employees ls «— Mouse pointer

Having Trouble? )
Table object

If the default file name is not
highlighted, triple-click on it to
select the entire file name.

created

Work area displays
open table object

Additional Information

You do not need to type the file
extension, as Access will add it
automatically for you. View buttons

Current view

® Click E to browse | T e =
locations. | ggpengetView | hum Lock | (] %
Figure 1.2

® Specify the Status bar
appropriate drive and
folder where you will
save your database
files (check with your
instructor if you are
not sure).

o ciick__ok |

® Click 1

Create

Your screen should be similar to
Figure 1.2

The blank database file is opened in the Access application window. The name
of the database, Club Employees, followed by the application name appears in
the window title bar.

Having Trouble?

If your screen looks slightly different,
this is because Access remembers
settings that were on when the program
was last used.
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EXPLORING THE ACCESS WINDOW

Located below the title bar is the Access 2010 Ribbon, which contain the com-
_ mands and features you will use to create and modify database objects. The
Rleeafn:r%‘ém}gg Itgt:nr::ﬁ)esg;agf‘frizznz'gm Access Ribbon always has four main tabs available: Home, Create, External
(Do ilF e R R T (e (R Data, and Database Tools. Additional contextual tabs will appear as you per-
tab, Ribbon, galleries, and other features  form different tasks and open various windows. In this case, the Table Tools
m)tl;zigﬁ:‘mo" D ellitnEs AU U Fields and Table contextual tabs are available to help you create a new table.
' The Table Tools Fields tab is currently open and contains command buttons
that are used to perform basic database functions specifically relating to the

fields within the table.

The mouse pointer appears as L\) on your screen. The mouse pointer
changes shape depending upon the task you are performing or where the
pointer is located in the window.

The large area below the Ribbon is the work area where different Access
components are displayed as you are using the program. When a new data-
base file is created, it includes one empty table named Tablel. A table is the
main structure in a database that holds the data. It is one of several different
database components or objects that can be included within the database file.

Concept o Object

An Access database is made up of several types of objects, such as a table or report, consisting of many
elements. An object is a database component that can be created, selected, and manipulated as a unit. The
basic database objects are described below.

Additional Information

Table Store data.

Query Find and display selected data.

Form View, add, and update data in tables.
Report Analyze and print data in a specific layout.

The table object is the basic unit of a database and must be created first, before any other types of objects are
created. Access displays each different type of object in its own window. You can open multiple objects from the
same database file in the work area; however, you cannot open more than one database file at a time in a single
instance of Access. To open a second database file, you need to start another instance of Access and open the
database file in it.

The work area displays a tab containing the table name for the open table. It is
used to switch between open objects in the work area. There is currently just
one tab because only one object is open.

Just below the work area, the status bar provides information about the
task you are working on and about the current Access operation. Currently,
You will learn more about tables and the  the left end of the status bar displays Datasheet view and the right end dis-
different database views shortly. . .-

plays two buttons that are used to change the view. In addition, the status
bar displays messages such as instructions to help you use the program more
efficiently.

Additional Information

Creating and Naming the Database File ACG1.9




USING THE NAVIGATION PANE

The Navigation pane along the left edge of the work area displays all the

objects in the database and is used to open and manage the objects. Because

your database only contains one object, Tablel, that is the only object listed

in the pane. When there are many different objects, the pane organizes the
objects into categories and groups within each category. It is used to quickly

The items in the Navigation pane can be access the different objects

organized differently by using the menu . . L . .

at the top of the pane. The Navigation pane is always displayed, but it can be collapsed to a bar
to provide more space in the work area. The Shutter Bar close button ,

located in the upper-right corner of the pane, is used to show or hide the pane.

Additional Information

Each column displays a field

® Click to close the
NaVigation pane Al I | Club Employees: Database (Access 2007) - Microsoft Access = & =
- Home Create External Data Database Tools Fields Tabla @ 0
4 - g [53 Date & Time - ' Name & Capt i T D - =3
-7 — i = . ab|
% AB 12 - o SN j" G s = o Lﬁ
View Text Numffer Currency _ s DU i Modify 0 M i o ’ validation
. - ] 7 t ? 6 .0 ¢
Your screen should be similar to Views | Add & Delete. I Properties Formatting Field Validation.
Figure 1.3 » ||FErae Gyl I £
= D - clcktondd - €«——  Header row contains field names —
*
//' (New) | \

Select All button
/ Each row contains a record

Select Record button A" identifies end of . .
Field data is

entered in a cell

table where new record
can be entered

o
Navigation pane =
s
reduced to a bar - Datasheet view
£ ]
z displays table as
— .
a grid of rows and
Current Record box indicates
columns
total number of records as well as
current number
Record navigation bar | Record: 4« 10f1 " % Mo Filter | Search —
Data!heet\/iamlT, IT' Hum Lock |[E5] 4
T T Figure 1.3

Record navigation buttons

The Navigation pane is reduced to a bar along the left side of the window,

Riiar Mothod and the work area expands to fill the space. The pane can be easily displayed

You also can press to open/close . <1 . . B
the Navigaﬁoﬁ pan&- : again by clicking . You will learn more about using the Navigation pane

throughout the labs.

In anticipation of your entering information in the table, Access displays the
blank table in Datasheet view, one of several different window formats, called
views, that are used to display and work with the objects in a database. Each
view includes its own Ribbon tab that contains commands that are designed
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to work with the object in that view. The available views change according to
the type of object you are using. For example, when working with reports the
available views are report view, print preview, layout view, and design view; yet
when working with datasheets the viewing options are design view and data-
sheet view. The basic views are described in the following table.

[view ———upose

Datasheet view Provides a row-and-column view of the data in tables or query results.

Form view Displays the records in a form.

Report view Displays the table data in a report layout.

Design view Used to create a table, form, query, or report. Displays the underlying design structure, not
the data.

Layout view Displays the object’s data while in the process of designing the object.

Print Preview Displays a form, report, table, or query as it will appear when printed.

Datasheet view is a visual representation of the data that is contained in a
database table. It consists of a grid of rows and columns that is used to display
Entering information in Datasheet view each field of a table in a column and each record in a row. The field names are
:Esx\clzmso'?;gﬁgglworkmg Il icoectt displayed in the header row at the top of the datasheet.

Below the header row is a blank row. The intersection of the row and col-
umn creates a cell where you will enter the data for the record. The square to
the left of each row is the Select Record button and is used to select an entire
record. The record containing the insertion point is the current record and is
identified by the color in the Select Record button. The * in the Select Record
button signifies the end of the table or where a new record can be entered.

The bottom of the work area displays a Current Record box and record nav-
igation buttons. The Current Record box shows the number of the current
record as well as the total number of records in the table. Because the table
does not yet contain records, the indicator displays “Record: 1 of 1” in antici-
pation of your first entry. On both sides of the record number are the record
navigation buttons, which are used to move through records with a mouse.
In addition, two buttons that are used to filter and search for data in a table
are displayed. You will learn about using all these features throughout the text.

Additional Information

DEFINING TABLE FIELDS

Now you are ready to begin defining the fields for the table. You have already
decided that the main table in this database will include the employee’s basic
information such as employee number, name, birth date, and address. Next,
you need to determine what information you want to appear in each column
(field) about the subject recorded in the table. For example, you know you
want to include the employee’s name. However, should the entire name be in
a single column or should it appear as two separate columns: first name and
last name? Because you may want to sort or search for information based
on the employee’s name, it is better to store the information in separate col-
umns. Similarly, because the address actually consists of four separate parts—
address, city, state, and zip code—it makes sense to store them in separate
columns as well.

Generally, when deciding how to store information about a subject in a
table, break down the information into its smallest logical parts. If you com-
bine more than one kind of information in a field, it is difficult to retrieve
individual facts later.

After looking at the information currently maintained in the personnel
folder for each employee, you have decided to include the following fields in
the table: Employee #, Hire Date, Last Name, First Name, Address, City, State,
Zip Code, Home Phone, Birth Date, and Photo. The data for the first employee
record you will enter is shown below.

Creating a Table ACG1.11




Having Trouble?

For more information on moving
through, entering, and editing text, refer
to the section Entering and Editing Text
in the Introduction to Microsoft Office
2010.

® Click in the blank cell
below the Click to
Add column header.

® Type 04731

Having Trouble?

If you make an error while typing an

entry, use the key to
delete the characters back to the error
and retype the entry.

©® Press («Enter).

Your screen should be similar to
Figure 1.4

AC1.12

Employee # 04731

Hire Date August 19, 2005
Last Name Marchant

First Name Roberta
Address 564 Palm Avenue
City Landis

State CA

Zip Code 92120-3741
Home Phone (507) 555-4990
Birth Date May 18, 1987
Photo/Resume Roberta.jpg

ENTERING FIELD DATA

Notice that the first field in the table, ID, is already defined. The ID field is
always included in a table when it is first created. It automatically assigns a
number to each record as it is added to a table and is useful for maintaining
record order. The second column header displays Click to Add and is used to
add a new field in the table.

In Datasheet view, you can enter data for a record and create a new field at
the same time. The first field of data you will enter is the employee number,
which is assigned to each employee when hired. Each new employee is given
the next consecutive number, so that no two employees can have the same
number. Each number is a maximum of five digits.

When you enter data in a record, it should be entered accurately and con-
sistently. The data you enter in a field should be typed exactly as you want it
to appear. This is important because any printouts of the data will display the
information exactly as entered. It is also important to enter data in a consistent
form. For example, if you decide to abbreviate the word “Avenue” as “Ave.” in
the Address field, then it should be abbreviated the same way in every record
where it appears. Also be careful not to enter a blank space before or after a
field entry. This can cause problems when using the table to locate information.

Al 9~ = | | Club Employees : Database (Access 2007) - Microsoft Access = B =R
Home Create Bxternal Data Database Tools Fields Table a 0
» =3 Date & Time i Name & Capti '3 D E - Require Lo
M A8 12 SN = fv  [ab] vy
— == [ Yes/No Default Va “ ormat bt =5
View | Text Number Currency _ lete Modity Modify M validation
il More Fields ~ ™ Field ol Eihressin: SEe § v ] ,
Views _Add & Delete. Pioperties Formatting_ _Field validation
» || 2] Tabler x
1D - Field1l Click to Add -
1 s Default field name

for first field

£
* (New]\

ID field assigns a

number to each record Employee number

as it is added for first record is

missing leading zero

Navigation Pane

Record: 4 lofl LI { No Filter | Search
Datashest View

num Lock |[E] &

Lab 1: Creating a Database

Figure 1.4
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® Double-click on the
Field1 column header.

e Type Employee #
(be sure to include a
space before the #).

Another Method

You also can choose Rename Column
from the column header’s shortcut
menu.

Additional Information

The field name can be typed in
uppercase or lowercase letters. It will be
displayed in your database table exactly
as you enter it.

Your screen should be similar to
Figure 1.5

The employee number for the first record is entered in the table and Access is
ready for you to enter the data for the next field. However, notice the leading
zero is no longer displayed in the employee number you just typed. You will
learn the reason for this and how to correct it shortly.

The new field has been assigned the default field name of Field1. Also notice
that the ID field displays the number 1 for the first record entered in the table.

CHANGING FIELD NAMES

Before entering more data, you want to replace the default field name with a
more descriptive field name. A field name is used to identify the data stored
in the field. A field name should describe the contents of the data to be entered
in the field. It can be up to 64 characters long and can consist of letters, num-
bers, spaces, and special characters, except a period, an exclamation point,
an accent grave (), or brackets ([]). You also cannot start a field name with a
space. It is best to use short field names to make the tables easier to manage.

A H92- |= I Club Employees : Database (Access 2007) - Microsoft Access o B R
Home  Create  ExternalData  DatabaseTools | Fields | Table o @
ngv AB 12 L2 Eyoateatime [&F Name & Caption ;‘ D ~ [ Required =
e == [ Yes/No ") Default Value J- Format: - [0 unique =3
View | Text Number Currency _ Delete WMo [ e = validation
5 i More Fields ~ : | R B g, | HE0 [T Indexed 5
Views | Add & Delete | Properties Formatting Field Validation
» ij Tablel X
| ID - Employee# ClicktoAdd -
1 4731
* (New)
Field name is descriptive
of field contents
o
2
=
&
2
&
-
=
&
=z
Record: 4 LN ! o Filter Search 1l
Datasheet View Hum Lock |[IE)] &
Figure 1.5

The highlighted text is deleted and replaced by the new field name you typed.
You realize that “Employee ID” is the more common term used on company
forms, so you decide to use this as the field name instead. As you enter text,
you are bound to make typing errors that need to be corrected. You also may
want to edit or update information. In this case, you want to edit the field
name you are currently working on. The insertion point is already in the cor-
rect position and you just need to delete the character to the left of it.
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® Press to
delete the # symbol.

® TypelD

® Press (—Enter).

® Press to close
the Data Type
shortcut menu that
appears for the next
field.

Additional Information

You will learn about the Data Type
shortcut menu shortly.

® Click in the cell
containing the
Employee ID number.

Your screen should be similar to
Figure 1.6
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Figure 1.6

The field name has been completed, and it is now easy to know what the data

in that column represents.

DEFINING FIELD DATA TYPE

As you noticed, the leading zero of the Employee ID number has been dropped.
This is because Access automatically detects and assigns a data type to each
field based upon the data that is entered. In this case, the field entry consisted
of numbers only, and Access assigned the field a Number data type. This data

type drops any leading zeros.

Lab 1: Creating a Database
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Concept O Data Type

The data type defines the type of data the field will contain. Access uses the data type to ensure that the right
kind of data is entered in a field. It is important to choose the right data type for a field before you start entering
data in the table. You can change a data type after the field contains data, but if the data types are not compat-
ible, such as a text entry in a field whose data type accepts numbers only, you may lose data. The data types are
described in the following table.

Data Type

Text

Memo

Number

Date/Time

Currency

AutoNumber

Yes/No

OLE Object

Hyperlink
Attachment

Calculated

Additional Information

Purpose

Use in fields that contain alphanumeric data (words, combinations of words and numbers, and numbers that are not used in
calculations). Text field entries can be up to 255 characters in length. Names and phone numbers are examples of Text field
entries. Text is the default data type.

Use in fields where you want to store more than 255 characters of alphanumeric data. A Memo field holds up to 1 GB of
characters or 2 GB of storage, of which 65,535 characters can be displayed. Text in this field can be formatted.

Use in fields that contain numeric data only and that will be used to perform calculations on the values in the field. Number
of units ordered is an example of a Number field entry. Leading zeros are dropped. Do not use in fields involving money or
that require a high degree of accuracy because Number fields round to the next highest value. Fields that contain numbers
only but will not be used in calculations are usually assigned a Text data type.

Use in fields that will contain dates and times. Access allows dates from AD January 1, 100, to December 31, 9999. Access
correctly handles leap years and checks all dates for validity. Even though dates and times are formatted to appear as a date or
time, they are stored as serial values so that they can be used in calculations. The date serial values are consecutively assigned
beginning with 1, which corresponds to the date January 1, 1900, and ending with 2958465, which is December 31, 9999.

Use in number fields that are monetary values or that you do not want rounded. Numbers are formatted to display decimal
places and a currency symbol.

Use when you need a unique, sequential number that is automatically incremented by one whenever a new record is added to
a table. After a number is assigned to a record, it can never be used again, even if the record is deleted.

Use when the field contents can only be a Yes/No, True/False, or On/Off value. Yes values are stored as a 1 and No values as 0
so that they can be used in expressions.

Use in fields to store an object from another Microsoft Windows program, such as a document or graph. Stores up to 1 GB.
The object is converted to a bitmap image and displayed in the table field, form, or report. An OLE server program must be
on the computer that runs the database in order to render the object. Generally, use the Attachment field type rather than
OLE Object field type because the objects are stored more efficiently and doing so does not require the OLE server.

Use when you want the field to store a link to an object, document, Web page, or other destination.

Use to add multiple files of different types to a field. For example, you could add a photograph and set of resumes for each
employee. Unlike OLE Object fields, the files are not converted to bitmap images and additional software is not needed

to view the object, thereby saving space. Attachments also can be opened and edited from within Access in their parent
programs. Size limit is 256 MB per individual file, with a total size limit of 2 GB.

Use this data type to create a calculated field in a table. For example, you could calculate the units on hand by the cost to
determine the inventory value. You can then easily display or use the results of the calculation throughout your database.
Whenever a record is edited, Access automatically updates the Calculated fields, thereby constantly maintaining the correct
value in the field. Note that a Calculated field cannot refer to fields in other tables or queries.

Notice in Figure 1.6 that the Data Type box in the Formatting group shows
the current data type for the field is Number. Access accurately specified this

If Access does not have enough data type because the Employee ID field contains numbers. However, unless

information to determine the data
type, it sets the data type to Text.

the numbers are used in calculations, the field should be assigned the Text
data type. This designation allows other characters, such as the parentheses or
hyphens in a telephone number, to be included in the entry. Also, by specifying
the type as Text, leading zeros will be preserved.

You need to override the data type decision and change the data type for
this field to Text.
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Alld 9~ [ | Club Employees : Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Fields Table @ 0
b2 | AB [:j 53 Date & Time H | 5 Name & capt 1 E bl | ° # Require =
@ Open the ﬁ Teu M}m%g, e B o ) e | z T el v%{
v i More Fields ~ =1 Field Siz Dokl ENp et DN Sett] $ .
| Data Type: Number M | bl LS DJS‘.E.‘.E_ I Shigpeiics Sattiiia Seittuizaiieg
N » || = Tabler X
drop-down menu in D - |Employee It - ClicktoAdd - Text data type
= . e | |
the Formatting group i (Nawi - entries are left-aligned
of the Table Tools \
Fields tab.
® Choose Text. Leading zero displayed
because data type
® Click at the ) changed to Text
beginning of the £
Employee ID entry to g
place the insertion =
point and type 0
® Press to move
to the end of the
entry.
® Press (o) to move to N e s T —
the next column. i i toce ]2

Figure 1.7

Your screen should be similar to The leading zero is now correctly displayed. Also notice that the entry is now
Figure 1.7 left-aligned in the cell space whereas it was right-aligned when the data type
was set to Number. Many data types also include formatting settings that con-
trol the appearance of the data in the field. In this case, the Text field format is
to align the text with the left edge of the cell space. You will learn more about
formatting later in the lab.
Now you are ready to enter the data for the next field, Hire Date.

Al = |= | | Club Employees: Database (Access 2007) - Microsoft Access o B =
Home Create External Data Database Tools Fields Table @ 0
E 4 [ E)Date & Time i (& Name & Caption P T Data Type: Date/Time - [ Required =2
M a8 12 2N Je  [abl
. Type Aug 1 9 i == [ Ves/No "5, Default Value Forma] - | [ Unique ==
’ View | Text Number Currency Delete = validation
2001 # i More Fields ~ nokups Exp ’ [T Indexed =
Views _ Add & Delete Properties Formatting Field Validation
» || = Tabler

Press ID - Employeell - Hire Date VW Data type determined

. (NEW? HEk 8/19/2001 &2 from content of field
Right-click the Field1
column name and
choose Rename Field Data entry formatted
from the shortcut using default date format

menu. of mm/dd/yyyy

Calendar icon

Type Hire Date

Press («Enter).

Press to close
the Data Type shortcut

menu that appears for
the next field.

Navigation Pane

® Click on the hire
date. Recard: 4+ 1ofl | P M pi | % No Filter | Search

Datasheet View

Hum Lock | &

YEJur screen should be similar to Figure 1.8
Figure 1.8
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Additional Information

month calendar for that date when you
click on it.

® Click on Click to Add.

Your screen should be similar to
Figure 1.9

Additional Information

Rich text allows formatting such as
color, bold and italics.

Access correctly determined that the entry is a Date type and displays the date
using the default date format of mm/dd/yyyy.

USING THE QUICK ADD FEATURE

The next few fields you need to enter include employee name and address
information.
First you will add a field for the employee’s last name.

Clicking on Click to Add
activates the Data Type
Quick Add feature

i T T . A
Al | I= | Club Employees : Database (Access 2007) - Microsoft Access o @ =
Home  Create  ExternalData  DatabaseTools | Figlds | Table 2@
hZ 53 Date & Time ' p: - q =3,
B A 12 B9 = fx  [ab] v
== 4 Yes/No v F Formatting ¥ =2

View Text Mumber Currency I * Me Validation

v T More Fields ~ | Mo $ % » 4

Views | {-ﬂd 3 De\Et_E | Pw:::_nan_\e_: F_o_rmamn_g F\é\d,illdjt\ﬂn
» ij Table1 Y x
| ID » |Employee IC » | Hire Date ~ | Click to Add -
1 04731 8/19/2001
5 R . Data type for Last Name should be Text
* (New) 12 Humber
B cyrengy
ED Date&Time
. = /M
| Data types available Y
| fl Lookup & Relationship
in drop-down menu Az Rich Text
AB Memo
I Attachment
@, Hyperlink
o
= Calculated Field
£
= Paste as Fields
21| !
5
=
5|
|
|
|
|
|
|
iREmr(l ] 1ofl LI L Fi Search

Datasheet View Num Lock |[[E] &

Figure 1.9

The Data Type Quick Add menu displays. It lists available data types as well
as formatting that can be used. For example, the Rich Text option is really the
Memo data type with the format property set to Rich Text.

You will choose the Text data type for this field and then define the same
data type for the next field, First Name.
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® Choose Text from the
Data Type drop-down
menu.

® Type Last Name

® Press (—Enter).

® Press(T)key to
select Text as the
data type from the
Quick Add menu.

® Type First Name

@ Press (—Enter).

Your screen should be similar to
Figure 1.10

AC1.18

Lab 1: Creating a Database

Al = = | Club Employees: Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Fields Table & 0

9 [ & oateatime | £ - Require =)
% AB 12 = veso j" B ot (o - 1

View Text Number Currency _ validation

o More Fields « =1 Field S ; i e $ %
Wazee| i Gt Fopercs Fieid Velication.
» || 2] Tabler X
ID » |EmployeeIC »| HireDate - | LastName - | FirstName - ClicktoAdd -.
104731 /192001 Text Data Type Quick Add
* (New) Humber . s
menu is waiting for next
Currency

Date & Time
Yes/No

field to be created
Last Name and First

Name fields added
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Pz pBRdAWES E

Hyperlink
Calculated Field
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Figure 1.10

Using the Data Type Quick Add menu made it easy to quickly define the data
type and specify the field name. It is again waiting for you to choose your
next field type. You will add the remaining address fields using a different
technique.

USING FIELD MODELS

Another way you can specify field names is to select them from a menu of
predefined fields called field models. Each field model definition includes
a field name, a data type, and other settings that control the appearance and
behavior of the field.

Some field models consist of a set of several fields that are commonly used
together. For example, the Address field model comes with a field for the street
address, city, state, and zip code. You will use the Address field model to add
the address fields next.
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® Click
Bl More Fields -
in the Add & Delete

group of the Table
Tools Fields tab.

® Scroll the menu until
you see the Quick
Start section.

® Choose Address.

Your screen should be similar to
Figure 1.11

Al = = | Club Employees : Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Fields Table @ 0

E‘(" AB 12 [ E}Date & Time  {§ |5 Name & Caption 1 / Data Type: Text = [ Rrequired =3
L == X
e == [ YesMo 7 Default Value . Format:  For - [0 unigue =
View | Text Number Currency Delete | _ ' [ validation
v i More Fields ~ =0 Field size 255 Dok Expte $ - [ Indexed -
iews Add & Delete Properties Formatting Field Validation
» i'_‘j Tablel x
Hire Date - | LastName FirstName - | Address - City State Province ZIP Postal 5 Country Region -
8/19/2001

* |

!

Fields added to table using
the Address field model

Opens menu of
additional data types
and field models

Navigation Pane

Horizontal scroll bar

l

Record: 4 ¢ 1ofl r oMb % No Filter | Search 1 i 3
Datasheet View

HNum Lack |[[E)] %

Figure 1.11

The Address, City, State Province, ZIP Postal and Country Region field names
quickly appear in the table headings. Using field models saves time and pro-
vides the basis from which you can start. Once inserted, the field name and
data type can be modified like any other fields.

A horizontal scroll bar may display at the bottom of the work area. This
means there are more fields in the datasheet than can be viewed in the cur-
rently visible work space.

The last remaining field to add is Home Phone. You might have noticed the
Phone option in the More Fields menu of Quick Start Field Models. Because
the Phone field model contains three fields (Home Phone, Fax, and Mobile),
it would not be the best option to use for this table. You will add the Home
Phone field using the Add & Delete group.
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® Move the horizontal
scroll bar to the
right to see the next
available Click to Add
column heading.

® Click on Click to Add.

® Click Nulm%ﬂ in the Add
& Delete group.

@ Type Home
Phone for the field
name.

® Press («Enter).
® Press to close

the last Quick Add
menu.

Your screen should be similar to
Figure 1.12
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Creates a Number

data type field
=] = | Club Employees: Database (Access 2007) - Microsoft Access o B =2
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DELETING A FIELD IN DATASHEET VIEW

The Country Region field that was added as part of the Address field model
is not needed, so you will delete it. Deleting a field permanently removes the
field column and all the data in the field from the table.

=] I= ] Club Employees : Database (Access 2007) - Microsoft Access o B 0=
Home Create External Data Database Tools Fields Table @ 0
(4 7] E)pateaTime |5 Name & Caption 1 3 Data Type: AutoMumber q 0=,
I W as 12 3 - b= Je o[BI U o
o Cllck in the country Vi | vae wilteii x|7 ‘::LNDF . D:J:e § ¢ = [ ; [ 4 _. .: = g Bl e
Region field. Views | s E\DJ:.‘.E‘.E |- eroperies _ Eorntiing Field ¥sliation
» i_j Tablel x
| 1D = EmployeelL » HireDatq - | LastName - | FirstName -| Address - City - | State Province - 2ZIP Postal
;,\P i 04731 8/19/p001
E* (New) T
. Delete | | |
® Click "] in the Add ! _
& Delete group. ! Deletes selected field Country Region field deleted
|
. | [
o ciick|_ve_] |
in response to the g !
message to confirm Hi
that you want to i
permanently delete =
the field.
|
|
Your screen should be similar to
Figure 1.13
Record: 4 ¢ 1ofl PoHE & Mo Fil Search 4 I 3
Datasheet View Hum Lock |[5]

Figure 1.13

Another Method The field is permanently removed from the table.

You also can delete a field in Datasheet
view by choosing Delete Column from
the shortcut menu for the field column
you want to delete.
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In addition to data type, there are many other field properties associated with
a field.

Concept c Field Property

A field property is a characteristic that helps define the appearance and behavior of a field. Each field has a
set of field properties associated with it, and each data type has a different set of field properties. Setting field
properties enhances the way your table works. Some of the more commonly used properties and their functions
are described in the following table.

Field Size Sets the maximum number of characters that can be entered in the field.

Format Specifies the way data displays in a table and prints.

Input Mask Simplifies data entry by controlling the data that is required in a field and the way the data is to be displayed.

Caption Specifies a field label other than the field name that is used in queries, forms, and reports.

Default Value Automatically fills in a certain value for this field in new records as you add to the table. You can override a default value

by typing a new value into the field.

Validation Rule Limits data entered in a field to values that meet certain requirements.

Validation Text Specifies the message to be displayed when the associated Validation Rule is not satisfied.

Required Specifies whether a value must be entered in a field.

Allow Zero Length Specifies whether an entry containing no characters is valid. This property is used to indicate that you know no value

exists for a field. A zero-length string is entered as “” with no space between the quotation marks.

Indexed Sets a field as an index field (a field that controls the order of records). This speeds up searches on fields that are
searched frequently.

To view and change the field properties, you use Design view.

SWITCHING VIEWS
Y

You can easily switch between views using the | == | button in the Table Tools

View

Fields tab. The graphic in the button changes to indicate the view that will be
displayed when selected. Currently the button displays the graphic for Design
view. If the view you want to change to is displayed in the button, you can sim-
ply click on the upper part of the button to change to that view. Otherwise, you
can click on the lower part of the button to open the button’s drop-down menu
and select the view you want to use. Before you can change views, you will be
asked to save the table.
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® Click to open the
Navigation pane.

® Click [&Z |Design

View in the Views
group.

Another Method

You also can click | " |to open the
View drop-down menu and choose
Design View or click Design View

in the status bar. Alternatively, you can
right-click the object tab and choose
Design View.

Your screen should be similar to
Figure 1.14

Additional Information

You also could click in

the Records group of the Home tab,
or use the keyboard shortcut

+ («Enter), or click Save in the

Quick Access Toolbar to save changes to
the table at any time.

® Type Employee
Records

o cick| ok |

Your screen should be
similar to Figure 1.15
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Opens View drop-down menu T ok | [ conce

Change default table name
to a more descriptive name

Switches to Design view

\
Num Lock | [EfTS

Figure 1.14

Record: M Mok & Mo Filter | Search 1
Datasheet View |

When you first create a new table and switch views, you are asked to save
the table by replacing the default table name, Table1, with a more descriptive
name. A table name follows the same set of standard naming conventions or
rules that you use when naming fields. It is acceptable to use the same name
for both a table and the database, although each table in a database must
have a unique name. You will save the table using the table name Employee
Records.

Club Employees : Database (Access 2007)

Design
g~ - 2

New table name 1l Data

Database Tools

Open tab contains commands

-
7,&?!15!29":@25,7,,,,7,,4 B ——

Genere Lok

names.

\
|
\
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Mum Lock | & W[

Design view, F6 = Switch panes, F1 = Help.

Figure 1.15
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The work area now displays the table in design view. This view displays the
structure of the table, not the table data. Therefore, it is only used to make
If you close a new table without saving it~ changes to the layout and field properties of the table.

at least once, the entire table is deleted Additi 11 h bl . he Navi . di
including any data you may have 1tionally, the new table name appears 1n the Navigation p?ne and 1In
entered in it. the Table tab. You have created a table named Employee Records in the Club
Employees database file. The table structure and data are saved within the

database file.

Additional Information

SETTING FIELD SIZE

The Table Tools Design tab is displayed and open. The upper section of the
design view window consists of a field definition grid that displays the field
names, the data type associated with each field, and an area in which to enter
a description of the field. The lower section displays the properties associ-
ated with each field and a Help box that provides information about the cur-
rent task. The first field in the field definition grid, ID, is the selected field or
You can get more Help information current field and will be affected by any changes you make. It has a data type
about the current selection by pressing . . . . .
(FT ) to open Access Help. of AutoNumber. The properties associated with the current field are displayed
in the Field Properties section.
You will look at the properties associated with the first field you added to the
table, Employee ID. Positioning the insertion point in any column of the field
definition grid will select that field and display the associated field properties.

Additional Information

Al &3 I= | | Club Employees: Database (Access 2007) - Microsoft Access = @ =
Home  Create  ExternalData  Database Tools Design o @
E 2| = SeaInsert Rows A =z B, B g8 e
® Click on the i Pove: | ESL RO R W S
View | Primary Sullder Test Validation Property Indexes  Create Data Rename/Delete  Relationships  Object
- - Key Rules o5 Modity Lookups | speet Macros = Macro Dependencies
Employee ID field Views | Tools ___Showtide | Field, Record & Table Events _Relationships
name All Access Objects = <« | Z] Employee Records *x
Searcha. Fel Field Name Data Type Description -
Tables = | D AutoNumber =
EA Employee Records Employee ID Text
/Hire Date Date/Time
mi Last Name Text i i
Your screen should be similar to : Default field size
. Selected field First Name Lot
Figure 1.16 Address Text for Text data type
City Text
StateProvince Text
ZIPPostal Text
Home Phone Number
~
Field Properties
__|| | General Lunkup‘ /
Field Size 255 2 F
Format
Input Mask
Caption
Default Value
! i Validation Rule A field name can be up to 64 characters long,
Field properties Validation Text including spaces. Press FL for help on field
Required No names;
for Text data type Allow Zero Length Yes
Indexed Yes (Duplicates OK)
Unicode Compression _ Yes
IME Mode No Contral
IME Sentence Mode Phrase Predict
|| | Smart Tags -
Design view. F§ - Switch panes. F1 - Help. Num Lock | [ £ @[]
Figure 1.16

The data type of this field is Text, and the default properties associated with
a Text data type are displayed in the Field Properties area. Although some
of the properties are the same as those for the AutoNumber data type, most
are different. Access sets the field size for a Text field to default maximum of
255 characters. It also sets the Required property to No, which allows the field
to be blank. The Allow Zero Length property is set to Yes, which allows a field
to be empty. The Indexed property is also set to Yes, meaning indexing is on,
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and duplicate entries are allowed in the field, as, for example, the same name
could be entered in the Name field of multiple records. All these settings seem
appropriate, except for the field size, which is much too large.

Although Access uses only the amount of storage space necessary for the
text you actually store in a Text field, setting the field size to the smallest pos-
sible size can decrease the processing time required by the program. Addition-
ally, if the field data to be entered is a specific size, setting the field size to that
number restricts the entry to the maximum number.

Because the employee number will never be more than five digits long, you
will change the field size from the default of 255 to 5.
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selection. | e |
Design view. F6 = Switch panes. F1 = Help. Num Lock | R

Figure 1.17
@ Type 5 to replace the

default entry.

The maximum number of characters that can be entered in this field is now
restricted to 5. Notice the Help box displays a brief description of the selected
property.

Likewise, you will adjust the field sizes of several other fields.

Additional Information

You can cancel changes you are making
in the current field at any time before
you move on to the next field. Just press
and the original entry is restored.

Your screen should be similar to
Figure 1.17
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Al = 9~ = | Club Employees: Datshase (Access 2007) - Microsoft Access = BB =
File Home  Creste  ExternalData  Database Tools Design o @
— = mm = =
. s g B 2 =8 &
® Change the field = = e 2 ==
View jer Test Validation Property Indexes  Create Data Rename/Delete | Relationships  Object
H - Macros ~ Dependencies
sizes to those shown ~ St o
for the flelds n the All Access Objects * <« | _] Employee Records X
o Search. Fel Field Name Data Type Description -
following table. - % 1p RSN URbES
EA Employee Records Employee D Text
Hire Date Date/Time
Last Name Text
Address Text
City Text
Last Name 25 StateProvince Text
9 ZIPPostal Text Number data type
First Name 25 Home Phone Number €——
not appropriate
Address 50 pprop
City 25
StateProvince 2 -
Field Properties
10 —
ZIPPostal General |Loakug|
Field Size 1. ¢——— Field size changed 2
Format
Input Mask
Caption 1P Postal
.. Default Value
Your screen should be similar to Validation Rule The maximum number of characters you can
- Validation Text enter in the field, The largest maximum you
F|gu|‘e 1.18 Realiicd " can setis 255. Press FL for help on field size.
Allow Zero Length No
Indexed No
Unicode Compression _ Yes
IME Made No Contral
IME Sentence Mode  Phrase Predict
Smart Tags -
| Design view. 6 - Switch panes. F1 = Help. Num Lock | E 8 @[]

CHANGING DATA TYPE

As you look at the field definitions, it is important to make sure the correct
data type has been assigned to the field. You can see that the ZIPPostal field
has been correctly assigned a data type of Text because it will not be used in
calculations and you may use a dash to separate the digits. For the same rea-
sons, you realize the Home Phone field should have a Text data type instead of
Number. You will correct the data type for the Home Phone field.

Figure 1.18

@l = 9~ I= | [ Club Employees : Database (Access 2007) - Microsoft Access = & =
Home  Create  ExtemalData  Database Tools Design @
~— P 5= =] ﬂ‘j
- 2 ¥ ®m B =8 3
- jo= = s = =2 ==)
® c"ck in the Data Type View Test Validation Property Indexes | Create Data Rename/Delete | Relationships  Object
- ule Macras = Dependencies
Column fOI‘ the Home | views Tools Show/Hide | Field, Record &Table Events | Relationships
Phone field. All Access Objects = <« | Z] Employee Records X
Search Fel Field Name Data Type Description -
Tables ren| ERID] AutoNumber =
- Employee ID Text
Employes Record
® Click |E| to open the | e i Hire Date Date/Time
Last Name Text
drop-down menu and First Name Text
Address Text
choose Text. = Text
StateProvince Text
. ZIPPostal Text
' change the fleld Home Phone Text E|
size for Home Phone Data type and
to 1 5 field size changed
~
Field Properties
L. General [Logkup| )
Your screen should be similar to Fila Size 154 -
- Format
Flgure 1.19 Tnput Mask
Caption
Default Value
Validation Rule The maximum number of charactars you can
Validation Text enter in the field, The largest maximum you
Required No can set is 255, Press F1 for help on field size.
Allow Zero Length Yes
Indexed Ho
Unicode Compression  Yes
IME Made No Contral
IME Sentence Mode Phrase Predict
Smart Tags -
| Design view. Fs - Switeh panes, FL - Heip. num tock | B & (@
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® Click on the
StateProvince field.

Your screen should be similar to
Figure 1.20

EDITING FIELD NAMES

As you continue to look over the fields, you decide to change the field names
for the StateProvince and ZIPPostal fields that were assigned when you
selected the Address field model.

Al = 2~ |= I | Club Employees: Database (Access 2007) - Microsoft Access = | =
Home  Create  External Data  Database Tools Design o @
7 = — gl =7 = = =
fl i (B Smthow g | £z B = 3% le
— = Delete Rows J = o e
View | Primary Builder Test Validation ~_ Property Indexes  Create Data Rename/Delete  Relationships  Object
Key Rules ey® Modify Lookups | Sheet Macros - Macra Dependencies
views | Tools Show/Hide | Field, Record & Table Events Relationships
All Access Objects ¥ « |f_| Employee Records 52
Search., Fel " Field Name Data Type Description -
Tables = ‘ ID AutoNumber =
3 Employee Records B Eniloyee D Text
Hire Date Date/Time
| LastName Text
[ First Name Text
| Address Text
L City Text
StateProvince| Text
| ziPPostal Text
Home Phone Text
[ StateProvince field name
| different than Caption property
t A
—— Z__ B g S ——
General "Lninkuipl ‘
Field Size 255 7
Format ‘
. Input Mask
Caption property — caption State Province
Default Value ‘
Validation Rule Afield name can be up to 64 characters long,
Validation Text indluding spaces. Press F1 for help onfield |
Required No NAmEs
Allow Zero Length No
Indexed No
Unicode Compression  Yes |
IME Mode No Control
IME Sentence Mode Phrase Predict ‘
Smart Tags -
Designview, F6 = Switch panes, F1 = Help, | B @ o
Figure 1.20

Notice that the StateProvince field name appears spelled with no space
between the words, while the Caption property displays the State Province
with a space. A caption is the text that displays in the column heading while
in Datasheet view. It is used when you want the label to be different from the
actual field name. If there is no text in the Caption field property, the field
name will appear as the column heading in Datasheet view. You will change
the field name to State and remove the caption for this field. Likewise, you will
change the ZIPPostal field name to ZIP Code and clear the caption.
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@& = =~ = | .| Club Employees: Database (Access 2007) - Microsoft Access = B =
Home Create External Data Database Tools Design @ e
P = . = 2 Insert Rows M =7 - B = ‘I‘fl
|: P W 2 £ £97 == = B cEE
® Change the By B oo | =1 2O - = - ==
View Primary Builder Test Validation mMDUIfyLUDk.UDS Prsnhpezty Indexes C’r\E‘afe Data REHE’G\EJDEIHE Relationships 2 Obged
. . - Key Rules - e dacros = acro ependencies
StatePrOVInce fleld Views Tools Show/Hide | Field, Record & Table Events Relationships-
name to State All Access Objects ¥ « || =] Employee Records X
Searchu, ¥l Field Name Data Type Description -
Tables P D AutoNumber =
EH employee Records Ef“"'svfa'“ T;:‘ﬁ,
- ire Date ate/Time
Having Trouble? e o
. . First Name Text
Double-click on the field name to Address Text
select it. city Texd
State Text
2IP codel Text
/1 Home Phane Text
. Field names edited
® Delete State Province
from the Caption
property. =
Field Properties
General |Loakup|
® Change the ZIPPostal i E
field name to ZIP it Mok . )
o i <—— Caption text deleted
Code \Validation Rule A field name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required No names.
. Allow Zero Length No
® Delete Zip Postal freee e
Unicode Compression  Yes
H IME Mode Na Contral
from the captlon IME Sentence Mode Phrase Predict
Smart Tags -
roperty. L |
p p Design view. F6 = Switch panes. F1 = Help | B & [

Figure 1.21
Your screen should be similar to
Figure 1.21

The field names have been corrected and captions removed. The field names
will automatically be used as the default text for the column headings.

DEFINING A FIELD AS A PRIMARY KEY

The next change you want to make is to define the Employee ID field as a pri-
mary key field.

Cﬂncept o Primary Key

A primary key is a field that uniquely identifies each record and is used to associate data from multiple tables.
To qualify as a primary key field, the data in the field must be unique for each record. For example, a Social
Security Number field could be selected as the primary key because the data in that field is unique for each
employee. Other examples of primary key fields are part numbers or catalog numbers. (One example of a field
that should not be used as the primary key is a name field because more than one person can have the same
last or first name.) A second requirement is that the field can never be empty or null. A third is that the data in
the field never, or rarely, changes.

A primary key prevents duplicate records from being entered in the table and is used to control the order
in which records display in the table. This makes it faster for databases to locate records in the table and to
process other operations.

Most tables have at least one field that is selected as the primary key. Some tables may use two or more
fields that, together, provide the primary key of a table. When a primary key uses more than one field, it is called
a composite key.
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® Click on the
Employee ID field
name.

7]
I
Primary|

Key

Tools group.

® Click in the

Your screen should be similar to
Figure 1.22

Notice the icon that is displayed to the left of the ID field. This indicates

that this field is a primary key field. You want to define the Employee ID field
so that duplicate employee ID numbers will not be allowed.

Makes current
field a primary key

Al = o~ = | Club Employees : Datsbase (Access 2007) - Microsoft Access o B o=
Hpe  Create  External Data  Database Tools Design o @
] = Zains A =7 = == =
B ¥ ‘ @ w8 g By =7 s B
. — =¥ Delete Rows & o = ==
view | |Primary, 5 Test Validation "y Property Indexes  Create Data Rename/Delete  Relationships  Object
- Key Rules B¢ Modify Lookups | Sheet Macros Macro Dependencies
Views Tools Show/Hide | Field, Record & Table Events Relationships
All Access Objects = « lj Employee Records =
[P— p | Field Name Data Type Description -
Tables % ; a 1D AutoNumber =
EH Employee Records Employee ID TERE
| | Hire Date Date/Time
| | LastName Text
[ First Name Text
Primary key field | Address Text
| city Text
| |State Text
| |ZIPCode Text
Home Phone Text
|
l %
— . FieldPropetties —
Genera\[m_om_p\
Field Size s -
Format |
Input Mask i
Caption
Default Value
validation Rule Afield name can be up to 64 characters long,
Validation Text including spaces. Press FL for help on fisld |
Required Mo ) . names
Allow Zero Length Yes Duplicate field
Indexed Yes (Mo Duplicates) <—
Hrieode Compreriion: Jfes entries are not allowed
IME Mode Mo Control
IME Sentence Mode Phrase Predict |
Smart Tags -
Design view. F6 = Switch panes. F1 = Help. | Q @‘?
Figure 1.22

Notice the Indexed property setting for this field has changed to Yes (No Dupli-
cates) because the field is defined as the primary key field. This setting prohib-
its duplicate values in a field. Also, the primary key status has been removed
from the default ID field.

ENTERING FIELD DESCRIPTIONS

To continue defining the Employee ID field, you will enter a brief description
of the field. Although it is optional, a field description makes the table easier
to understand and update because the description is displayed in the status
bar when you enter data into the table.
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Al "9~ = | b Club Employees : Database (Access 2007) - Microsoft Access o @B =
Home Create External Data Database Tools Design @ 0
_ =] 3 — S Insert Rows > | B B 2
i inti B ¥ : Y o = 2 R =5 =)
o [ = Delete Re L ==/
‘ CIICk the Descrlptlon View anaryii \lcer Test Validation QMEZ: LUW; Property Indexes = Create Data Rename/Delete = Relationships  Object
- Key Rules x¢ Modify Lookups. | sheet Macros ~ Macro Dependencies
tGXt box for the | views Tools Show/Hide | Field, Record & Table Events Relationships
Employee ID field. All Access Objects = « | ] employee Records x
\Search.. F] Field Name Data Type Description -
Tables = D AutoNumber =
H P Employee ID Text Unigue five-digit number assigned to each employee|
B Erbiopieaeion ploy q g [ ploy
‘ Type U n I q ue U Hire Date Date/Time
1 - 1 H Last Name Text
flve glglt First Name Text
n um er Address Text : Lo
. d t City Text Field description for
assiane (o] state Text X
g ZIP Code Text Employee ID field
each employee Fo
Additional Information
-
The Description box scrolls horizontally Fisld Propetics
as necessary to accommodate the General[lookup)
length of the text entry. The maximum Fleld sfze Z =
length is 255 characters. Input Mask
Caption
5;2‘;:::‘:5[3 The field description is optional. It helps you
describe the field and is also displayed in the
|valiatiop:Ted status bar when you select this field on a form,
Required Na Press F1 for help on descriptions,
Allow Zero Length Yes
Indexed Yes (Mo Duplicates)
imi Unicode Compression  Yes
Your screen should be similar to Unicade ¢ e
tH IME Sentence Mode Phrase Predict
Figure 1.23 e -
Design view. F6 = Switch panes. FL= Help, '\ =8 @.'\?

Figure 1.23

You also want to add field descriptions to several other fields. As you do, the

Property Update Options button will appear when you complete the entry
by moving outside the Description text box. Clicking on this button opens a
menu whose option will update the description in the status bar everywhere
the field is used. Because this database only contains one table, there is no
need to update the description anyplace else. The button will disappear auto-
matically when you continue working.

@l " o- I= | b [ Club Employees : Database (Access 2007) - Microsoft Access o @ =
Home  Create  External Data  Database Tools Design = @
El I?J — “eaInsert Rows il B == %\.a
@ Add descriptions to b S = Fodmenw = L .
View | Primary Bullder Test Validation i Property Indexes  Create Data Rename/Delete  Relationships  Object
. - Key Rules [y Modify Lookups | sheet Macros ~ Macra Dependencies
the flelds as ShOWll Views Tools Show/Hide | Field, Record & Table Events Relationships
in Figure 1.24. All Access Objects ¥ <« | =] Employee Records 3
Search.. Fel Field Name Data Type Description -
Tables = D AutoNumber =
= ¥ Employee ID Text Unique five-digit number assigned to each employeea
Hire Date Date/Time Enter as month, day, year (for example, 5/2/03)
Hho Le= -
Your screen should be similar to :
Figure 1.24 , Field descriptions added
City .
State Text Use a two-character abbreviation entered in capital letters
ZIP Code Text Include four-digit extension, if available (for example, 07739-0015)
Home Phone Text Enter as (555}555-5555‘
-
Field Properties
Genera\'mokup\
Field Size 15 =
Format
Input Mask 7]
Caption
Detault Vellie The field d t tional. It hel
e field description is optional. It helps you
Ui lTEh I describe the field and is also displayed in the
|alieation Text status bar when you select this field on a form,
Required No Press F1 for help on descriptions,
Allow Zero Length Yes
Indexed Mo
Unicode Compression  Yes
IME Mode Mo Control
IME Sentence Mode Phrase Predict
Smart Tags =
Design view. F6 = Switch panes. FL = Help. ] ]
Figure 1.24
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DELETING A FIELD IN DESIGN VIEW

Because the ID field essentially duplicates the purpose of the Employee ID
field, you will delete the ID field. Just like deleting a field in Datasheet view,
deleting a field in Design view permanently removes the field column and all
the data in the field from the table.

Deletes selected rows

® Click in the ID field.

Al 2 - = | Club Employees: Datsbase (Access 2007) - Microsoft Access o # =
Home  Create  External Data  Database Tools Design o @
H ] —! JraInsert Rows Z = - B = - Eﬁ
® Click ezl y 3 N sz = B a2 I
W= Li = Delete Rows =l =7 fr = =2 =z
] . View | |Primary| Test Validation . Property Indexes  Create Data Rename/Delete  Relationships  Object
:,-Iﬁ Delete Rows [In - ey Rules o ModifyLookups | sheet Macros - Macro Dependencics
iews Tools Show/Hide | Field, Record & Table Events Relationships
the Tools group. All Access Objects = o« !j Employee Records =
Search., 21 Field Name Data Type Description -
Tables = il mployee ID) Text Unique five-digit number assigned to each employee =
. click ER ErployseResards ! Hire Date Date/Time Enter as month, day, year (for example, 5/2/03)
L. A | LastName Text
H | | First Name Text
in response to [ Address Text
the message to ID field deleted | C Lis ™ e
. l State Text Use a two-character abbreviation entered in capital letters
conflrm you Want to | ziPCode Text Include four-digit extension, if available (for example, 07739-0015)
Home Phone Text Enter as (555) 555-5555
permanently delete
= |
the field. .
|
g .
Your screen should be similar to e,
- General [Logkup| |
Flgure 1.25 Field Size 5 -
Format ‘
Input Mask
Caption
Default Value
Validation Rule A field name ¢an be up to 64 characters long,
Validation Text including spaces. Press F1 for help on fisld
Required No names; |
Allow Zero Length Yes
Indexed Yes (No Duplicates)
Unicode Compression  Yes
IME Mode No Contral
IME Sentence Mode Phrase Predict
Smart Tags - |
Design view. F6 = Switch panes. FL = Help, | ﬁ- @‘E
Figure 1.25

field i .
Additional Information The field is permanently removed from the table

In a table that contains a lot of data, it is
a good idea to create a backup copy of CREATING A FIELD IN DESIGN VIEW
the table before you delete a field incase  yqy still need to add two fields to the table: one for the employee’s date of birth

d 1 the deleted data. . . .
R 7 er e deetac dara and the other to display the employee's photo. You will add the new fields and
define their properties in Design view.
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® Click in the blank
Field Name row
below the Home
Phone field name.

@ Type Birth Date

©® Press (—Enter),
(Tab5), or (»] to move
to the Data Type
column.

® Open the Data Type
drop-down menu and
choose Date/Time.

Another Method

You also can enter the data type by
typing the first character of the type
you want to use. For example, if you
type D, the Date/Time data type will be
automatically selected and displayed in
the field.

® Type in the field
description: Enter
as month,
day, year
(for example,
5/2/90)

Your screen should be similar to
Figure 1.26
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Al o~ = | | Club Employees : Database (Access 2007) - Microsoft Access = B =2
Home Create BExternal Data Database Tools Design a 0

El \l? \ I, Zalnsert Rows g | = =y a2 g
sz =1 ¥ Delete Rows =] - = =l =z
View | Primary Builder Test Validation Property Indexes Create Data Rename/Delete  Relationships Object
Key Rules o5l Modify Lookups | speet Macros ~ Macra Dependencies
Miews SR Shew/ide | Figd, Record ferakie Eveats _Reiatianeiips,
All Access Objects = <« | ] Employee Records x
[P—— Fel Field Name DataType Description -
Tables = # Employee ID Text Unique five-digit number assigned to each employee =
=3 Gibyee e Hire Date Date/Time Enter as month, day, year (for example, 5/2/03)
Last Name Text
First Name Text
Address Text
City Text
State Text Use a two-character abbreviation entered in capital letters
ZIP Code Text Include four-digit extension, if available (for example, 07739-0015)
Home Phone Text Enter as (555) 555-5555
r Birth Date Date/Time Enter as month, day, year (for example, 5/2/90)
New field defined
-
Field Properties
General [Loakup|
Format
Input Mask
Caption
Default Value
Validation Rule e i x T
= e field description is optional. It helps you
Mallgatied . describe the fizld and is also displayed in the
Required No Format property is blank status bar when you select this field on a farm
fndexed b Press F1 for help on descriptions.
IME Mode No Control
IME Sentence Mode None
Smart Tags
Text Align General
Show Date Picker For dates
Design view. F6 = Switch panes. FL = Help. =
Figure 1.26

The default field properties for the selected data type are displayed. Because
the format line is blank, you decide to check the format to make sure that the
date will display as you want.
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® Click in the Format
property box.

® Click [=]to open the
drop-down menu of
format options.

Your screen should be similar to
Figure 1.27

® Choose General Date.

Your screen should be similar to
Figure 1.28

Additional Information

Access automatically assumes the first
two digits of a year entry. If you enter
a year that is between /30 and /99,
Access reads this as a 20th century
date (1930 to 1999). A year entry
between /00 and /29 is assumed to be
a 21st century date (2000 to 2029).

Al 9~ = ] | Club Employees: Database (Access 2007) - Microsoft Access o B =
Home  Create  External Data  Database Tools Design o @
= =lnse 2 | 0 B S ;
0 g : =2 = ag =
b 4 = B Deiete Ro b =
View fer Test Validation Property Indexes  Create Data Rename/Delete Relationships  Object
# . Rules iy Look Sheet Macros = Macro Dependencies
Views | Tools Show/Hide | Field, Record & Table Events _Relationships
All Access Objects 2 « Ij Employee Records 5 X
Search.. Fel l Field Name Data Type Description -
Tables = |% Employee ID Text Unigue five-digit number assigned to each employee =
= Enployeeieioi ' Hire Date Date/Time Enter as month, day, year (for example, 5/2/03)
| LastName Text
| First Name Text
| Address Text
| |city Text
| State Text Use a two-character abbreviation entered in capital letters
| |ZIPCode Text Include four-digit extension, if available (for example, 07735-0015)
| |Home Phone Text Enter as (555) 555-5555
Birth Date Date/Time Enter as month, day, year (for example, 5/2/90)
|
| Click to display/hide menu
| -
e =P = __Field Properties —_— — -
General [Loakup| A :
Format
Input Mask General Date  6/13/2007 5:34:23 PM
Long Date Tuesday, June 18, 2007
Medium Date  19-Jun-07
Date/Time formats | |ShertDate  619/2007 |
fong ime ZHZ M The display layout for the field. Select a pre- |
eduien Medium Time  5:34 PM defined format or enter a custom format. Press
e ca Short Time 1734 FL for help on formats. |
IME Mode No Control |
IME Sentence Mode None
Smart Tags
Text Align General |
Show Date Picker For dates
Design view. F& = Switch panes. FL = Help.

Figure 1.27

The names of the seven predefined layouts for the Date/Time field type are dis-
played in the list. An example of each layout appears to the right of the name.
Although not displayed in the Format property box, the General Date format is
the default format. It displays dates using the Short Date format. If a time value
is entered, it also will display the time in the Long Time format. You will choose
this format so that the setting will be displayed in the Format property box.

Al J 2~ 1= | | Club Employees: Database (Access 2007) - Microsoft Access = & =
File Home Create External Data Database Tools Design @ 0
=] = - = »
H = 2 B = &
fer Test Validation Property Indexes = Create Data Rename/Delete  Relationships  Object
Macros = Macro Dependencies
e et e et e B e e ) R LRESTIOR
All Access Objects = <« | Z] Employee Records |
[ Fel Field Name Data Type Description -
T.ables 7 ¥ Employee ID Text Unigue five-digit number assigned to each employee =
T Erployee Rocis Hire Date Date/Time Enter as month, day, year (for example, 5/2/03)
Last Name Text
First Name Text
Address Text
City Text
State Text Use a two-character abbreviation entered in capital letters
| |ZIPCode Text Include four-digit extension, if available (for example, 07735-0015)
i Home Phone Text Enter as (555) 555-5555
| Birth Date Date/Time Enter as month, day, year (for example, 5/2/90)
|
Selected date format
-

__Field Properties

General [Loakup|

Format =
Input Mask

Caption

Default Value

Validation Rule

Validation Text

The display layout far the field. Select a pre- |

Required No defined format o enter a custom format. Press |
rcicacal No F1 for help on farmats.

IME Made Ne Control |
IME Sentence Mode  Nene

Smart Tags |
Text Align General

Show Date Picker For dates |

Design view. F6 = Switch panes. F1 = Help. | @ & e

Figure 1.28
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The Date/Time property setting is now displayed in the Format text box.

CREATING AN ATTACHMENT FIELD

The last field you will enter will display a photo and resume if available for
each employee. The data type for this type of input is Attachment. Once a field
has been assigned, this data type cannot be changed. You can, however, delete
the field and then redefine it if you think you made an error.

Switches to
Datasheet view

® In the next blank

fIEId name_ I'OW, Al = 9~ | b Club Employees: Database (Access 2007) - Microsoft Access o B R
enter the fleld name File ©  Create  ExenalData  Database Tools Design > @
- S+ Insert Rows Fi - (=2 =
Photo/Resume B} & & v By & D o8 T
with a data type of S | PERT e R i st | ML DR R s
| views Tools Show/Hide | Field, Record & Table Events Relationships
Attachment. All Access Objects % <« | =] Employes Records x
\Search.. Fel Field Name Data Type Description -
al & # Employee ID Text Unique five-digit number assigned to each employee =
® Include the %’h:mpmygg P Hire Date Date/Time Enter as manth, day, year (for example, 5/2/03)
- . Last N Text
description Attach el =
employee =
p h oto a n d State Text Use a two-character abbreviation entered in capital letters
_f ZIP Code Text Include four-digit extension, if available (for example, 07735-0015)
resume i Home Phone Text Enter as (555) 555-5555
. Birth Date Date/Time Enter as month, day, year (for example, 5/2/90)
aval Iable /y Photo/Resume Attachment Attach employee photo and resume ifavailablel
L. New field added with
Your screen should be similar to — =
- Attachment data type Lot
Figure 1.29 ners! [Lokup)
Caption
Required No
The field description is optional. It helps you
describe the field and is also displayed in the
status bar when you select this field on a form,
Press F1 for help on descriptions,
s e S L A =0
Figure 1.29
Specifying the Attachment data type allows you to store multiple files of
different file types in a single field.
[
Now that the table structure is complete, you want to continue entering the
employee data into the table. To do this, you need to switch back to Datasheet
view.

Because you have made many changes to the table design, you will be asked
to save the changes before you switch views. You also will be advised that data
may be lost because you decreased field sizes in several fields. Since there is
very little data in the table, this is not a concern.
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Al = I Club Employees: Database (Access 2007) - Microsoft Access = & =
Home Create External Data Database Tools Fields Table & a

=0 4 o 4 7 Selection + =fNew X Totals 3% 5 Replace  Calibri Detail Ju o LEE
LE‘ZQ .ZlAscendmg £ = S Y Ren
® c“ck _ in ) =l y Cop LI7 % | Descending ¥ Advanced - Q eHsave 9 Speliing ﬂ = GoTo~ | B I U |IEZEE| B -
View | Paste ) Filter ? Refresh Find
e v t Painte } e Sort Y ter | ppe 2% Delete = B More + lg select~ | A~ 07 Iy HA-
H iews Clipboard % Saort & Filter Records Find Text Formatting
the Views grou — ——
. g p » l'_‘j Employee Records x
to switch to the EmployeelC HireDate - | lLastName - FirstName -| Address - City - State = 2IP Code + | Home Phont
. 04731 8/19/2001
i S R
Another Method Orange identifies Field columns for fields

Widths of field columns created

— current field and record g
You also can click Datasheet you created individually are with the Address field model were

the same width

View in the status bar. sized to fit original field name

® Click to

save the changes.

® Click in
response to the Data
may be lost warning.

Navigation Pane

® Hide the Navigation -
Record: H ¢ 1ofl LR & No Filter | Search 1 i 3

pane. Unique five-digit number assigned to each employee IEERE

Figure 1.30
@ Click in the Employee \ igure

ID field for the first Field description
record appears in status bar

Your screen should be similar to
Figure 1.30

Because you deleted the ID field, it is no longer displayed and the new fields
you defined are ready for you to enter the remaining data for the first record.
I\(/)igt\;]vglhlg?tlm how to change the column  The first field, Employee ID, of the first record is outlined in orange, indicat-

v ing that the program is ready to accept data in this field. The field name and
Select Record button also are highlighted in orange to identify the current
field and current record. The status bar displays the description you entered
for the field.

Notice also in this view that the column widths for the fields you created
individually are all the same, even though you set different field sizes in the
Table Design window. This is because the Table Datasheet view has its own
default column width setting. The column widths of the fields that were cre-
ated using the Address field model were sized to fit the original field name for
each column.

Additional Information

VERIFYING DATA ACCURACY AND VALIDITY

To see how field properties help ensure data accuracy, you will reenter the
employee number for the first record and try to enter a number that is larger
than the field size of five that you defined in Table Design view.
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® Double-click on the
Employee ID number
to select it.

® Type 047310

Your screen should be similar to
Figure 1.31

® Press (<Enter)
(Tab i), or (+) to move
to the Hire Date field.

@ Type 8/32/05

® Press (—Enter)
(Tab 'S}, or [

Your screen should be similar to
Figure 1.32
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A HJ9- =

| Club Employees: Database (Access 2007) - Microsoft Access o B 0=
File Home | Create  ExternalData  DatabaseTools | Fields  Table o @
# | B 4 on 4] Ascending 7 selection - =i New X Totals 35 2, Replace  Calibri (Detail) =
N 2. ¥ = E o
3 % | Descending ¥ Advanced + =Hsave S spelling = GoTov | B I U
View, | Paste o o | S 4 s R::‘rlevsn xS R Find Nsis | AW
Views Clipboard Sort & Filter Recards Find Text Formatting
» || ] Employee Records x
EmployeelIC -  HireDate - LastName ~ FirstName - | Address - City - State . ZIP Code - Home Phone
# 04731 8/19/2001
* \ Field size restriction did not
allow entry of sixth character
Indicates record in
process of being edited
o
2
=
&
2
®
=
=
&
=z
| [JRecord: 4 ¢ 10f1 [ i No Filter | Search 4 il . .
Unique five-digit number assigned to each employee IEE
Figure 1.31

The program accepted only the first five digits and would not let you type a
sixth. The field size restriction helps control the accuracy of data by not allow-
ing an entry larger than has been specified. Notice also that the current record
symbol has changed to . The pencil symbol means the record is in the pro-
cess of being entered or edited and has not yet been saved.

Next, you will intentionally enter an invalid date to see what happens.

Lab 1: Creating a Database

A H 9~ I= | Club Employees: Database (Access 2007) - Microsoft Access o @ =
Homs | Create  ExternalData  DatabaseTools | Fields  Table 2@
h}‘s’ e t ( 4| ascending V7 Selection - :] =i New X Totals ﬁ 3. Replace  Calibri (Detail) =111 | ==
. | 0 3 %) Descending Vo Advanced - | Hsave ‘5 spelling = GoTo~r B I U
View | Paste i Filter = in -
5 p Format Painter nove 7 More * l§ Select~ A~
Views Clipboard Sort & Filter Calendar button Find Text Formatting
» || =] Employee Records -
EmployeelC - | HireDate - Lasw‘mﬁ - | FirstName - | Address - City - State - ZIP Code ~ Home Phont
#oarm1 (D~ 8/32/05 5]
& & value you entered does not match the Date/Time dats type in this column.,
Enigr new value,
ConXt the data in this column to the Text data type.
Help wiy data types and formats.
= .
s Informs you that entry is not
&
-.3 valid for Date/Time data type
2
=
z
=
Record: 4 1ofl LI ¥ No Filter Search 4 111 »
Enteras month, day, year (for example, 5/2/03) | (=] e
Figure 1.32
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Additional Information

The calendar button appears
automatically whenever a Date data
type field is active. Clicking it displays
a calendar for the current month from
which you can quickly find and choose
a date.

® Select Enter new
value from the
message hox.

® Double-click on 32
to select it.

® Type19

©® Press(Tab'5).

Your screen should be similar to
Figure 1.33

An informational message box is displayed advising you that the entry is not
valid. In this case, the date entered (8/32/05) could not be correct because a
month cannot have 32 days. Access automatically performs some basic checks
on the data as it is entered based upon the field type specified in the table
design. This is another way that Access helps you control data entry to ensure
the accuracy of the data.

You will need to edit the date entry to correct it.

Al 9~ I= | Club Employees : Database (Access 2007) - Microsoft Access = @ =
Home Create BExernal Data Database Tools Fields Table a e

iy A € - x al =
1 4| nscending 7 selection =y = New  Totals al Replace  Calibri [Detail) =
¥ B T il ¥ B M
3 %] Descending V] Advanced - cHsave T Speliing = GoTor B I U |
View | Paste Filter Refresh Find .
2 2 m i E 7 Ta er | Ane X Delete v B More ~ lg select~ | A~ By
e Clipboard Sort & Filter Records Find Text Formatting
» || 2 Employee Records =
EmployeeIL - | Hire Date - | LastName ~-| FirstName -| Address - City - State - Z1P Code ~ Home Phont
¢ 04731 8/19/2005 |

#*

Correct date entry accepted

Navigation Pane

Status bar displays name
of view when field does not
contain a description

Remrd% & o Fi Search 1 il 3

Datasheet View | EETRA

Figure 1.33

The corrected date is accepted, and the insertion point moves to the Last
Name field. The year in the date changed to four digits, which reflects the date
format you specified in the field’s property.

Because you did not enter a description for the Last Name field, the status
bar displays “Datasheet View,” the name of the current view, instead of a field
description.

USING AUTOCORRECT

Now you are ready to continue entering the data for the first record. As you
are typing, you may make errors and they may be corrected automatically for
you. This is because the AutoCorrect feature automatically corrects obvious
errors such as capitalizing names of days, the first letter of sentences, and
other common typing errors and misspellings such as words starting with two
initial capital letters. The AutoCorrect Options button will appear next to

any text that was corrected. You have the option of undoing the correction or
leaving it as is. Most of the time, the typing error is not corrected, and you will
need to fix it manually.

To see how this works, you will enter the last name incorrectly by typing the
first two letters using capital letters.
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Al d9- |= | Club Employees: Database (Access 2007) - Microsoft Access = @ =%
Home | Create  ExternalData  DatabaseTools | Fields  Table a @
P =2y 4] Ascending 7 Selection - = New X Totals ), Replace  Calibri [Detail) =
Y4 : 2 G
. Type MArChant by =l L? Z | Descending Vo Advanced ~ E] =Hsave S spelling 2 GoTo~ | B I U
View | Paste Filter 2l i Refresh Find -
€ + : : 7 gleFilter | gie | 3 Delete ~ 55 More » lg Select~ | A~ 07 - Iy
Views Clipboard Sort & Filter Recards Find Text Formatting
o Press Tab'G | » || Z] Employee Records X
EmployeelC - | HireDate - | LastName - | FirstName - | Address - City - State - ZIPCode + Home Phone
£ 04731 8/19/2005 Marchant
* 7
_ AutoCorrect
Your screen should be similar to \
- Options button
Figure 1.34 : P
Typing error
automatically corrected
o
2
=
=
2
=
i
=
=
=
| fRecord: 14 ~10f1 » Wy Search 14 [ v
Datasheet View

Figure 1.34

The name was automatically corrected, and the AutoCorrect Options button

appears. You will leave the correction as is and continue to enter data for
this record.

Al d9-
Home

| | Club Employees : Database (Access 2007) - Microsoft Access

= B =R
Create External Data Database Tools Fields Tabla & 0
| Ascending ¥ C 1 oy = New = Totals 3. Replace  Calibri [Detail) =
@® Enter the data %ﬁy i | Descending Vo) Advanced = o 'E]h =Hsave ‘5 Spelling tog GoTom| Bod L
shown in the table O il ol i
on the next page » || 3 emplayee Recorcs =
.. FirstName - | Address - City - State - ZIP Code - |Home Phone - | Birth Date - jj Click to Add
fOI' the remammg # Roberta 564 Palm Aven Landis CcA 92120-3741 (507) 5554930 5/18/1987 )
fields, typing the * T (@
information exactly
as it appears. Newly added data Identifies field as an
Attachment data type field
Additional Information
The fields will scroll in the window as §
you move to the right in the record. 5
B
=
2
Your screen should be similar to
Figure 1.35
Record: 4 1ofl P oM ¥ No Filter Search 4 i »
7At7tachEmp\uyeephuluandresumelfaua\\able : 7\i_ & e
Figure 1.35
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Field Name oata

First Name Roberta

Address 564 Palm Avenue

City Landis

State CA

ZIP Code 92120-3741

Home Phone (507) 555-4990

Birth Date May 18, 1987 (press to complete the entry)

All the information for the first record is now complete, except for the last
field for the employee photo and resume.

ATTACHING FILES TO RECORDS

Notice that the field name in the header for this field is not Photo/Resume, as
you defined in Design view. This is because Access does not use the field name
for Attachment data types. Instead it displays a paper clip icon in the field
header to show that the field has an Attachment data type. However, you can
specify a caption for this field that will display as the field name. Before mak-
ing this change, you want to add the data for this field.

You plan to attach the employee photo and a copy of the employee’s resume
if it is available. A photo is one of several different types of graphic objects that
can be added to a database table. A graphic is a nontext element or object. A
graphic can be a simple drawing object consisting of shapes such as lines and
boxes that can be created using a drawing program such as Paint, or it can be
a picture. A picture is an illustration such as a scanned photograph. A resume
is a text document that is typically created using a word processor application.

Because you have not organized all the employees’ badge photographs yet,
you will only insert the photo for Roberta Marchant to demonstrate this fea-
ture to the club owners. You also will attach a sample resume that was created

using Word 2010.
Ald9- I= Club Employees : Database (Access 2007) - Microsoft Access = & =
Home Create External Data Database Tools Fields Table @ 0
L#Zv : | fing ¥7 Sele ﬂ = New 3 Totals 3% ) Replace  Calibri (Detail) - - =
@ Double-click on the v | g s B e i T S e e A
Attachment field cell Clipbard : ort & Fiter Recats Find Text Formatting
H » | | Employee Records x
for this record. FirstName -| Address -| Gty - State Double-click to attach a file m% g Click to Add
# Roberta 564 Palm Aven Landis cA 5/18/198 Doy
* O(0)
Another Method
You also can choose Manage Attachments
Attachments from the field’s Aiadmrs Dol 0 koen)
shortcut menu. Add... Browse for file to
— add to Attachment field
¢ of current record
£
Your screen should be similar to i
Figure 1.36 3 (o) [om.)
| Record: 4 lofl [T { No Filter | Search 4 M — ;
Attach employee photo and resuma if available \.‘@ %

Figure 1.36
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The Attachments dialog box is used to manage the items that are in an attach-
ment field. Because there are currently no attachments associated with this
field, it is empty. You will select the photo and resume files you want to add to
the field.

A A9~ = Club Employees : Database (Access 2007) - Microsoft Access = & =8
Home Create External Data Database Tools Fields Table @ 0

4 t | Ascending ¥ C 1 = New = Totals 3% 3 Replace  Calibri (Detail) -1 ===
‘ c“c'( ' % 3 Cop | Descend T Advanced = E] =8 Save “& spelling "ﬁ = GoTov | B - U | % =]
View Paste ¢ Refresh Find
73 2 f Format Painter 3 move 7 Toggle Filter | - X Delete ~ B More » lg setect~ | A~
Views Clipboard 0 Sort & Filter Records Find ext For
® If necessary, specify | . . . . S
. First Name - | Address - City = State - ZIP Code ~ Home Phont - | Birth Date ~ Click to A
the location of your # Roberta 564 Palm Aven Landis ca 92120-3741 (507)555-49%0  s/1s/1987  0(2)
data files in the . o
Choose File dialog :
bOX. :::;:T@wmmm to open)
Names of selected W ac0l Resume.docx add... |
® Select ac01 files to attach to field RIIASS e o
Roberta and ac01_ ) %
e Save As...
Resume from the £ [saeat..
file list box. 5
E OK Cancel
=
Having Trouble?
Hold down while clicking on the
file names to select multiple files.
® Ciick
. " | [|Record: 14 < 10f1 PoH & No Filter | Search 4 4 ] — 3
in the choose File Attach employee photo and resume if available IEEEES
dialog box. Figure 1.37

Your screen should be similar to
Figure 1.37

The Attachments dialog box is displayed again and now displays the names of
Additional Information the selected files.

To remove a file from the Attachment
field, select the file name from the list

and click| Remove |

AC1.40 Lab 1: Creating a Database WWW.MHHE.COM/OLEARY



® Click| ok |

in the Attachments
dialog box.

Your screen should be similar to
Figure 1.38

® Double-click the
cell containing the
attachments for
Roberta.

® Selectthe acO1_
Roberta file from
the Attachments
dialog box.

® Click .

Another Method

You also can double-click the file to both
select and open it.

Your screen should be similar to
Figure 1.39

(&l | 9~ I= : Club Employees : Database (Access 2007) - Microsoft Access 5 @@ =
Home | Create  ExternalData  DatabaseTools | Fields  Table o @
» = - . ==
Y% | e 3 New X Totals ﬁ o Replace  Calibri (Detail) 1
— 3 | Descendi ¥ Advanced = =Hsave 9 spelling = GoTo~ | B I U T B .
Vi Paste Refresh Find
L | TEEE e ter %5 Remove Sort W T er | " X Delete + B More - " seetr AW B | E= EH-
iews Clipboard 3 Sort & Filter Recards F_lnj Text FE\PB((IHQ
» ij Employee Records X
FirstName - | Address - City - State - ZIP Code - |Home Phone ~ | Birth Date - 0] Click to Add
# Roberta 564 Palm Aven Landis ca 92120-3741 (507) 5554930 5/18/1987 ] 2)
#* o)
Two attachments
in field
.
2
=
=
2
®
i
S
z
=z
Record: M 1ofl P oMK § No Filter | Search 4 il — »
Attach employee photo and resume if available | E m
Figure 1.38

The selected files are inserted as attachments and identified with the number
2 in the cell. The number indicates how many attachments have been added
to the field. You will now display the photograph from the Attachment field to
check that it has been inserted properly.

A | 9- s [ Club Employees : Database (Access 2007) - Microsoft Access o & =B
Home Create External Data Database Tools Fields Table @ 0
4 ! g f 1 =i New = Totals g% 3 Replace  Calibri (Detail) =5t “| ==
B 2
i , | Descending V] Advanced = 2l aHswe  opeling TN mGoTor B J U EIE | - | H.
View Paste
¥ E [=] ac01_Roberta - Windows Phota Viewer = [-E H-
i Clipbi
= = Fle v Prnt x  E-mail Burn ¥ Open ¥ !
» . Employee Re| X
First Name Click to Add
# Roberta
* . .
Closes application
|
Picture file stored in
<«—— Attachment field opened in
2 associated graphics program
o
=
S
=
2
3
=
— I,; ‘\\\_ _ -
P~ o ™ g.l i 3
() iy
Record: 4 « 1ofl oM i Mo Filter | [Search 4 il _[®
Attach employee photo and resume if availabla IEE

Figure 1.39
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The picture object is opened and displayed in the graphics program that is

. - associated with this type of file—in this case, Windows Photo Viewer. Yours
'F[}';gfefgﬁztg:;3533;‘8':'0“:['103?]?;’%8 may open and display in a different graphics program such as Paint. The
viewed, not edited. If you want to edit application that opens is not necessarily the application in which the file was
the image, right-click on the image and created. If the application in which it opens includes features that can be used
choose Edit. The program used to create ¢, o (it the file, you will be prompted to save any changes before closing the

the file, if available on your computer, ) .
will open. . ' Attachments dialog box. If you do not save them, the changes will be lost.

Additional Information

Resume document

. opened in associated
® Click [s£3s] Close o .
- th h w| = & = ac0l_Resume (Protected View) - Microsoft Word Word 2010 appllcatlon - >4
in e grap Ics Home Insert Page Layout References Mailings Review View Add-Ins /t (7]
appllcatlon WIndow o Protected View  This file was opened from a potentially unsafe location. Click for more details. Enable Editi x
title bar to close the ] e e RS a0 (SRR KRNI B, Z
application. 7]

Closes application
® Select and open the :
ac01_Resume =
attachment.

»Roberta Marchant

® If necessary,
maximize the Word
application window.

To work in the Fitness industry as a Fitness Coordinator

Your screen should be similar to : Associates of Applied Science, May 2006
- : »  Major: Business Leadership
Figure 1.40 : b Minor: Health and Nutrition
4 May 2004

Sunshin

Yoga Instructor

b Enjoy working with people
»  Fitness Instructor certification

CIRR

Page:1 of 1 | Words: 597| - |[Eea == 7&- 0

Figure 1.40

The resume is opened and displayed in the associated Word 2010 applica-
tion program. A copy of the file is placed in a temporary folder. If you change
the document, the changes are saved to the temporary copy. Then, when you
return to Access and close the Attachments dialog box, you are asked if you
want to save the attached file again.

® Click @ Close in the application window title bar to close the
Word 2010 application.

® Click IEI Close to close the Attachments dialog box.

Finally, you want to add the caption for the Attachment field. Rather than

switching to Design view to make this change, you can use the| % Name & Caption

button in the Properties group of the Table Tools Fields tab.
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® Click
|ff' Mame & Caption |
in the Properties

group of the Table
Tools Fields tab.

® In the Caption text
box of the Enter Field
Properties dialog
box, type Photo/
Resume

® Click ok ]

Your screen should be similar to
Figure 1.41

® Press
to move to the

beginning of the next
record.

Your screen should be similar to
Figure 1.42

Changes caption or field name

Al 2~ = ] Clybrfom, S
Home  Creaste  External Data  Database Tools Fields | Table o @
.4 [ E}Date aTime L %R Name & Caption 1 i e - [0 required =
B as 12 S e fe Bl i
W M Yeso Defaul e - i —
View | Tet MNumber Currency Delete - 3 validation
- if More Fields ~ = Field 5z ¢ Expre 8 % -
Views Add & Delete. Properties Farmatting Field Validation
» || =] Employee Records <
First Name - Address - City - State - ZIP Code ~ |Home Phont - Birth Date ~ | Photo/Resume Click to Add
¢ Roberta 564 Palm Aven Landis cA 92120-3741 (507) 555-4990 5/18/1987 0(2)
* 0(0)
Caption used as
field name
o
£
£
=
=2
s
i
s
5
=
Record: 4 « 1ofl ¥ M b | i NoFilter | Search 1 3
Attach employee photo and resume if available @ e 2
Figure 1.41

The field column now displays the caption associated with the field. This clari-
fies the field contents and makes it much easier for others to understand.

A H 9~ |= | Club Employees : Database (Access 2007) - Microsoft Access o @ =
Home  Create  ExternalData  DatabaseTools | Fields | Table 2@
[ 59 Eoateatime i [ Name & Caption 1 iy Data Type: Text - [ Required =
AB 12 3§ ° J e .
= [¥ Yes/MNo "5k Default Value = [¥] unique —
Vi Text Mumber Currency _ Delete =] h i Me Validation
Tif More Fields ~ 0 Field size 5 S e s $ % ~ -
N AULE et Fopescs amzting Fiekl yallaation,
» ij Employee Records x
| EmployeelC - | HireDate - LastName - | FirstName -| Address - City - State - ZIP Code ~ Home Phone
04731 2/19/2005 Marchant Roberta 564 Palm Aven Landis cA 52120-3741 (507) 55549
i
\ Data for record 1
is complete
Second record
| is ready for input
o
2
£
&
2
=
2
=
z
=
[ Current record
of a total of
2 records in table
Record: 4 4 20of2 L [ o Fil Search 4 »
Unique five-digit number assigned to each employee |[m

Figure 1.42

The information for the first record is now complete. The cursor moves to the
first field in the next row and waits for input of the employee number for the
next record. As soon as the cursor moves to another record, the data is saved

AC1.43
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® Point to the left end
of the Employee ID
field for the first
record. When the
mouse pointer
appears as o, click
the mouse button.

@ Press (+) four times.

Your screen should be similar to
Figure 1.43

Additional Information
If you press or («Backspace)

while the entire field is selected, the
entire field contents will be deleted.

AC1.44
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to the table file and the number of the new record appears in the status bar.
The second record was automatically assigned the record number 2.

MOVING BETWEEN FIELDS

Next, you will check the first record for accuracy. To quickly move from one
field to another in a record, you can first select (highlight) the entire field con-
tents and then you can use the keyboard keys shown in the following table to
move quickly between field columns.

or Next field

or #* Previous field

Current field in previous record
Current field in next record
First field in record

Last field in record

You will select the Employee ID field for the first record and then move to the
Address field to check its contents.

Al d 9~ I= | | Club Employees : Database (Access 2007) - Microsoft Access > B 0=
% Home  Create  External Data  Database Tools Fields | Tabls o @
b}(" AB 12 [__J [E3 Date & Time %J [ Name & Caption 1 jl ab] Data Type: Text = [0 Required =
e == [ Yes/No Fi Default Value -l F = | [0 unique —
View | Text Number Currency 5 Mare Felds = Delete I i e 53 e ": e e i i Validation
iz et L Eropen e e ERmERid hekdbehdeion o
» || = employee Records =
EmployeelC » | HireDate - | LastName - | FirstName - | Address - City - State - ZIP Code + Home Phone
04731 8/19/2005 Marchant Roberta 564 Palm AveniELis|E cA 821203741 (507) 555439

*

Contents of entire
field are selected

Navigation Pane

Recordk 4 ¢ 1ofl oM & Mo Filter | Search 4 [ 3
Datasheet View

Figure 1.43

Because the entire field contents are selected, you need to be careful that you
do not type a character, as that will delete the selection and replace it with the
new text. To switch back to editing, you need to display the cursor in the field
and then edit the entry.
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Al |2~ |= | Club Employees : Database (Access 2007) - Microsoft Access o B R
Home Create External Data Database Tools Fields Table @ 0
4 [ ) Date & Time L} % Name & Caption P Data Type: Text ~ [ Required 1,
. 82 AB ¥ X |
® Click the Address gy 12 == [ YesNo 7} Default Value j‘ Format:  Formatting - | [ unique —
View | Text Number Currency _ Delete | 1y [ : [ = validation
f. Id .th th - T More Fields ~ =1 Field size 255 i E 5 $ [0 ndexed -
1ela wi e mouse ews Add & Delete Properties Formatting Field Validation
pointer shaped as an » || =5 Employes ecoras - 5]
Employeelf - | HireDate - LastMName -~ FirstName - Address - City - State =, ZIP Code - Home Phone
I'beam. 04731 8/19/2005 Marchant Roberta 564 Palm‘Avw 92120-3741 (507) 555494
* /
L Highlight cleared and Entire ent
Your screen should be similar to ohllg i
Figure 1.44 cursor displayed is not visible
|
2
=
&
2
=
2
2
=
|
[
|
|
|
[
|
|
|Record: @ Tatt v v [ Gto Filier | Search i I E
Datashest View IEEETS
Figure 1.44

The highlight is cleared and the cursor is visible in the field. Now, using the
directional keys moves the cursor within the field and you can edit the field
contents if necessary.

Additional Information

You can press to switch between
editing an entry (the cursor is displayed)
and navigating (the field is selected)

through the datasheet. ZOON"NG A FIELD

The beginning of the field looks fine, but because the column width is too nar-
row, you cannot see the entire entry. You will move the cursor to the end of the
address so you can check the rest of the entry.
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| Club Employees:

Al H9- |= | : Database (Access 2007) - Microsoft Access = @ =%
Home  Create  ExternalData  DatabaseTools | Fields | Table o @
W 4 B 12 & E}Date & Time  {§ |5 Name & Caption P T Data Type: Text ~ [ required =
[ ] PreSS e = M vesMo 7 Default Value j'l. B ot e - | [0 unique ==
" View Text MNumber Currency Delete t: if: M Validation
v T More Flelds ~ ™0 Field Size 255 5 $ [ Indexed -
= | Landabeeie Fropeiies. commatinge Fieit Walideiog.
» || Z] Employee Records x
. . EmployeelC - | HireDate - | LastName ~ | FirstName - | Address - City - State - ZIP Code + Home Phone
Your screen should be similar to 04731 8/19/2005 Marchant  Roberta ImAvenue  Landis ca 921202741 (507) 555-494
Figure 1.45 *
Entry scrolled in cell and
cursor is at end of entry
o
2
=
=
2
=
2
=
&
=
f_ [JRecord: ¢ ¢ 10f1 [ Search 14 o = -
Datasheet View IEEET
Figure 1.45

The text scrolled in the field, and the cursor is positioned at the end of the
entry. However, now you cannot see the beginning of the entry, which makes it
difficult to edit. Another way to view the field’s contents is to expand the field.

=] = | Micre = & =
Home  Create  ExternalData  DatabaseTools | Fields | Table > @
AB 12 [27] = Date&Time %J [ Name & Caption j‘ - [0 Required =4
[ ] Press 4> Shift| + == & vesmo 5, Default Value J- - | [0 unigue =
- View Text MNumber Currency Delete =] f Validation
4 if More Fields ~ =1 Field size 255 i [ Indexed 4
iews FIORELIES.

Add & Delete

) ekt Validation.
» ~ Employee Records

.. Empl IC-| HireDate «f—

Your screen should be similar to i S =

Figure 1.46 i T G ]

x

ZIP Code
120-3741

+ |Home Phont
(507) 555-45¢

Entire entry displayed
in Zoom dialog box

o | A Eont..
s

o

&

W2

=

2

=

z

=

Record: 4 1ofl L Fil Search 4 i »

Form View

Figure 1.46

The entry is fully displayed in the Zoom dialog box. You can edit in the dialog
box just as you can in the field.
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® If the entry contains
an error, correct it.

® Click[ ok |

to close the Zoom
dialog box.

® Press to move
to the next field.

Additional Information

You also can use the horizontal scroll
bar to scroll the window and check
fields that are not currently visible.

® Continue to check
the first record for
accuracy and edit as
needed.

® Enter the data for
the second record as
shown in the table
to the right (you will
leave the Attachment
field empty).

® Check the second
record for accuracy
and edit it if
necessary.

® Move to the first field
of the blank record
row.

Your screen should be similar to
Figure 1.47

Additional Information

The default datasheet column width is
set to display 15.6667 characters.

Al d9- = I | Club Employees : Database (Access 2007) - Microsoft Access > @ =
Home Create External Data Database Tools Fields Table @ 0

@(" AB 12 [:j EYDate &Time  Jj [ Name & Caption 1 fl Data Type: Text ~| [ required =
— == [ Yes/No 75k Default Value F t = [ unique —
View | Text Number Currency Delete | _ Mod [ validation
5 i More Fields » ™ Field Size 5 gt it $ N ¥
Nl AidS dokic L Eiopeacs Famsiig Fiekd Vehaation.
» || =) Employee Records x
EmployeelC - | HireDate - | LastName - | FirstName - | Address - City - State - ZIP Code + Home Phone
04731 8/19/2005 Marchant Roberta 564 Palm Aven Landis cA 92120-3741 (507) 55549
03474 6/3/2007 Driscoll Andy 1903 25th Stree Maldin CA 92121-3740 (507) 555-449
#* | \

Column width too small Column width is larger

Data for record 2

to fully display content than it needs to be

complete

Navigation Pane

Current record

Record: 4 4 30f3 ] % No Filter | Search 1 »
Unique five-digit number assigned to each employes = S

Figure 1.47

Employee ID 03474

Hire Date June 3, 2007
Last Name Driscoll

First Name Andy

Address 1903 25th Street
City Maldin

State CA

ZIP Code 92121-3740
Home Phone (507) 555-4494

Birth Date October 10, 1986

The record indicator in the status bar tells you that record 3 is the current
record of a total of three records.

As you have noticed, some of the fields (such as the Address field) do not
display the entire entry, while other fields (such as the State field) are much
larger than the field’s column heading or contents. This is because the default
width of a column in the datasheet is not the same size as the field sizes you
specified in Design view. Column width refers to the size of a field column
in a datasheet. The column width does not affect the amount of data you can
enter into a field, but it does affect the data that you can see.

You can adjust the column width to change the appearance of the data-
sheet. Usually you should adjust the column width so that the column is
slightly larger than the column heading or longest field contents, whichever

Changing Column Width AC1.47



® Point to the right
column border line
for the Address field.

® When the mouse
pointer shape is ,
click and drag to the
right until you think
the column width
will be wide enough
to display the field
contents.

® Adjust the column
width again if it is
too wide or not wide
enough.

Another Method

You also can adjust the column width to
a specific number of characters using

in the Records group of the

Home tab and choosing Field Width. This

command is also on the shortcut menu
when an entire column is selected.

Your screen should be similar to
Figure 1.48

AC1.48

is longer. Do not confuse column width with field size. Field size is a property
associated with each field; it controls the maximum number of characters
that you can enter in the field. If you shorten the field size, you can lose data
already entered in the field.

RESIZING A COLUMN

The first thing you want to do is make the Address column wider so that you
can see each complete field entry without having to move to the field and
scroll or expand the field box. There are several ways that you can manipulate
the rows and columns of a datasheet so that it is easier to view and work with
the table data.

To quickly resize a column, simply drag the right column border line in
the field selector in either direction to increase or decrease the column width.
The mouse pointer shape is 4 when you can drag to size the column. As you
drag, a column line appears to show you the new column border. When you
release the mouse button, the column width will be set. First you will increase
the width of the Address field so that the entire address will be visible.

Al = = | Club Employees: Database (Access 2007) - Microsoft Access = B =R
Home | Create  ExternalData  Database Tools Fields  Table o @
L#‘Zv B L? 4] Ascending 7 Selection - :,‘ = Ne 3 Totals 3% 3 Replace  Calibri (Detail) -1 R = =
T =] 3 % | Descending T Advanced ~ & Hsave Sopeiing @ mgotor| B I U =]
View | Paste Fitter gl Refresh Find "
5 = mat Pain . e / jleFilter | gjl= 2 Delete ~ B More ~ [¢ setect~ | A~
Views Clipboard Sart & Filter Records Find
» || I Employee Records x
EmployeelD - Hire Date - | LastName ~ | FirstName - Address City - State ZIP Code - HomeH
04731 8/19/2005 Marchant Roberta 564 Palm Avenue Landis 92120-3741 (507)554
03474 6/3/2007 Driscoll Andy 1903 25th Street Maldin 92121-3740 (507)555

* /
Column width increased and

Drag to size column width
field entries are fully displayed

Navigation Pane

Record: 4 4 30f3 M & Nao Filter | Search 4 il »

Unique five-digit number assigned to each employee \-‘ i
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® Drag across the first
four field columns [4]
to select them.

® Click the ] Select
All button to select
the entire table.

Your screen should be similar to
Figure 1.49

USING BEST FIT

Rather than change the widths of all the other columns individually, you can
select all columns and change their widths at the same time using the Best
Fit feature. To select multiple columns, point to the column heading in the
header row of the first or last column you want to select. Then, when the
mouse pointer changes to [#], click, and without releasing the mouse button,
drag in either direction across the column headings. You also can quickly

select the entire table by clicking the Select All button to the left of the first
field name.

Al = |= | Club Employees : Database [Access 2007) - Microsoft Access o @& =
Home  Create  ExternalData  DatabaseTools | Fields | Table @
o [E3 Date & Time %R Name & Caption 1 3 ~ [0 required =)
B aB 12 Hg * ot fa
W == M Yesio "5k Default Value - | [@ Unigue
View | Text Number Currency I = f : validation
2 T More Fields ~ I Field size 5 S Fipire Sat LT T 5 | :
Views Add & Delete Properties Formatting Field Validation
» .j Employee Records x
| (Employeell - HireDate - LastName - FirstName - Address - | Gty = State ZIP Code. -~ HomeP)|
" 731 8/19/2005 Marchant Roberta 564 Palm Avenue  Landis CA 92120-3741 (507) 554
] 08374 6/3/2007 Driscoll Andy 1902 25th Street  Maldin cA 921213740 (507) 55
Ik
|
|
|
Click to select
entire table
|
oll
£
£
&
W2
B
i
=
5
=
Recard: 4 « 1of2 ¥ M b | i NoFilter | Search [] 3
Unique five-digit number assignzd to each employes I
Figure 1.49

All the table columns are highlighted. Now, if you were to drag the column
border of any selected column, all the selected columns would change to the
same size. However, you want the column widths to be adjusted appropri-
ately to fit the data in each column. To do this, you can double-click the col-
umn border to activate the Best Fit feature. The Best Fit feature automatically
adjusts the column widths of all selected columns to accommodate the longest
entry or column heading in each of the selected columns.
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Al =3 fe | | Club Employees : Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Fields Tabla @ 0
E‘z" AB 12 E)Date & Time |5 Name & Caption 1 jl ab| Data Type: Text = [ required -
A — [ Yes/Mo 75k Default Value & Format tt = [¥] unique —
® Double-click any View | Test Namber Curreng S Delete o — Modiy Modiy M xR 2 i . validation
column border line Views | Add & Delete | Properties Formatting Field validation |
. - » || = Employee Records x
(In the fleld name EmployeeID - Hire Date - LlastName ~ FirstName - Address +| City - State r ZIP Code - HomePhone - | BirthDate - Photo/Re Cli
row) when the mouse 04731 8/19/2005 Mgrchant Roberta 564 Palm Avenue Landi; CA 92120-3741 (507) 555-4990 5/18/1987 @:21
. . 03474 6/3/2007 Driscoll Andy 1903 25th Street  Maldin CA 92121-3740 (507) 555-4494. 10/10/1986 [0}
pointer shape is . * 90
| /
Having Trouble? T
If the Click to Add menu opens while Column width of all fields Photo/Resume field did
trying to adjust the column width, just . ; not adjust appropriately
. 4 ted to “Best Fit” | t
press to close it and try again. & adjusted to “Best Fit” longes
= column heading or entry
2
)
A z
® Click anywhere on 2
the table to deselect
the datasheet.
Another Method
You also can use in the
Records group of the Home tab and | || Recordi 0+ 30r3 M T q B ) v
choose Fleld Wldth/BeSt Flt Unique five-digit number assigned to each employee |

Figure 1.50

Your screen should be similar to
Figure 1.50 The column widths for each field have been sized to accommodate the lon-
gest entry or column heading. Also, as you add more records to the table that

contain longer field entries, you will need to use Best Fit again to readjust the
column widths.
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® Check each of the
records again and
edit any entries that
are incorrect.

® Add the data shown
in the following table
as record 3.

@ Press twice
to skip the Photo/

Resume field and
complete the record.

Your screen should be similar to
Figure 1.51

MG \ cess 2 Mic = @ =
Home  Create  External Data  DatabaseTools | Fields | Table > @
# 1 Eppateatime L (%P Mame & Caption 1 > ~ [0 required —
B aB 12 = ;. 3 X oy
. R Yes/No Defaull j —
View | Tedt Number Currency Delete validation
22 T More Fields ~ s i $ 8 4% %
Views Add & Delete. Properties. Formatting Field Validation
» | Employee Records X
Employee ID - | Hire Date - LlastName - FirstName - Address - | City - State - ZIPCode - HomePhone - | BirthDate - Photo/Resuyl
04731 8/13/2005 Marchant Roberta 564 Palm Avenue Landis CA 921203741 (507) 555-4990 5/18/1987 02)
0347, 6/3/2007 Driscoll Andy 1903 25th Street  Maldin CA 92121-3740 (507) 555-4434 10/10/1986 LE".‘{D]
7 04731 4/12/2008 Delano Gordon 1310 N. Spindrift D Chester CA 92122-1268 (507) 555-1208 8/7/1986 (o)
* dio)
Microsoft Access =
The changes you requested to the table were not successful because they would create duplicate values in the
] I, index, primary key, or relationship, Change the data in the fild or fields that contain dupicate data, remove the
g % index, o redefine the index to permit duplicate entries and try again.
.E Help
¥
=
5
=
Error message advises you
that duplicate entries in primary
key field are not allowed
Recard: 4 4 30f3 LI Search 4 »
Attach employee photo and resume if available |[E @3 o e
Figure 1.51

Employee ID
Hire Date
Last Name
First Name
Address

City

State

ZIP Code
Phone

Birth Date

04731

April 12, 2008

Delano

Gordon

1310 N. Spindrift Drive
Chesterfield

CA

92122-1268

(507) 555-1208

August 7, 1986

As soon as you complete the record, an error message dialog box appears indi-
cating that Access has located a duplicate value in a primary key field. The key
field is Employee ID. You realize you were looking at the employee number
from Roberta Marchant’s record when you entered the employee number for
this record. You need to clear the message and enter the correct number.
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Al 9~ I+ | | Club Employees : Database (Access 2007) - Microsoft Access = & =
Home Create External Data Database Tools Fields Table & 0
‘ cr k %’ AB 12 D_ - ?:m;mlma %J Ega'melr;x;a‘pnm fl abl Data Type: Text - gzequ\red LE/
_ S ey ] d e 5 3 ;
Ic DK " View Text Number Currency i Delete f‘ N - if M e Validation
7 i More Fields + ™1 Field Size 5 $ idexe v
Miews | dd&beiie Eoh F
® Press (Home) to move » ||y ety %
" - Employee D - Hire Date - LlastName ~ FirstName - Address + | City - State r ZIP Code - HomePhone - | BirthDate - Photo/Resul
to the first field. 04731 8/19/2005 Marchant  Roberta 564 Palm Avenue Landis CA 92120-3741 (507} 555-4990 5/18/1987 0(2)
03474 6/3/2007 Driscoll Andy 1903 25th Street  Maldin CA 92121-3740 (507) 555-4494 10/10/1986 o)
12258 4/12/2008 Delano Gordon 1310 N. Spindrift D Chester CA 92122-1268  (507) 555-1206 8/7/1986 (o)
® Change the Employee -l v (o)
ID for record 3 to
1 2258 New record accepted Field contents
not fully displayed
® Press(1). y
£
=
g
=
2
_ S
Your screen should be similar to =
Figure 1.52
L Record: 4 4 40of4 H No Filter Search 1 4 = [l ’
Unique five-digit number assigned to each employee

The record is accepted with the
that the address and city for this

Figure 1.52

new employee number. However, you notice
record are not fully displayed in the fields.

1Al = 2~ = | | Club Employees : Database (Access 2007) - Microsoft Access = B =
File Home Create External Data Database Tools Fields Table & 0
. B t Ft th Add %, P 12 = g?ﬁi,mm %J Ega'me:cvcjpnun fl ab] .DataTqu: Text - Sze.?um LE/
‘es/No g Defaul alue . ¥ nique
es I e ress View Text Mumber Currency _ e Delete l;; ST Me g i Validation
- . - ) X iod ps Expression Setti 3 % Indexe -
and City fields. viws | T properies i
» || =] Employee Records =
Employee D - Hire Date - LastName - FirstName - Address - City - | State - | ZIPCode - | HomePhone - | BirthDate - | f
04731 8/19/2005 Marchant Roberta 564 Palm Avenue Landis CA 92120-3741 (507) 5554990 5/18/1987
imi 03474 6/3/2007 Driscoll Andy 1903 25th Street Maldin CA 92121-3740 (507) 555-4494 10/10/1986
Y?UI' screen ShOUId be S|m|Iar to 12258 4/12/2008 Delano Gordon 1310 N. Spindrift Drive Chesterfield CA 92122-1268 (507) 555-1206 8/7/1986
Figure 1.53 . \ N
Records appear in same Column widths
order they were entered fit field contents
o
2
£
=
8
=
2
3
=z
L Record: 4 4 40f4 L] ¥ No Filter Search 71 - [ }
Unigue five-digit number assigned to each employee
Figure 1.53
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When you add new records in a datasheet, the records are displayed in the
order in which you enter them. However, they are stored inside the database
file in order by the primary key field.

You will add three more records to the table. If data for some fields, such
as the City, State, or ZIP Code, is the same from record to record, you can
save yourself some typing by copying the data from one of the other records.

Just select the field contents and click
Home ribbon. Then move to the field where you want the copy to appear and

Copy|in the Clipboard group on the

click |“)

Paste

in the Clipboard group.

® Enter the data for the two records shown in the following table.

® Enter a final record
using your first and
last name. Enter
99999 as your
employee ID and
the current date as
your date hired. Use
Chesterfield,
CA 92122-1268
for the city, state,
and zip code. The
information you enter
in all other fields can
be fictitious.

® Check each of the
records and correct
any entry errors.

Your screen should be similar to
Figure 1.54

o TRocoras ———Jnocoras |

Employee ID 13635 12583

Hire Date January 2, 2011 April 20, 2011
Last Name Martinez Sullivan

First Name Juan Marie

Address 1920 First Avenue 78 Omega Drive
City Maldin Chesterfield
State CA CA

ZIP Code 92121-3740 92122-1268
Phone (507) 555-2935 (507) 555-3890
Birth Date December 10, 1989 March 15, 1988

Al 9~ I= |
Home  Create  EdternalData  DatabaseTools | Fields

P [E3 Date & Time & Name & Caption
@4 ' | AB 12 ¥ 5] J =
. [ Yesio "5l Default Value
View | Text Number Currency Delete |
- Tif More Fields ~ ] Field Size 5
g Al

» || 7 employee Records

| Club Employees : Database (Access 2007) - Microsoft Access - B o=
Table o @
1 / | Data Type: Text » [ requirea =
X ab|
P - | [@ Unigue =3
validation
Fiopenies, FRmmating el Valldation.

x

EmployeeID - Hire Date - lastName - FirstName -

99999 10/4/2012 Name Student

Table contains six records

Navigation Pane

Record: 4 4 7of7 H < No Filter | Search 4

Unique five-digit number assigned to each employee

04731 8/19/2005 Marchant  Roberta 564 Palm Avenue Landis cA 92120-3741 (507) 5554990 5/18/1987
03474 6/3/2007 Driscoll Andy 1903 25th Street Maldin cA 521213740 (507) 555-4494 10/10/1986
12258 4/12/2008 Delano Gordon 1310 N. Spindrift Drive  Chesterfield CA 921221268 (507} 555-1206 8/7/1986
13635 1/2/2011 Martinez Juan 1920 First Avenue Maldin CcA 921213740 (507) 555-2935 12/10/1989
12583 4/20/2011 Sullivan Marie 78 Omega Drive Chesterfield CA 521221268 (507) 555-2890 3/15/1988

1234 Any Street Chesterfield CA 921221268 (507) 555-0000 8/8/1988

Address - City = | State - | ZIPCode - | Home Phone - | BirthDate - | f

Figure 1.54

There are now a total of six records in the table.

Changing Column Width AC1.53




You have found that with the addition of records, it takes longer to move
around in the datasheet. Typical database tables are very large and conse-
quently can be cumbersome to navigate. Learning how to move around in a
large table will save time and help you get the job done faster.

MOVING USING THE KEYBOARD

In a large table, there are many methods you can use to quickly navigate
through records in Datasheet view. You can always use the mouse to move
from one field or record to another. However, if the information is not vis-
ible in the window, you must scroll the window using the scroll bar first. The
following table presents several keyboard methods that will help you move
around in the datasheet.

Page Down Down one window

)
8
o
c
S

Up one window

Ctrl) + Left one window

Ctrl] + (Page Down Right one window

+ Last field of last record

+ First field of first record

+ Current field of first record
Ctrl) + Current field of last record

Currently, records 1 through 6 of the Employee Records table are displayed
in the work area. You will use many of these methods to move around the

datasheet.
Allld9- |= | | Club Employees : Database (Access 2007) - Microsoft Access - B =
Home  Create  EdermalData  DatabaseTools | Fields | Table o @
. s I tth E I E”é\’ AB 12 gl'}‘t‘)all&nme ;t]-‘ Esa"nesz\fa‘phun 1 _jl ab| Data Type: Text - Szequuen :
—_— [ Yes/No | Default Value Form - nique
elec e tEmployee View | Tet Nomber Curenyy oo Delete t;;r — Modi f te 4 validation
. . 5 i More Fields ~ ] Field size PR R sk L ndexe 2
ID field of the first | views Add & Delete Properties Formatting Field Validation
record. | Em =
EmployeeID - Hire Date - LastName - First Name - Address - City = | State - | ZIPCode - | Home Phone - | BirthDate ~ | f
04731 8/19/2005 Marchant Roberta 564 Palm Avenue Landis cA 92120-3741 (507) 555-4990 5/18/1987
02474 6/3/2007 Driscoll Andy 1903 25th Street Maldin CA 92121-3740 (507) 555-4434 10/10/1986
® Press (Page Down). P ,
12258 4/12/2008 Delano Gordon 1310 N. Spindrift Drive  Chesterfield CA 92122-1268 (507) 555-1206 8/7/1986
13635 1/2/2011 Martinez luan 1920 First Avenue Maldin cA 92121-3740 (507) 555-2935 12/10/1989
12583 4/20/2011 Sullivan Marie 78 Omega Drive Chesterfield CA 92122-1268 (507) 555-3830 3/15/1988
99999 10/4/2012 Name Student 1234 Any Street Chesterfield CA 92122-1268 (507) 555-0000 8/8/1988
.. *
Your screen should be similar to f
Figure 1.55
Current field
L3
2
£
=
2
B
2
=
5
=
L Record: 4 4 7of7 L ¥ Mo Filter Search ,‘ - m B P
Unique five-digit number assigned to each employee =T
Figure 1.55
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If you were working on a very large table, the next page of records would
display, with the first record in the window being the current record. Because
this table is small, pressing moved the cursor to the last position in
the window, the row to add a new record. To see an example of moving in a
wide table, you will expand the Navigation pane. Because there are numerous
fields of various widths, not all of the fields are able to display in the window
at the same time. Rather than scrolling the window horizontally to see the
additional fields, you can quickly move to the right one window at a time.

Allkd - [ | | Club Employees : Database (Access 2007) - Micrasoft Access = @ =
Home  Creste  ExternalData  DstsbaseTools | Fields | Table & @
2 AB 12 an [E3) Date & Time jl‘JJ |5 Name & Caption + f\ T Data Type: Text = [0 Required L_:‘/
T = e 73, Defautt Val " = | Format tt ~ | O uni e
@ Expand the View | Text Number Currency Sy Delete lf; = Modi [ — B iciges validation
. . . i More Fields - =0 Field Size 15 o $ % v | 8% [ Indexed g
Navigation pane. views | Add & Detete . Propeties Fomatting Fietd Valigation
All Access Objects 2 « lj Employee Records x
. . \Searci. Fel Home Phone - Birth Date - Photo/Resume Click toAdd -
® Click on First Name Tables & | |l507)ss5as90  s/ig/iser (o)
H EH Employee Recards ] 94 10/10/1986 o)
field for the second /l': 1206 8/7/1986 (o)
| (507)555-2035 12/10/1983 o)
record. Current field | (507) 555-3890 3/15/1988 o)
{507) 555-0000 8/8/1988 o)
* o)
@ Press (Cirl) + f
Page Down|.

Table scrolled
horizontally to display

Your screen should be similar to additional fields
Figure 1.56

Record navigation buttons

WRecurd M 4 20f6 P MM X Mo Filter Search 4 [ [3
Enter as (555) 555-5555 | || B e

Figure 1.56

The table scrolled horizontally one window to the right, and the last three field
columns in the table are now visible. The current field is the first field of this
screen, but on the second record’s row.

MOVING USING THE RECORD NAVIGATION BUTTONS

The record navigation buttons in the status bar also provide navigation short-
Another Method cuts. These buttons are described in the following table.

You also can use in the
T e [Button  [Effect |
the record navigation buttons.

First record, same field
Previous record, same field
Next record, same field

Last record, same field

New (blank) record

E & [+] [ [5]
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® Click [ »]Last
Record.

® Click[ 4 ]First
Record.

@ Press (Home).

Your screen should be similar to
Figure 1.57

AC1.56

Access 2010

You will use the record navigation buttons to move to the same field that is
currently selected in the last record, and then back to the same field of the first
record. Then you will move to the first field of the first record.

Lab 1: Creating a Database

Al 9~ = | Club Employees : Database (Access 2007) - Microsoft Access = @ =
Home | Creaste  External Data  Database Tools Fields  Table @
Vi Cut 4| ascending 7 Selection - = New X Totals 3% % Replace  Calibri [Detail o = =
Y & f 2] s ¥ 2 i Detail]
S~ 33 copy % Descending T Advanced ~ =8 Save S Spelling = GoTo~ B I U B .
Vi Past Fift Refresh Find .
| FEEE S A Remove 7 Togule Fiter | " ane ¥ Delete » B Morev | Iy Selectv | A % H-
Views Clipboard 3 Sort & Filter Records Find Text Formatting
All Access Objects « | =1 Employee Records X
search.. Fel | Employee ID - Hire Date - lastName - | FirstName - Address - City - State - ZIP Code - Ho
Tables = i 8/19/2005 Marchant  Roberta 564 Palm Avenue Landis cA 92120-3741 (50,
| 6/3/2007 Driscoll Andy 1903 25th Street Maldin cA 92121-3740 (50
| 12258 4/12/2008 Delano Gordon 1310'N. Sprindrift Drive Chesterfield CA 92122-1268 (50]
! 13635 1/2/2011 Martinez Juan 1920 First Avenue Maldin CA 92121-3740 (50
I 12583 4/20/2011 Sullivan Marie 78 Omega Drive Chesterfield CA 92122-1268 (50]
! 99999 10/4/2012 Name Student 1234 Your Street Chesterfield CA 92122-1268 (50]
l*
Pressing [Home
moves to the first field
of the first record
Moves to same Moves to same
field of first record field of last record
-  |fRecord: 4 < 1afe  » [ GofFilter | Search £l il = i =
Unique five-digit number assigned to each employee | Num Lock | [ @ ¥

Figure 1.57

The first field of the first record is selected.

MOVING TO A SPECIFIC RECORD

You have moved the location of the cursor to the first record by using the
record navigation buttons. You can also quickly move to a specific record by
simply typing the record number into the Current Record box in the record
navigation bar. This method is especially helpful when navigating around a
large table when you know the record number you are looking for. Now you
will practice moving to a specific record number.

WWW.MHHE.COM/OLEARY




® Click in the Current
Record box.

® Press or
to delete the

number 1.

® Typein 5 and press
(<Enter].

Your screen should be similar to
Figure 1.58

Additional Information

You can select multiple noncontiguous
records by holding down while
clicking the Select Record button of
each record. To select contiguous
records, click and drag along the Select
Record buttons.

Al 9~ |= ] Club Employees : Database (Access 2007) - Microsoft Access ==
Home | Create  ExternalData  Database Tools Fields  Tabls o @
@(v L? 4| ascending 7 Selection - :] =i New X Totals ﬁ 3}, Replace  Calibri (Detail) =
VL y = Z | Descending Vo Advanced ~ 4 '“’ i =Hsave S spelling = GoTo~ | B I U |E
23 f P t e | T fo X Delete ~ B More ~ i lg Select~ | A~ 07 - By
iews Clipboard % Sort & Filter Records Find Text Formatting
All Access Objects ® « lfj Employee Records X
Search. yel : Employee ID. - Hire Date - LastName - | FirstName - Address - City ~ | State » ZIPCode - | Ho
Tables ¥ || 04731 8/19/2005 Marchant Roberta 564 Palm Avenua Landis cA 92120-3741 (50
| lo3a7a 6/3/2007 Driscoll Andy 1903 25th Street Maldin CA 92121-3740 (50]
l 12258 4/12/2008 Delano Gordon 1310 N. Sprindrift Drive Chesterfield CA 92122-1268 (50|
| 1/2/2011 Martinez Juan 1920 First Avenue Maldin cA 92121-3740 (50|
4/20/2011 Sullivan Marie 78 Omega Drive Chesterfield CA 92122-1268 (50|
/!r T 10/4/2012 Name Student 1234 Your Street Chesterfield CA 92122-1268 (50|
Selection |
moved to record 5 Current field
|
Typing record number in
Current Record box moves
to a specific record
| Record: 4 4 bofs PoH b & Mo Filter | Search 4 I - »
Unique five-digit number assigned to each employee | Num Lock | (] 8 @ b

Figure 1.58

The specified record is now selected.

While you are entering the employee records, you find a memo from one of
your managers stating that Andy Driscoll is no longer working at the club and
asking you to remove his record from the employee files.

You can remove records from a table by selecting the entire record and
pressing the key. After pressing (Delete], you will be asked to confirm that
you really want to delete the selected record. This is because this action can-
not be reversed.

AC1.57
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Select Record button

@ Point to the Select
Al do- = Micr = B =
Record button for %
Home | Create  EderrpiData  DatabaseTools | Fields  Table o @
reCOI'd 2 (Andy E‘Z" —";1 # cut 4| ascending le i] =i New 3 Totals 3% 3 Replace  Calibri [Detail) i1 | Beds
- - ey 4 v b L7} ul - = -
Drlsco"), and cllck | ﬁcuny ) %1 pescending ?j’.radvanzed e cBsave T Spelling e = GoTo~ B 1!h
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Tables * ! 04731 8/19/2005 Marchant Roberta 564 Palm Avenue Landis cA 92120-3741 (50|
'" 12258 4/12/2008 Delano Gordon 1310 N. Sprindrift Drive Chesterfield CA 92122-1268 (50]
| 13635 1/2/2011 Martinez Juan 1920 First Avenue Maldin ca 92121-3740 (50
AnOther MethOd ! 12583 4/20/2011 Sullivan Marie 78 Omega Drive hesterfield CA 92122-1268 (50
| _|s9938 10/4/2012 Name Student 1234 Your Street Chdgterfield CA 92122-1268  (50]
You also can move to the record and [*
choose Select from the | Lz Select - | Selected B}
B 2 elected recor
drop-down list in the Find group of the e =
Home tab. Table now has been deleted
displays five records You are about to delete 1 record(s).
B 17 you chckves, yoiiont e sbis o e this DS speration
Are you sure you want to delete these records?
® Press (Delete).
Another Method Click Yes to confirm deletion
of Andy Driscoll’s record
You also can use in the
Clipboard group to delete a selected
record.
Record: W 4 Zof5 b M b | & NoFilter | search (] il »
T | Num Lock |[E| @ @ &
Your screen should be similar to i
Figure 1.59

Figure 1.59

Although Andy Driscoll’s record has been removed from the table, it will not
be permanently deleted from the database until you confirm the deletion. If

you change your mind, you can click to restore the record.

® Click to confirm that you want to delete the record.

The record has been permanently deleted and the table now consists of five

Another Method
employee records.

You also can choose Delete Record

from the drop-down list

in the Records group of the Home tab.
The current record is both selected and
deleted at the same time.
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Additional Information

A SharePoint list is a list of data that is
stored on a SharePoint server and is
available to others in an organization.

® Open the Create tab

and click | = |in the

Table
Design

Tables group.

® Define the fields
using the settings
shown in the
following table.

Your screen should be similar to
Figure 1.60

Following your plan for the employee database, you will add another table to
the existing database file. This table will hold information about the employ-
ee’s work location and job title.

There are several ways to create a new table in an existing database. You
can insert a blank table and define the fields in Datasheet view as you already
have done, or you can create a table based on a table model. You also can
import from or link to data from another source, such as another database, an
Excel worksheet, or a SharePoint list. Finally, you can create a new table start-
ing in Design view. You will use this last method to define the two fields in the
table, Location and Job Title.

Al 2~ J= | | Club Employees: Database (Access 2007) - Microsoft Access = B =
Home Create External Data Database Tools Design @ 0
S Insert Ro 7l =7 = B = E“ﬁ
= S = =& | "2 = Bs =
View | Pr Build t Validatios Property Indexes Create Data Rename/Delete | Relationships  Object
¥, Ke les A LOS Sheet Macros Macro Dependencies
Views Tools Show/Hide | Field, Record & Table Events Relationships
All Access Objects = « || =] Employes Records | = Tablel X
\Search. Fel Data Type Description -
Tables 3 L :I A
E Text - .
FHl Employee Records \ Field name and data type

= Tamﬂv definitions for new table

Default table name

Field size for

current field

Field Properties

General [Loakup|
Field Size 50| -
Format
Input Mask
Caption
Default Value
'Validation Rule The maximum number of characters you can
‘Validation Text enter in the field, The largest maximum you
Required No can set is 255. Press FL for help on field size.
Allow Zero Length Yes
Indexed No
Unicode Compression  Yes
IME Made No Control
IME Sentence Mode None
Smart Tags -
Design view. F6 = Switch panes. F1 = Help, Num Lock | 3 68 @[5

Figure 1.60

Location Text 20
Job Title Text 50

The new table has a default table name of Tablel.

INSERTING A FIELD

As you look at the table you realize you need a field to identify which employee
the information belongs to. You want this field to be the first field in the table.
To do this, you will insert the new field above the Location field.
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Switches to Datasheet view

® Make Location the

Inserts a blank
row to add a field

current field. = | it Eplenpies - Batabase (Access2007) -~ Microsdit Acaess EE
Home Create External Data DatabgseTools o @
. =] S Insert Rodfs Zll 4 = = == :
® Click f vl B2 D =2 T
3 . View | [Primary|5 ation o Property Indexes | Create Data Rename/Delete | Relationships  Object
3 IﬂSEI"t RUWS in Key | les @de‘@ Lookups | shest Macros Dependencies
- Views Tools _Show/Hide | Field, Record &Table Events _Relationships
the Tools group of the All Accesd Objects = « || =] Employes Records. | =] Tablel X
. \Search, F-] Field Name Data Type Description -
Table Tools Design v ™ Employee D Text
Locati, Text
tab. B Ebienioia JobTitle Text
E Tabie
New field inserted
Another Method )
Field name, type, and
You also can use Insert Rows on the pri y ; size set to match Employee
shortcut menu. rimary key se
Records table
® In the newly inserted ~
field row, enter === / e
) General |Logkup|
Employee ID as e sie 5 7
Format
] Input Mask
the field name. pna
Default Value
Validation Rule The data type determines the kind of values
- \alidation Text that users can store in the field. Press FL for
® Specify a data type of Resiied i R e
Allow Zero Length Yes
Text and a f|e|d size Indexed Ves (No Duplicates)
Unicode Compression  Ves
IME Made Na Control
Of 5 IME Sentence Mode None
Smart Tags -
Design e N e panes. Fi = Help. Num Lack | ﬁ @\?

Set the Employee ID
field as the primary
key for this table.

Figure 1.61

The Employee ID field is now inserted above the Location field in Design view.
The Text data type and field size of 5 will match the existing property settings

Your screen should be similar to

Figure 1.61 save the table.

from the Employee Records table. Now you will switch to Datasheet view and

(&l & = | b | Club Employees: Database (Access 2007) - Microsoft Access s @B 0=
Home | Creste  ExtemalData  DatabaseTools | Fields  Table s @
T 4 4| Ascending "z Selection - o =N = Totals 1 Calibri (Detail) 3 N ===
. click : to SWitch % L? % | pescending Vo] Advanced = E] =Hsave 9 Spelling d coto- | B I u ===
1 View | Ppaste Filter : - Re”:‘r‘evsh X tileti o - b e | A%
to Datasheet view_ Views Clipboard 5 Sort & Filter Records Find Text Formatting
All Access Objects = <« || 2] Employee Records. | = sob x
i 1 Search. Fel Employee I\, Lodition - | JobTitle -
- - EH Employee Records
save the table. = Two open objects
® Enter JOb as the_ Two tables in database
table name and click
| ook |
Your screen should be similar to
Figure 1.62
- Record: M 1 1of1 [ Search I —
Datashezt View | Hum Lock |[0=] 8 68
Figure 1.62
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As you consider the contents of the two tables, you realize that the Hire Date
information should be in the Job table because the subject matter is related to
the employee’s job, not to his or her personal information.

=] |= | Club Employees : Database (Access 2007) - Microsoft Access = e =
Home Create External Data Database Tools Fields Table @ 0
4 7] E)pateaTime L % Name & Caption i Data Type: Date/Time ~  [O Required =)
- . M a8 12 5N fr !
- == | Yes/N "5k Default Val of” Format:  Short Dat: - Uni —
@ Click in the Job Title View | Text Number Currency i A P = Modify [ i e 9 e alatiah
. - i More Fields ~ 4 Flel D AR b s L ) [T Indexed <
field. iews Add & Delete Properties Farmatting Field Validation
All Access Objects =« I_j Employee Records ‘fl Job x
1 o T = == 7Y
. (Searcha. Fel Employeeil ~| Location - | JobTitle - HireDate - \
® Click e = [
e o T B Employee Recard! Data type and
By Date & Time | j, e P
= ‘ o format defined
the Add & Delete New field inserted
group of the Table
Tools Fields tab to

insert a blank field .
column with a Date
data type to the
right of the current
column.

® Name the field Hire
Date

® Click
|Forrnat: -
in the Formatting — e s
group and choose :
Short Date. Figure 1.63

® Click in the Hire Date
field to confirm your
settings.

:?ur sc:e;; should be similarto The new field has been inserted and defined.
igure 1.

MOVING A FIELD

The Hire Date field was inserted as the last field in the Job table. While in
Datasheet view, you decide to move the Hire Date field next to the Employee
ID field. To move a field column, select the column and then drag the selected
column to the new location. As you drag, a heavy black bar shows where the
column will be placed when you stop dragging.
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® Select the Hire Date
column.

Having Trouble?
Point to the field column name and click

when the mouse pointer appears as .

® Drag the Hire Date
field to the left and
release the mouse
when the black bar
is to the right of the
Employee ID field
column.

Your screen should be similar to
Figure 1.64

® Click |27 |to switch

Ty

back to Design view.

Your screen should be similar to
Figure 1.65

AC1.62
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(& = = | | Club Employees: Database (Access 2007) - Microsoft Access = & =
Home Create BExternal Data Database Tools Fields Table & 0
b‘ # £} Date & Time L8 (& Name & Caption » DataType: Date/Time + [ required =1
3 | AB 12. = )f.l al [EE4
— == [4 Yes/No 5k Detault Value o Format:  Short Date + [0 unique
View | Tet Number Currency _ Delete o Validation
- &l More Fields ~ pok 3 ¢ [ Indexed
Views Add & Delete. - Properties Formatting Field Validation
All Access Objects = « || Employee Records | =] Job <
Search. 2 Employee Il - HireDate - Llocation ~| JobTitle -
Tables z ||*
EH Employee Records
= sob
Field moved
Record: 4 1of1 » % Mo Fitter | Search
Datashezt View | num Lock |[E @ %

Figure 1.64

The Hire Date field has been moved to the right of the Employee ID field. To
compare the Datasheet view to the Design view, you will switch back to Design
view.

Al d = ‘ | Club Employees: Database (Access 2007) - Microsoft Access a @ =
Home  Create  ExternalData  Database Tools Design a @
- S re=
;El ”'g S Insert Rows gl = B = =‘f|
- A Delete Rows = ot = =] ==
View | Primary Bulld J Property Indexes | Create Data Rename/Delete | Relationships  Object
- Key 220 Modify Lookups | sheet Macros = ependencies
[IEVicwsl st S olswiste et tid aeiat K ents (Hesmenn
View &;E;; Objects v « || =3 Employes Records Ij Job X
Search.. Fel Field Name Data Type Description -
Tables 2 : Liad o
T3 Employee Records EEE
Job Title Text
23 Job - =
Hire Date Date/Time
Hire Date field still in last
position, even though moved in
Datasheet view
-
Field Properties
General Lookup|
Field Size 5 =
Format |
Input Mask a
Caption
Default Value
Validation Rule A field name can be up to 64 characters lang,
Validation Text including spaces. Press F1 far help on field
Required No naies:
Allow Zero Length Yes
Indered Yes (Duplicates O]
Unicode Compression  Yes
IME Made No Contral
IME Sentence Mode  None
Smart Tags -
Design view, F6 = Switch panes. F1 = Help, Num Lock | [ £ (@[]

Figure 1.65
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Notice the Hire Date field is still last in the list of field names in Design view,
even though you moved it to the second position in Datasheet view. The order
in which the fields display can differ between the two views. This enables you
to aesthetically display the order of the fields in the table and yet be able to
arrange them in a specific structural order in Design view. Usually it is best for
the field order to be the same in both views. You want to move the Hire Date
below the Employee ID to match the placement in the datasheet. Moving a
field in Design view is similar to doing so in Datasheet view, except that a row
rather than a column is selected.

Al =9~ |= | Club Employees: Database (Access 2007) - Microsoft Access = B =R
Home Create External Data Database Tools Design @ 0
. . Eq g e tnsert Rows ﬁ 7 :4; =2 j%] =f-;|
® Positionthemousein |\ poy seloctor button [°'™ pauety e st et sestonies o
») ¥ Lookips; Sheet Macras = Macro Dependencies
the gl’ay row SEIeCtor Views e Show/Hide | Field, Record & Table Events Relationships
button next to Hire Al Access Objects R e - S ]
Jrica 0 Field Name Data Type Description -
Date- S;M:s & Employee ID Text i § =
BB EmployseRecords Hire Date Date/Time
Locati Text
@ Click when the AL | e o
mouse symbol i
Changes to -. to Hire Date field moved
select the Hire Date [
field row. i
!
|
® While pointing to the [ =
row selector for the R R
. General |Lgokup|
Hire Date row, drag e —
. Input Mask
up until the black |
. . . . Del:ault\/a\ue
move indicator line is et
below the Employee e No g speces. s P o el o i
ID field. |
Smart Tags
i e |
® Release the mouse to |
place the lee Date Design view. F6 = Switch panes. FL = Help, Num Lock | o [
field row in its new Figure 1.66
position in Design
view.

The field order in Design view now matches the order in which the fields are

Your screen should be similar to displayed in the datasheet.

Figure 1.66

® Click t : to switch to Datasheet view.

® Click to save the table.

The Job table is now ready for you to input the data.
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Having Trouble?

To review how to copy and paste, refer
to the Copying and Moving Selections
section in the Introduction to Microsoft
Office 2010 lab.

Another Method

You can also press + to cycle
between open table windows.

® C(lick on the
Employee Records
tab to make the table
active.

® Select the Employee
ID column.

® Click in the

Clipboard group of
the Home tab.

® Click on the Job tab
to make the table
active.

® Select the Employee
ID column.

® Click| |in the

Paste

CIipboa;'d group of
the Home tab.

o click|_res_Jto
confirm the paste
operation.

©® Repeat these steps
to copy the hire date
information from the
Employee Records
table into the Job
table.

Your screen should be similar to
Figure 1.67
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COPYING FIELD CONTENT

To save yourself time and prevent possible errors in typing, you will copy the
data from the Employee ID and Hire Date fields in the Employee Records
table into the new fields in the Job table. To switch between open tables, sim-
ply click on the table’s tab. It then becomes the active table, or the table you
can work in.

Pastes information
stored in Clipboard

Al =3 I= | Club Employees: Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Fields Table @ 0
van - Cut
74l B

L? 4| Ascending 7 selection - :] = New X Totals ﬁ ), Replace  Calibri [Detail) «l11 R = =
23 copy Z | Descending Vo Advanced ~ ™| eBsave ‘9 speliing = GoTo~ | B I U | T .
Vi Paste Fift: Refresh Fi et
i i E vinter | ; . 7 Toggle Filte fo X Delete ~ E More ~ i g setect~ | A~ - B E== | H-
iews Clipbgard Sort & Filter Recards Find Text Formatting
All Access Objects ' « | 2] Employee Records | = Job %
\Search, Fel Employee Il - [ HireDate ‘=1 Llocation - JobTitle -~
Toblos = 04731 8/15/2005
|
B Employee Recgrds | 12258 4/12/2008
= | 13635 1/2/2011
| |12s83 4/20/2011
| 99999 10/4/2012
. . *
Copies selection
to Clipboard T

Data copied from
Employee Records table
and pasted into Job table

Record: M 4 1of5 boH K & Mo Filter | Search
Datasheet View |

Num Lock || 8 @ %

Figure 1.67

The table now includes information on the employee ID and hire date for the
same records as in the Employee Records table. Now, all you need to do is
delete the Hire Date field in the Employee Records table and then enter the
rest of the data for the employees’ job locations and titles.
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Al |9~ |= | b | Club Employees: Database (Access 2007) - Microsoft Access o @B =

Home Create External Data Database Tools Fields Table @ 0
h‘:}ds’ AB [__"] EYDate &Time [BF Name & Caption abl Data Type: Text ~| [0 Required =
‘ Make the Employee ﬁ Text N}rr%er [u_:en(y Sl Delete ;;‘DEfBU“ s A i * }\ A i z D S V:‘%‘:Dn
. 5 [ More Fields = ™1 Field Size |5 I ression Setti $ [¥] ndexed g
Records table active. icws udd & el ete Progeriies: il Fetmating L FéidValitialion.
All Access Objects ¥ « || =5 Employee Records :ﬁ:h w4
Search. Fe] Employee D - Hire Date = Location -~ Job Title -
® Press and Tables 2|l |oam 8/19/2005 RiverMist  Fitness Coordinator
. i | T Employee Records 12258 4/12/2008 Chesterfield Food Service Manager
click “ 13635 1/2/2011 Landis Fitness Instructor «— Field data added to table
N 12583 4/20/2011 Landis Greeter
remov 99999 10/4/2012 Landis Records Administrator —
:t)illesetl)e:t:deHire 5
Date field from the
Employee Records
table.
® Add the information
shown below to the
appropriate records
in the Job table.
@ Best Fit the columns.
- - S — | Record: 4 4 6ofé M € No Filter Search — 1
Your screen should be similar to = | i Lock [ 5

Figure 1.68
Figure 1.68

04731 River Mist Fitness Coordinator
12258 Chesterfield Food Service Manager
12583 Landis Greeter

13635 Landis Fitness Instructor
99999 Landis Records Administrator

Now the Employee Records table only contains the employee’s personal infor-
mation, and the Job table contains information about the employee’s job.

Now that the database contains two tables, a relationship needs to be created
between the tables to link the data together.
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Concept o Relationship

A relationship establishes the association between common fields in two tables. The related fields must be of
the same data type and contain the same kind of information but can have different field names. The exception
to this rule occurs when the primary key field in one of the tables is the AutoNumber type, which can be related
to another AutoNumber field or to a Number field, as long as the field size property is the same for both. This is
also the case when both fields are AutoNumber or Number—they always have to be the same field size in order
to be related.

There are three types of relationships that can be established between tables: one-to-one, one-to-many, and
many-to-many.

Relationship Type Description
One-to-one An association between two tables in which each record in the first
table contains a field value that corresponds to (matches) the field
Persanal Data Job Information value of one record in the other table.
7 Employee D |« | - = ¥ Employee ID
Last Name Hire Date
First Mame = Location
Address Position
Home Phone
Gender
Birth Date bt
One-to-many An association between two tables in which the primary key field
value in each record in the primary table (the “one” side of this
Clients relationship) corresponds to the value in the matching field or fields
Client 1D of many records in the related table.
First Name
City/State/Zip Last Mame
City Home Phane
State/Province Address
B ZIP/Postal Code Birth Date
Notes
TIPPostal Code

Many-to-many An association between two tables in which one record in either table
can relate to many records in the other table. In this type of relation-
Foremen Jobs Clients ship, a third table, called a junction table, is used to hold the primary
71D = 710 P ~[ %o - key fields from the other two tables and serves as a bridge between
Foreman First M _ Job First Name them.
Foreman Last M| Priarity = Last Name =
Mobile Phone Client Last Nam = Address
B Picture - Begin Date City
Foreman Last M+ State -

Once relationships are established, rules can be enforced, called the rules of referential integrity, to ensure
that relationships between tables are valid and that related data is not accidentally changed or deleted. The
rules ensure that a record in a primary table cannot be deleted if matching records exist in a related table, and
a primary key value cannot be changed in the primary table if that record has related records.

The Employee ID field is the field that the two tables have in common in this
database and on which you will establish a relationship to link the tables
together. To be able to create or edit relationships, you must close all open
objects.
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CLOSING TABLES

You close a table by closing its window and saving any layout changes you
have made. Because you changed the column widths of the table, you will be
prompted to save the layout changes before the table is closed. If you do not
save the table, your column width settings will be lost.

A = ®- |= Club Employees : Database (Access 2007) - Microsoft Access = e =
Home | Create  ExternalData  Database Tools @

) # cut | i =/ Ne X Total 3 \ L ==
] Cllckto close ] G cony N T e _ we  Popeing 11 B LU e

X Delete ~

T

the Job table in the | views Clipboard Sarli.:V;F\Itjl. Records Find Text Formatting B ]
datasheet window. Moozt ¢ |

Tables a ||

EH Eemployee Records |

® If necessary, click e -‘

in -« Work area empty
response to the

prompt to save the Two table objects
table.

@ In a similar manner,
close the Employee
Records table.

Your screen should be similar to
Figure 1.69

Ready Hum Lock

Figure 1.69

Both tables are closed and the work area is empty. The Navigation pane
continues to display the names of the two table objects.

VIEWING RELATIONSHIPS

The Relationships window is used to create and edit relationships. It displays
a field list for each table in the database and identifies how the tables are
associated with relationship lines. However, the first time you open the Rela-
tionships window for a database, you need to select the tables to display in the
window and then establish the relationship between the tables.
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Al = = | slationship Tor € 1ployees : Database {Access 2007) - Microsoft Access = & =
Home Create External Data Database Tools Design @ 0
. =S . Ao .
® Click g = _|in the — BlRelationshipReport:| N g ninin: SO Show Table dlalog box
Relationships — - SeRt s is used to add tables to
Relationships group All Access Objects v ¢« | = Relationships Relationships window %
Search.. P =
of the Database Tools Tabies 3
t b EH Employee Records »
an. —_ i ERr
—_— Select tables to display
Your screen should be similar to
Figure 1.70
Add | Close
Click to add tables to
the Relationships window
_ e N
Ready Num Lock
Figure 1.70

The Show Table dialog box appears automatically the first time you open the
Relationships window for a database. It displays the names of both tables

in the database and is used to select the tables you want displayed in the
Relationships window.

Al |= [Etemsnp e | Club Employees: Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Design | @ 0
= q - Hide Table
. g& K Clear Layout = =
‘ Cllck m = j B Direct Relationships —
Edit [23) Relationship Report | Show Close
Relationships Table 33 All Relationships
to add the selected Toals Relationships
All A Object: ~ « | = Relationships =
table, Employee Al fscess Obiscs ;
[search.. P -
Records’ to the S = Employee Record: Jab =
: : EH Employee Records Fiowpore (& EmployesiD
Last Name Hire Date
Relationships s ol - Hir o
: Address Job Title
window. s
State
iz} Cnue\ A ﬂ

® Click Job in the
Tables list to select
the table and then

. Field list displays field
click[_Add ] oy

names from each table
® Click| Close |

Your screen should be similar to
Figure 1.71

-
»
Hum Lock

Ready

Figure 1.71
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As you selected each table, a field list box displaying the field names from the
table was added to the Relationships window. Next, you need to establish the
relationship between the tables.

DEFINING RELATIONSHIPS

When creating relationships between the tables, study them first to determine
what field the two tables have in common, and then determine which table is
the main table. The common field in the lesser table, called a foreign key field,
will be used to refer back to the primary key field of the main table. The field
names of these two fields do not have to match, although their data types must
be the same. As we have established, the Employee ID field is the common
field between the two tables in this database. The Employee Records table is
the main table, as it contains the main information about the employee. The
Employee ID field in the Job table is the foreign key field.

Now you must connect the Employee Records’ Employee ID field to its
related field in the Job table. To create the relationship, you drag the field from
the field list of one table to the common field in the field list of the other table.

As you point to the foreign key field, the mouse pointer will appear as Er

’

indicating a relationship is being established.

Al |J = [ moiete| Club Employees : Database (Access 2007) - Micrasoft Access o @ =
Home Create External Data Database Tools Design @ 0
. - 4 " qp= =h Hide Table
. c"ck on the J/é e gy j E7 Direct Relationships
. Edit =2 shi Show se
Emp|oyee ID field Relationships 0 = tonship Repart | UL 28 Al Reiationships
. _TG-:-I:_ | R&\at\-)r!f_ljlg_z
in the Employee Allsccass Objects D || = Asationships =
\Search, Fal =
Records table and — = l Employee Records Job =
- = 7 Empioyee D | 4 ¥ Employee ID
drag to the same B Enployes Recards ‘ FAPYEE EEdpet |
T H EH Job First Na|Edit Relationshi @
field in the Job table. : e E—
City Table/Query: Related Table/Query: e
State Employee Records | Job ;Ll
2P Cod [ concel | Tables are related
Employee ID | x|Employee ID =
_ L [ sonType. by Employee ID
Your screen should be similar to | .| v v
Figure 1.72 Check these boxes to by | nforce Referental Inerity ol Nenic
4) Cascade Update Related Fields
enforce referential integrity \x Cascade Delete Related Records
Relationship Type:  One-To-One < Type of relationship
‘ e
| EBET 3
Num Lock
Figure 1.72

The Edit Relationships dialog box appears and shows how the tables will
be related. You also want to enforce referential integrity between the tables.
Selecting this option will make the Cascade Update and Cascade Delete
options available. Again, you will select these options to ensure that if you
change a primary key or delete a record, all fields that reference the primary
key of that record are likewise updated or deleted in both tables. This prevents
inconsistent and orphaned records (records that do not have a matching pri-
mary key record in the associated table). In addition, you can see that Access
has correctly defined the type of relationship as one-to-one.
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® Choose Enforce
Referential Integrity.

® Choose both Cascade
options.

® Click[ cCreate |

® Click on the Job field
list title bar to clear
the selection from
the relationship line.

Your screen should be similar to
Figure 1.73

=
® Click

=] |= |iReratanship o0 | Club Employees : Database (Access 2007) - Microsoft Access o B =
Home Create External Data Database Tools Design | o 0

2 qe=  EhHide Tabl
SFL, % CearLayout ”ﬂ el E
= 27 Direct Relationships

Show Close
I Relutianship Report Table 33 All Relationships

Tools Relationships

Edit
Relationships

All Access Objects v =, Relationships

MY -

«
\Search, P
— Employee Records Job
= % Employee D ~ 7 Employee ID
Last Name Hire Date
First Name Location
Address Job Title
city
state
ZIP Code el

Tables
EH Employee Records
= sob

[T

One-to-one relationship with
referential integrity enforced

-
i A im 2
Ready Hum Lock

Figure 1.73

The two tables now display a relationship line that shows the tables are related
on the Employee ID field. You can tell from the number 1 above each end of
the relationship line that the relationship type is one-to-one. You can also tell
that referential integrity is enforced because the relationship line is thicker
near each end. If referential integrity were not enforced, the line would not be
thicker at the ends.

... | in the Relationships group to close the Relationships window.

® Click in response to the prompt to save the layout.

AC1.70
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The relationships and layout are saved. Now that a relationship has been
established and referential integrity enforced, a warning message will auto-
matically appear if one of the rules is broken, and you will not be allowed to
complete the action you are trying to do.

OPENING TABLES

Now that you have established relationships between the tables, you will open
the Employee Records table to see how the change has affected it. To open a
table object, double-click on the name in the Navigation pane.
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Al = |= I | Club Employees : Database (Access 2007) - Microsoft Access o B o=
Home | Create  ExtenalData  DatabaseTools | Fields  Table @
bzv =N 4 ot L? #] Ascending 7 Selection - j = New X Totals % i Replace  Calibri (Detail) * {11 LAl ==
[ ] Double-cl'ck j pai 23 Copy 28 %) Descending T Advanced = Ref:’m =Hsave % speliing 'Fir;d S coTo~ | B 7 U | =% B .
E I R d . 3 2 1 e 7 All- X Delete ~ B More ~ [3 select~ | A~ 2ike
mp Ovee ecorads in riews Clipboard . Sart & Filter Records Find e g
the Navigation pane. All Access Objects % <« | =] Employes Records x
Searen.. ;.;/M EmployeeID - | LastName - | First Name - Address - City ~ State ~ ZIPCode - Home Phone
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You _alsq can drag the object from the Double-click F
Navigation pane to the work area to
open it, or right-click the object name in object name to open
the Navigation pane and choose Open.
Click expand indicators
to display subdatasheet
Your screen should be similar to
Figure 1.74
|Record: 4 ¢ 1ofs | » b b [ G NoFiter [ Searcn 1 - =
Unique five-digit number assigned to each employee | Num Lock | [ElEr e

Figure 1.74

The Employee Records table is open in the work area. Notice the records are
no longer in the same order they were entered, but are now in ascending order
by the primary key, Employee ID. There are also expand indicators (+] at the
beginning of each row. This indicates there is a subdatasheet linked to the
records in this table.

C[lm:ept n Subdatasheet

A subdatasheet is a data table nested within a main data table that contains information that is related or
joined to the main table. A subdatasheet allows you to easily view and edit related data. Subdatasheets are cre-
ated automatically whenever relationships are established between tables.

In this case, the subdatasheet is the Job table. Clicking (+) will expand the table
to show the information in the subdatasheet table, Job.
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Tias 2 E 04731 Marchant Roberta 564 Palm Avenue Landis CA 92120-3741  (507)555-4990
Your screen should be similar to B\ Erpiee s i S | ARIES e
N = o Hermist  Fitness Coordinator
Figure 1.75 *
Hl 12258 Delano Gordon 1310 N. Sprindrift Drive Chesterfield CA 92122-1268  (507)555-1208
12583 Sullivan Marie 78 Omega Drive Chesterfield CA 92122-1268 (507)555-3330
13635 Martinez Juan 1920 First Avenue Maldin CcA 92121-3740 (507)555-2935
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Click to collapse or Subdatasheet displays
hide subdatasheet information from Job table
Record: 4« 1ofl | ¥ M b [ § NoFiter | Search

Datasheet View | Num Lock |[[E] 6B (0

Figure 1.75

A subdatasheet appears and displays the location and job title information
Additional Information contained in the Job table for Roberta Marchant. Similarly, the Job table will
You will learn more about relationships display a subdatasheet to the Employee Records table.
IR s in laer labs. Then, to hide or collapse the subdatasheet again, you click the collapse
indicator B.

® Click = next to the first record.

® Close the table.

You have created a database file that contains two tables and follows the two
basic principles of database design: Do not include redundant information in
tables, and enter accurate and complete information. Although you may think
the employee number is redundant data, it is the only way the information in
the two tables can be associated. The database attains the goals of normaliza-
tion, a design technique that identifies and eliminates redundancy by apply-
ing a set of rules to your tables to confirm that they are structured properly.

You are ready to show the manager your database to get approval on the setup
of the data. But first you want to make sure you know how to close and open
the file.

It is always a good idea to close all open objects in the work area before
closing the database. Since you have already closed the tables, the work area
is empty and there are no open objects. Next, you will close the database, but
not the Access program.
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® Open the File
tab and click

[ Close Database |

Your screen should be similar to
Figure 1.76

Additional Information

To review file types, refer to the Saving
a File section in the Introduction to
Microsoft Office 2010 lab.

Additional Information

See the section Opening a File in the
Introduction to Microsoft Office 2010 to

review the basics on how to open a file.

CLOSING A DATABASE

When closing a database file, unlike other types of files, you do not need to save
first, as each time changes are made to the data they are automatically saved
as part of the process. Changes to an object’s design, however, need to be saved
for the changes to be permanent.

= | Microsoft Access = @ =

Home  Creste  ExternalData  Database Tools (7]

Available Templates Blank database

& Home

. \
- | B D w8
@] ciub Empl acc. = vy
Bl cluvenptovessac Blank Blank web Recent Sample

My templates
database | database templates templates
ffice.com Templates Search Office.com for templates -+
Recent
= 2 s
2 ¥
Tssues & Man-prafit Projects
Tasks
Recently used files
may also be listed here File Name
Database2 =7
C:\Users\User Name\Documents\,
Open the Recent tab to access
list of recently used database files j

Create

Figure 1.76

The New tab in Backstage view is displayed again so you can create another
new database or open an existing one. If you plan to share an Access 2007
or 2010 .accdb file with someone using Access 2003 or earlier, before closing
the database open the Save & Publish tab in Backstage view, choose the Save
Database As option and save it as the .mdb file type. Be aware some features
may be lost when saving to an older version of Access.

OPENING A DATABASE

Just as there are several methods to create a new database, there are sev-
eral methods you can use to open an existing database. The first is to click

[= Open |, which displays the Open dialog box through which you browse to

specify the location and name of the file you want to open. Another is to open
the Recent tab and select from a list of recently used database files. A third is
to select from the list of recently used database files above the Info tab if the
feature to display recent databases in this location is selected.

You also can open database files that were created in previous versions of
Access that used the .mdb file extension. These older file types must be con-
verted to the Access 2010 file format if you want to take advantage of the new
features in Access 2010.
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You will open the Recent Databases window list to see the list of recently
opened database files and use this method to open the database.

[A]l = | Microsoft Access o @ =
File Home  Create  ExternalData  Database Tools (7]

Recent Databases

® Click the Recent tab
to open the Recent o W (ot .
Databases window. 5 open Bl Dot o

My Documents

& j Club Employees-backup.accdb s

(] club Employees.acc.. My Documents

_ @] patabasel accdd (] PepperRidgeRentals.accdb &
Your screen should be similar to B L i e

i j ac02 Employeesaccdb :
Flgure 1.77 [&] PepperridgeRental... [l My D’Dw';it Lo
(Al ac02 PepperRidgeRentals.accdb -

2| My Documents :

@j Classics Car Club.accdb o

My Documents

@ j ac02_Kodiak Construction.accdb =

My Documents

Help

23 Options

Exit
Recent tab opens list

of recently used files

[¥] Quiickly access this number of Recent Dtabases: | 4

Figure 1.77

The Recent Databases window by default displays up to 17 names of recently
used database files on the computer you are using. The file names listed, how-

ltems can be removed from the Recent — oyor are not always accurate as files may have been moved or deleted since
list by right-clicking the file name and
choosing Remove from list. they were last accessed.

Additional Information
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Title bar displays name
of open database file

® Choose Club
Employees from the

Al |d |= | Club Employees : Database (Access 2007) - Microsoft Access = B R
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Warning message | = Martinez Juan 1920 First Avenue Maldin cA 92121-3740 (507)555-2935
b b I th R'bb [ 2] Name Student 1234 Your Street Chesterfield CA 92122-1268 (507)555-0000
ar below the ribbon e
to fully utilize the
database.
Double-click object
. name to open
Having Trouble?
|
Depending upon the security settings on
your system, a Security Warning may be
displayed below the Ribbon.
©® Double-click on the
Employee Records
table.
Record: W 10of5s L 4« No Fitter Search 4 i _ »
Unique five-digit number assigned to each employee | Num Lack | R
Another Method .
Figure 1.78

You also can drag the object from the
Navigation pane to the work area to
open it.

The database file and table are open again and appear just as they were when
you closed them.

Your screen should be similar to
Figure 1.78

Now, you want to look at the file properties or settings that are associated with
the database file. Some of these properties are automatically generated. These
include statistics such as the date the file was created and last modified. Oth-
ers such as a description of the file are properties you can add.

Setting Database and Object Properties ACG1.75




Having Trouble?

See Specifying Document Properties in
the Introduction to Microsoft Office 2010
for more information about this feature.

® Open the File tab and,
if necessary, choose
Info.

® Click on the View
and edit database
properties link,
located below the
database preview.

® Open each tab in the
Properties dialog
box and look at the
recorded information.

® Open the Summary
tab.

® Enter the following
information in the

DOCUMENTING A DATABASE

The information you can associate with the file includes a title, subject, author,
keywords, and comments about the file. You will look at the file properties and
add documentation to identify you as the author and a title for the database.

Al & [ Clut Employees
Home  Create  ExternalData  DatabaseTools | Fields  Table

5 Open

[ Close Database

@] club Employees.acc...
Recent

New

Print

Save & Publish

Help

i3 Options

B Bt

[ save .
p on about Club Employees
[EL save Object As
Summary tab  me\Documents\Club Employees.accdb
(@] Save Database £ i
is open

Compact & Repair
65

i LT -
£ ch{wlwma«dwmpﬂﬁs

Compact &

Repair Databasq | General | Summary |statistics | Contents [ custom |

REE

Subject:
—

o]
i Author:

Encrypt with

Passward (e

Category:
Keywords:

Comments:

Hyperlink
ase:

Title: Lifestyle Fitness Employee Database

Your Name
Company: \

o |

Cancel

~

AN

e

S~

Microsoft Access = @ =
=@
View and edit database properties
Click to open

Properties dialog box

Properties associated
with database file

Summary tab.
Title
Author Your Name

Having Trouble?

The Title and Author text boxes may be
blank or may already show information.
Clear the existing contents first if
necessary.

Your screen should be similar to
Figure 1.79

AC1.76

Lifestyle Fitness Employee Database

Figure 1.79

You also want to create a custom property to identify the completion date.

Lab 1: Creating a Database
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COI=| | Club Employees: Database (Access 2007) - Microsoft Access = B =
Home Create External Data Database Tools Fields Table 0

® Open the Custom tab. ﬂ:::omem Information about Club Employees =

C:\Users\User Name\Documents\Club Employees.accdb
(@] save Database As

® Choose Date 5 = Compact & Repsir
completed from e D Ol e
H ] ul mployees.acc.. Compact &
the Name list. (5 <yl Rzpawrlgatahas [[General [ summary | Statistics [ Contents | Custom |
3 ¥ Checked by - -
® Choose Date as the G et
Department
Type. ks S Sl \ Date completed name
Print Type: 2l B‘/ and Date type chosen
® Enter the current Save & Publish il e
- roperbiest | Name Walue Type
date in the Value text | .., et il
box. £] Options Dateco.. 12/1/012  Date g Completion date
Bt added to properties
o Click|_Add |
o | [ cancel

Your screen should be similar to
Figure 1.80

Figure 1.80

You are now finished entering information in the Database properties.

o ciekl o< ]

® Click the Home tab to close Backstage view.

DOCUMENTING A TABLE OBJECT

You have completed adding the properties to the file. You also can add limited
documentation to each object in a database. You will add documentation to
the Employee Records table object.
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=] I+ | | Club Employees : Database (Access 2007) - Microsoft Access = @ =
Home Create External Data Database Tools Fields Table @ 0
/' ¥ cut 4] Ascending 7 selection - = New X Totals 3% 3 Replace  Calibri [Detail) =
[ ) Right-c"ck the h:é | Gacopy F:(? %) Descending Vo Advanced - o 'E]h =HSave ‘S Spelling "ﬁ = GoTor B I U
T Fromatpainter | 0 &g Remove 7 Tongle Fiter | ai1. ¥ Delete + B More M selear | A
Employee Records by = A
B . = = Employee Records Properties = = E
table object in the All Access Objects ¥ « || | Employee Recor \ =
. _j Search.. 2 Employee | General | City - State ~ | ZIP Code - Home Phone
Navigation pane. e = # 04731 = — ndis ca 92120-3741 (507)555-4990
EH Employee Records # 12258 sterfield CA 921221268 (507)555-1208
= # 12583 Type: Table i cA 92122-1268 (507)555-3890
[ ) choose Table & & 13635 Deseription: Th\st:h\eisundercnnswucﬁﬂr\ar\dmrrenﬂymnmms5 aldin cA 92121.3740 (507)555-2935
p rt f th 99999 e A esterfield 92122-1268 (507)555-0000
roperties from the *
drop-down menu. Created:  2/21/2010 11:52:20 AM
S A Property information
P Right-click the object name Attrbutes; [ Hicden . iated with
@ In the Description 9 ) associated
. to access its properties Employee Records table
text box, type This prop = | |
table is under
construction
Description entered
and currently P
contains 5
records.
Your screen should be similar to
Flgure 1'81 | —, Recard: M < 10f5 FoM M | Search 14 il — - 4
Unique five-digit number assigned to each employes | Num Lock e

Figure 1.81

You have added property information to both the database file and the
Employee Records table.

® Click to close the Properties dialog box.

Now that you have completed designing and entering some sample data in
the two tables, you want to print a copy of the tables to get your manager’s
approval before you begin entering more employee records. Before printing
the tables, you will preview them onscreen to see how they will look when
printed.

PREVIEWING THE TABLE

Previewing a table displays each page in a reduced size so you can see the lay-
out. Then, if necessary, you can make changes to the layout before printing to
save time and avoid wasting paper.
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® Open the Job table.
® Open the File tab.

® Open the Print tab
and choose Print
Preview.

® Hide the Navigation
pane.

Your screen should be similar to
Figure 1.82

Additional Information

The current magnification level is
displayed in the status bar.

® Click on the table.

Additional Information

The location where you click will
determine the area that is displayed
initially.

Your screen should be similar to
Figure 1.83

[A] = |= Club Employees : Database (Access 2007) - Microsoft Access = B =X
Print Preview o @
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Print Size Margins |Partrait|Landscape Co Page Zoom | One Two  More Excel Text PDF  E-mail Mare Close Print
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» ﬂfj Employee Recards | ] Job =
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Mouse pointer is
a magnifier glass
-
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£
2
S
E Zoom slider to adjust
magnification level
Current magnification level
Page: 3 § x
Ready Num lock | [ b . 8 52% (=} U (+)

Figure 1.82

The Print Preview window displays how the table will appear when printed.
The Print Preview contextual tab is open and includes commands that are
used to modify the print settings.

Al = = Club Employees : Database (Access 2007) - Microsoft Access = B =)
Print Preview ~ @
L _J ;j E @ = S szl === Ml = e
& I = J;J LB A = s 50 o = su B
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» lj Employee Records | —] Job X
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| 04731 8/19/2005 River Mist Fitness Coordinator
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|
o
s |
£
= |
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B
2
=
5
=
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100% magnification
-
Page: 1 & No Fi 4 >
Ready Numlock | B & @ % 100% (=) v (+)
Figure 1.83

The table appears in 100 percent magnification. This is the size it will appear
when printed.
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PRINTING A TABLE
The Lgp

«mt | DUtton in the Print group of the Print Preview tab is used to define the

printer settings and print the document.
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Print Preview
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i x
on and ready to print. ’ — / 2
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H < o| Stotus:  Ready Closes Print Preview
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Where: UsBoo1
to define print settings Comment: [Tprint to File \
Print Range Copies
99999 @Al Number of Copies: 1| .
Another Method A = Selected printer
1231 128l Dicolete
The keyboard shortcut is +P. ¢ ] selected Records) ol == 11
et =
B
z -
. =
Having Trouble? Prints all pages
Please consult your instructor for
printing procedures that may differ
from the directions given here.
Your screen should be similar to Pages 4 41 ATETENE] ! ] B
Figure 1.84 iy _ ] hniock | EBB ¥ wn U ()

Figure 1.84

The Print Range area of the Print dialog box is used to specify the amount of
the document you want printed. The range options are described in the fol-
lowing table.

All Prints the entire document.
Pages Prints pages you specify by typing page numbers in the text box.
Selected Records Prints selected records only.

You will print the entire document.

® If you need to change the selected printer to another printer, open the Name drop-down list box and select the
appropriate printer (your instructor will tell you which printer to select).

o click[ ok |

A status message box is displayed briefly, informing you that the table is being
printed.

CHANGING THE PAGE ORIENTATION AND MARGINS

Next, you will preview and print the Employee Records table.
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H (Sindel|
. c"ck Close Print
Preview

Close Preview group.

in the

® Make the Employee
Records table active.

® Open the File tab.

® Open the Print tab
and then choose
Print Preview.

® Click on the table to

zoom the preview.

Your screen should look similar
to Figure 1.85

[BE|

Two
Pages

Zoom group.

® Click in the

Your screen should be similar to
Figure 1.86

Having Trouble?

Refer to the section Printing a Document
in the Introduction to Microsoft Office
2010 lab to review page orientation.
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[
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Ready Num lock | [ @ @ ¥ 100% (=} U (+)
Figure 1.85

Notice that because the table is too wide to fit across the width of a page, only
the first six fields are displayed on the page. Tables with multiple columns are
typically too wide to fit on an 8- by 11-inch piece of paper. You would like to
see both pages displayed onscreen.

Displays two pages in Preview window

= I Club Ermployees : Database (Access 2007) - =2
Print Preview ‘ « @

& IM j b N @ JJIﬂ =z ===z M= =N == .
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M
H]
o .
"g' print on a second page
E
H
=
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Ready Num Lock | [ 6B 8 % 52% (= U (+)

Figure 1.86

Rather than print the table on two pages, you decide to see whether chang-
ing the page orientation from portrait to landscape will allow you to print the
table on one page.
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Figure 1.87
Although this helps, there are still two fields that do not fit on the page. To
fix this, you will try reducing the size of the page margins. The margin is the
blank space around the edge of a page. You will decrease the right and left
margin settings to 0.25 inch to see if this allows all fields to fit on one page.
Adjust page margins
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You can now see that all the fields will print on one page.

@ Print the table.

® Close the Print Preview window.

You will continue to build and use the database of employee records in the
next lab. Until then, you can exit Access.

® Click IEI Close in the Access window title bar.

Notice that this time you were not prompted to save the tables because you
Another Method . . .

. did not made any layout changes to them since opening them. If you had
N ren e Fill tab and made layout changes, you would be prompted to save the tables before exiting

choose ' Access.

| FOCUS ON CAREERS

EXPLORE YOUR CAREER OPTIONS is used by all departments of the hospital, from the doctors,

to the pharmacy, and to the biling department. Without a
Admitting Nurse proper understanding of database software, a hospital can-
Can you imagine trying to organize the information of hun- not run efficiently. The average salary of an admitting nurse is

dreds of patients in a busy emergency room? This is the job of ~in the $40,000 to $50,000 range. The demand for nurses is
an admitting nurse, who must be able to enter, edit, and for- expected to remain high.
mat data; add and delete records; and so on. This information
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1 E[]N[:EPT SUMMAHY Creating a Database

Create

Database (AC1.4)

A database is an organized
collection of related information.
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Field Property (AC1.22)

A field property is a characteristic
that helps define a field. A set of
field properties is associated with
each field.

Primary Key (AC1.28)

A primary key is a field that
uniquely identifies each record.

Relationship (AC1.66)

A relationship establishes the
association between common fields
in two tables.

Subdatasheet (AC1.71)

A subdatasheet is a data table
nested within a main data table; it
contains information that is related
or joined to the main table.
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Creating a Database

KEY TERNS

Allow Zero Length property AC1.22

Attachment data type AC1.15
AutoNumber data type AC1.15
Best Fit feature AC1.49
Calculated data type AC1.15
caption AC1.27

Caption property AC1.22
cell AC1.11

column width AC1.47
composite key AC1.28
Currency data type AC1.15
current field AC1.24

current record AC1.11

data type AC1.15

database AC1.4

Datasheet view AC1.11
Date/Time data type AC1.15
Default Value property AC1.22
Design view AC1.11

drawing object AC1.39

field AC1.4

field name AC1.13

field property AC1.22

Field Size property AC1.22
field model AC1.18

foreign key AC1.69

form AC1.9

Form view AC1.11

Format property AC1.22
graphic AC1.39

header row AC1.11
Hyperlink data type AC1.15
Indexed property AC1.22
Input Mask property AC1.22

Lab 1: Creating a Database

Layout view AC1.11

margin AC1.82

Memo data type AC1.15
navigation buttons AC1.11
Navigation pane AC1.10
normal form AC1.72
normalization AC1.72
Number data type AC1.15
object AC1.9

OLE Object data type AC1.15
one-to-many AC1.66
one-to-one AC1.66
orphaned records AC1.69
picture AC1.39

primary key AC1.28

Print Preview AC1.11
query AC1.9

record AC1.4

referential integrity AC1.66
relational database AC1.4
relationship AC1.66

report AC1.9

Report view AC1.11
Required property AC1.22
Select Record button AC1.11
serial value AC1.15
subdatasheet AC1.71

table AC1.4, 9

Text data type AC1.15

Validation Rule property AC1.22
Validation Text property AC1.22

view AC1.10
Yes/No data type AC1.15
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COMMAND SUMMARY

New Opens a new blank database

Open +0 Opens an existing database

Save +S Saves database object

Recent Displays a list of recently used database files

Print/Print +P Specifies print settings and prints current database object
Print/Print Preview Displays file as it will appear when printed

Close Database Closes open window

Closes Access
[HomeTab | |

Views group

Design View Displays object in Design view
Datasheet View

Displays object in Datasheet view

Clipboard group
+X Removes selected item and copies it to the Clipboard
+C Duplicates selected item and copies to the Clipboard
e TV Inserts copy of item from Clipboard
1]
Paste

Records group

X Deleta Deletes current record

Adjusts width of selected column

EH More ~ | /Field Width

Find group

l; select v|select Selects current record
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COMMAND SUMMARY (CONTINUED)

Views group

Design View Displays table in Design view
Datasheet View Displays table in Datasheet view

Add & Delete group

Inserts a new text field
AB

Text

_% Date & Time Inserts a new date/time field

%—‘ Removes selected field column

Delete

Properties group

|g3' Mame & Caption |

Renames selected field

Formatting group

| Data Type: Text - | Changes the data type for current field

Format: . Sets the display format of the selected field

Table Tools Design Tab -]

Views group

Design View Displays table in Design view
Datasheet Vie Displays table in Datasheet view
W
Tools group
l_lf Makes current field a primary key field
Primary|
Key

= Inserts rows above selection
Delet Deletes selected field row
é“ Delete Rows
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COMMAND SUMMARY (CONTINUED)

‘3
Ba

Relationships

Opens relationships window

Print group

Print

Page Layout group

S

Portrait

=

Landscape

Zoom group

B

One
Page

[EE]

Close Preview group

%]

Close Print
Preview

(ctr) + P

Prints displayed object

Changes print orientation to portrait

Changes print orientation to landscape

Displays one entire page in Print Preview

Displays two entire pages in Print Preview

Closes Print Preview window

Lab Review AC1.89




148 Exenciss
SCREEN IDENTIFICATION

1. On the following Access screen, several items are identified by letters. Enter the correct term for
each item in the spaces provided.

Q P o

R
v |

A Al H Y / | Clyub Employees : Database (Access 2007) - Microsoft Accgss EP 2
Hom: Create External Data Database Tools Fields Table & 0
[ 4 # ot 4| ascending 7 Selection - =N X Totals 3% 2 Replace  Calibri (Detail) - -
e a3 copy { %1 Descending ¥ Advanced - &l =85, speling Y s GoTor B L U
B Vel |8 t & A 7T R el r R Marer | T Nkeiid A-®
_"l_é_.'.: E_I!JEJ_RTH Saort & Filter Recards F_I_\'\ﬂ e |
B ccess Objects = « !j Employee Records = |
\Search.. 2l Employee ID - LastName - FirstName - Address - City - State » ZIP Code - | Home Phone
Tables | i3] Marchant Roberta 564 Palm Avenue Landis cA 92120-3741  (507)555-4930-— N
,ﬁ Employee Records . M 12258 Delano Gordon 1310 N. Sprindrift Drive Chesterfield 'CA 92122-1268 (507)555-1208
C <:>j Jab | # 12583 Sullivan Marie 78 Omega Drive Chesterfield CA 92122-1268 (507)555-3890
G — # 13635 Martinez Juan 1920 First Avenue Maldin CA 92121-3740 (507)555-2935
I # 99539 Name Student 1234 Your Street Chesterfield CA 92122-1268 (507)555-0000
x \
D —» /
H K
< M
S T
LS 1 Record: W 1of5 LI 2 & Mo Fitter Search 4 ; ] » |
E — I Unique five-digit number assigned to each Empluyeek ~ | =
F | L
Possible answers for the screen identification are:
Cell Quick Access Toolbar A. K.
Current Record box Record B. L.
Datasheet View button Record navigation buttons C. M.
Delete record Ribbon D. N.
Design view Scroll bar E. 0.
Field Search F. P.
Field description Select Record button G. Q.
Navigation pane Status bar H. R.
New Record/End of table Subdatasheet indicator I. S.
marker Tab J. T.
Object Work area
Open object tab
Primary key indicator
AC1.90 Lab 1: Creating a Database WWW.MHHE.COM/OLEARY

Access 2010




MATCHING

Match the numbered item with the correct lettered description.

= Y=

10.

o = v Ui

Datasheet view
Attachment
Design view
field size

data type

object

record

relational database

primary key
Navigation pane

TRUE/FALSE

Circle the correct answer to the following statements.

1.

AR R A

£

10.

. contains multiple tables linked by a common field

. used to define the table structure

. used to open and manage database objects

. a data type that stores multiple files of different file

types in a single field

. field that uniquely identifies each record

displays table in row and column format

. defines the type of data the field will contain
. controls the maximum number of characters that can

be entered in a field
collection of related fields

. a unit of a database

A foreign key is a field in one table that refers to the primary key

field in another table and indicates how the tables are related. True False
Tables and queries are two types of database objects. True False
Caption text can be different from the field’s name. True False
A table is a required object in a database. True False
Changing the column width in the datasheet changes the field size. True False
A field description is a required part of the field definition. True False

Interactive databases define relationships between tables by having

common data in the tables.

True False

A field contains information about one person, thing, or place. True False
The data type defines the information that can be entered in a field. True False
You can format the text in a Memo field. True False

Lab Exercises AG1.91




148 Exenciss
FILL-IN

Complete the following statements by filling in the blanks with the correct terms.

The data type can be used to store a graphic file in a field.
2. A(n) is used to create a preformatted field or a set of several fields commonly used
together.

3. An Access database is made up of several types of

4. A(n) is a data table nested in another data table that contains data that is related or
joined to the table where it resides.

5. The field property that limits a Text data type to a certain size is called a(n)
6. Using orientation prints across the length of the paper.
7. The data type restricts data to digits only.
8. A field name is used to identify the stored in a field.
9. The field property specifies how data displays in a table.
10. You use the located at the left of the work area to select the type of object you want

to work with.

MULTIPLE CROICE

Circle the letter of the correct response.

1. view is only used to modify the table structure.
a. Design
b. Report
c. Datasheet
d. Query

2. The basic database objects are
a. panes, tables, queries, and reports
b. tables, queries, forms, and reports
c. forms, reports, data, and files
d. portraits, keys, tables, and views

3. Graphics can be inserted into a field that has a(n) data type.
a. Graphic
b. Text
c. Attachment
d. Memo

4. Another way to create fields is to select from a list of predefined fields called
a. value fields
b. data types
c. field models
d. attachment fields

ACG1.92 Lab 1: Creating a Database WWW.MHHE.COM/OLEARY



5. A is a field in one table that refers to the primary key field in another table
and indicates how the tables are related.

. foreign key

. common key

. related key

. data key

6. affects the amount of data that you can enter into a field.
. Column width

. Field size

. Format

. Description size

0.0 oW

o0 o

7. You may lose data if your data and are incompatible.
a. field name
b. data type

c. default value
d. field size
A

is often used as the primary key.
a. phone number

b. catalog number

c. last name

d. first name

9. is a design technique that identifies and eliminates redundancy by applying
a set of rules to your tables.
a. Database development
b. Normalization
¢. Validation
d. Orientation

10. The last step of database development is to
a. design
b. develop
C. review
d. plan
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RATING SYSTEM

' |_AB EXEHE'SES Hands-On Exercises
STEP-BY-STEP =S

* & Difficult

OAK RIDGE SCHOOL PARENT CONTACT DATABASE *

1. Oak Ridge Elementary School has decided to set up a database with the contact information for all
students. As a parent, you have volunteered to do the initial database creation and teach the secre-
tary at the school to maintain it. The database table you create will have the following information:
student’s last name, student’s first name, guardian’s name, home address, and home phone number.
When you have finished, a printout of your completed database table should look similar to the one
shown here.

Students 10/12/2012
=] Student Last Name First Name Guardian Strest Addiress city State | ZPCode Home Phone | Alternate Phone
1 Rogers Samson Shannon Rogers 1293 Hillview Rd. Cak Ridge UT 22301 (802} 5550914
3 Garda selena Betha Garda 103 Cak Ave. CakRidge UT 22301 [B02) 555-3411
4 Name Student dad's name 107 Cak ave. Cak Ridge UT 22301 [B02) 555-2632  [BOZ) 555-0711

et ™ et e — |

a. Create a blank database named Oak Ridge School. Create a table in Datasheet view using the
following field information. When creating the address fields, use the Address field model to
create the Address, City, State, and ZIP Code fields. Switch to Design view and save the table as
Students. Make the ID field the primary key field. Delete the Country Region field generated
from the Address field model and then modify the field names and properties to match those
shown below.

ID

AutoNumber Long Integer
Student Last Name Text Student’s legal last name 25
First Name Text Include student’s nickname in parentheses 25
Guardian Text First and last names of primary guardian 55
Street Address Text 75
City Text 20
State Text Two-letter abbreviation 2
ZIP Code Text 5
Home Phone Text 15
AC1.94 Lab 1: Creating a Database WWW.MHHE.COM/OLEARY



b. In Datasheet view, enter the following records into the table, using Copy and Paste for fields that
have the same data (such as the city):

T ot Thecodz [ necos |

Student Last Name Rogers Wilson Garcia

First Name Samson Avette Selena
Guardian Shannon Rogers Rita Wilson-Montoya Betha Garcia
Street Address 1293 Hillview Rd. 102 4th Street 103 Oak Ave.
City Oak Ridge Oak Ridge Oak Ridge
State uT uT uT

ZIP Code 22301 22301 22301

Home Phone (802) 555-0914 (802) 555-3375 (802) 555-4411

c. Adjust the column widths appropriately.
d. Delete record 2. Add another record with the following data:

[Your last name]
[Your first name]
[Your parent’s name]
107 Oak Ave.
Oak Ridge
uTt
22301
(802) 555-2632
e. Add a new field after the Home Phone field with the following definitions:
Field Name: Alternate Phone
Data Type: Text
Field Size: 15
f. Change the ZIP Code field size to 10

g. Enter the Alternate Phone number of (802) 555-0711 and the ZIP Code of 22301-4459 for the
record with ID number 4

h. Best Fit all columns.

i. In the database properties, add your name as the author and Oak Ridge School as the title.
Add the description Exercise 1 in Access Lab 1 to the table properties.

i. View the table in Print Preview; change the page orientation to landscape and margins
to Normal.

j. Print, save, and close the table.
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PEPPER RIDGE RENTALS DATABASE * %

2. You manage a real estate rental business and decide to implement a database to track the rental
properties. A database will be useful to look up any information about the rental, including its
location, how many bedrooms and bathrooms, square footage, and date available. This will help you
find rentals within the desired home size and price range of your clients. When you are finished,
your printed database table should be similar to the one shown here.

Rental Homes 10/12/2012
Rental ID sqfootage Rental Addres City Date Available Bedrooms Bahrooms Owner's Name Photoof Home
1 1700 1500 SycamoreLane Colorado Springs 5/12/2012 3 2 Sam Caslon L_,Tlll
3 2300 53 Easy Strest Cimmaron Hills 7/1/2012 4 3 Richard Perez dio)
4 1100 221 Cedar Street Colorado Springs B/1/2012 2 2 Harrieta Springfield (o)
5 2000 123 your sTeet Your city 12/1/2012 3 2 Student Name (o)

I T

a. Create a blank database named PepperRidgeRentals
b. Add the following fields to the new table:

Rental Address
City

Date Available
Bedrooms
Bathrooms

Sq Footage
Owner’s Name

c. Switch to Design view. Save the table as Rental Homes
d. Change the ID field name to Rental ID

. Add an Attachment field and name it Photo of Home. Use this name for the Caption
property as well.

. Change the field size of the Address and Owner’s Name fields to 40
. Change the field size of the City field to 20
. Set the Date Available data type to Date, Short format.

]

00 en

. The data type for Bedrooms, Bathrooms, and Sq Footage should be Number.

-

AC1.96 Lab 1: Creating a Database WWW.MHHE.COM/OLEARY



j. Return to Datasheet view. Add the following records to the table:

Address 1500 Sycamore Lane 8900 Sparrows Nest 53 Easy Street 221 Cedar Street
City Colorado Springs Cascade Cimarron Hills Colorado Springs
Date Available 5/12/2012 6/1/2012 7/11/2012 8/1/2012

Bedrooms 3 2 4 2

Bathrooms 2 1 3 2

Sq Footage 1700 840 2300 1100

Owner’s Name Sam Caslon Betty Rose Richard Perez Harrieta Springfield

k. Insert the image file acO1_1500SycamoreHouse in the Attachment field of the first record.
l. Adjust the column widths using the Best Fit feature.

m. Delete the record for the address 8900 Sparrows Nest. Add a new record with fictional information,
your name in the Owner’s Name field, and the current date in the Date Available field.

n. In the database properties, add your name as the author and Pepper Ridge Rentals as the title. Add
the description Exercise 2 in Access Lab 1 to the table properties.

0. Preview and print the table in landscape orientation with normal margins.

p. Save and close the table. Exit Access.
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CAR CLUB MEMBERS DATABASE * *

3. You are a member of the local car club. Even though the club was founded only last year, the mem-
bership has grown considerably. Because of your computer skills, you have been asked to create a
database with the membership number, membership date, first name, last name, address, city, state,
zip, phone number, car year, and car model. This will help the club president contact members about
events, the treasurer to mail out dues notices, and the events coordinator to mail out newsletters.
Your printed database tables and relationships should be similar to those shown here.

Members 12/1/2012
Member # Sign-up Date First Name Last Name Address City State ZIP
1 5/14/2011 Mary Schultz 458 W. Clairelsland  Palm Springs cA 92270
2 8/2/2011 Johan VanHeisling 200 1st Street Morongo Valley Ca 92273
4 3/1/2012 daudia Hernandez 55 Rosewood Palm Springs CA 92270
5 4{15/2012 Student MName 921 Desert View Rd. Joshua Tree CA 92276

et et e — |

Cars 10/12/2012
Member # Car Year Car Model Photo

1 1974 Chevy Corvette )

2 1955 Chevy Bel Air o)

4 1970 Dodge Charger o)

5 2012 student's favorite car 1)

et ™ et e — |

a. Create a blank database named Classics Car Club
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b. Add the following fields to the new table:
Sign-up Date
Member Name
Address (use the Address field model)

c. Switch to Design view. Save the table as Members
d. Edit the field properties using the following information:

Field Name Data Type Field Size/Format

Change ID to Member # AutoNumber

Sign-up Date Date/Time Date member joined club Short Date
Change Member Name to First Name Text Member’s first name 25
Address Mailing address 50

Change State Province to State Two-letter state abbreviation 2

Change ZIP Postal to ZIP ZIP code, ex: 99999 or 99999-1234 10

e. Insert a row above the Address field and add the following field there:

Last Name Text Member’s last name 25

f. Delete the Country Region field that was created as part of the Address field model.

g. Switch to Datasheet view and enter the following records into the table:

e oot [ecordz  necos [ Rocoras |

Membership date 5/14/2011 8/2/2011 12/20/2011 3/1/2012

First Name Mary Johan Frank Claudia

Last Name Schultz Van Heisling Bonaire Hernandez

Address 458 W. Claire Island 200 1st Street 890 Lakeside Dr. 55 Rosewood Circle
City Palm Springs Morongo Valley Indio Palm Springs

State CA CA CA CA

Z1P 92270 92273 92275 92270

h. Best Fit all column widths.

i. Create a second table named Cars with the following fields:

Car Year Number Car’s year of manufacture
Car Model Text Car’s make and model (e.g., Ford Mustang) 50
Vehicle Photo Attachment Photo of car in Classics Car show

j. Change the Caption property for the Vehicle Photo to read Photo

Since you need a way to link the two tables together, you will obtain the member information from
the Members table and paste it into the Cars table.

k. Switch to Datasheet view. Make the Members table active. Copy the Member # column.
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1. Make the Cars table active. Right-click the Car Year field name and choose Insert field from
the shortcut menu. Click Paste to complete the copy process, bringing the Member # field and
information into the Cars table.

m. Enter the following records into the Cars table:

Member # 1 2 3 4

Car Year 1974 1955 1930 1970

Car Model Chevy Corvette Chevy Bel Air Studebaker Dodge Charger
Photo ac01_1974Corvette

n. Best Fit all column widths.

0. Close the tables. Establish the relationship between the Members table and the Cars table (hint:
one member can have many cars). Enforce referential integrity and check the Cascade delete and
update options. Close and save the relationship.

p- Open the Members table. Delete record 3. Add a new record with the following data:
Membership Date: 4/15/2012

First Name: Your first name
Last Name: Your last name
Address: 921 Desert View Rd
City: Joshua Tree

State: CA

Zip: 92276

g. Open the Cars table and add your car information as a new record. (Your Member #

should be 5.)
Car Year: your favorite car year or use 1961
Car Model: your favorite car model or use Ferrari
Photo: attach photo of your car or use ac01_1961Ferrari

r. Check the tables in Print Preview. Print in portrait orientation with normal margins. Save and
close both tables. Exit Access.

AG1.100 Lab 1: Creating a Database WWW.MHHE.COM/OLEARY



DOWNTOWN INTERNET CAFE INVENTORY DATABASE * * *

4. The Downtown Internet Café, which you helped get off the ground, is an overwhelming success.
The clientele is growing every day, as is the demand for the beverages the café serves. Up until now,
the information about the vendors has been kept in an alphabetical card file. This has become quite
unwieldy, however, and Evan, the owner, would like a more sophisticated tracking system. He would
like you to create a database containing each supply item and the contact information for the vendor
that sells that item. When you are finished, your database tables should be similar to those shown here.

Suppliers 10/12/2012
] vendor Contact First Name Contact Last Name Business Phone E-mail
1. Cuppa Jo Leilz Erooks [502) 555-1000 Leila.Brooks@cuppaio.com
2 Natural Nectars Estrellz Ramirez [205) 555-4565 estrella@nnectar com
3 Tea Time Audry Chischillie [205) 555-4001 ac@teatime.com
4 paper Products etc.  Student Name {206) 555-0000 Stud entname@p aper pro duc

et ™™ et e — |

Stock 10/12/2012
Item Description vendor ]
197 Café Mocha Cuppa ko Sl
185 Mango Strawbenry Flavoring  Natural Nectars B(1)
159 Chamomile Tea Leaves Tea Time Bio)
200 Napkins Faper Products etc. B}

et ™™ et e — |
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AC1.102

a. Create a blank database named Cafe Inventory

b. Design a table with the field names Item and Description
c. Switch to Design view. Save the table as Stock

d. Delete the ID field. Make Item the primary key field.

e. Add the following information to the field properties:

Item Text Unique three-digit product number

Description Text Name of product

f. Create a second table using the following field names:
Company
First Name
Last Name
Business Phone
E-mail Address
g. Switch to Design view. Save the table as Suppliers
h. Edit the field properties as shown here:

50

Change Company to Vendor Text Company name of supplier

Change First Name to Contact First Name  Text

Change Last Name to Contact Last Name  Text

Business Phone Text Include the area code in parentheses:
(800) 555-5555

Change E-mail Address to E-mail Text E-mail address of contact person

Enter the following records into the Stock and Suppliers tables:

50
50
15

50

Stock table

199

Chamomile Tea Leaves

197
Café Mocha

198

Mango Strawberry Flavoring

Suppliers table

Cuppa Jo Natural Nectars Tea Time
Leila Estrella Audry

Brooks Ramirez Chischillie
(502) 555-1090 (206) 555-4986 (206) 555-4001

Ibrooks@cuppajo.com  estrella@nnectar.com ac@teatime.com

Lab 1: Creating a Database

Paper Products etc.
Enter your first name
Enter your last name
(206) 555-9999

Yourname@paperproducts.com
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Add the existing field, Vendor, from the Suppliers table as the last field in the Stock table.

—

k. In the Stock table, select Cuppa Jo as the vendor for the first record, Natural Nectars for the
second record, and Tea Time for the third record.

l. In the Suppliers table, edit the record for ID 1 by changing the e-mail address to Leila.Brooks@
cuppajo.com

m. Add a new attachment data type field to the Stock table. Assign the new field the name and caption
of Picture. For item number 198 insert the file acO1_Flavoring

n. Add the following new item to the Stock file.
Item: 200
Description: Napkins
Vendor: Paper Products etc
0. Adjust the column widths in both tables using Best Fit.

p. Make sure there is a relationship line connecting the Suppliers table ID field to the Stock table
Vendor field. Edit the relationship line to enforce referential integrity, and the cascade update
and delete options.

q. Preview the Suppliers table. Change to landscape orientation. Change the margins to wide and
print the table.

r. Preview the Stock table. Change to landscape orientation. Change the margins to wide and print
the table.

s. Close the database. Exit Access.
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KODIAK CONSTRUCTION DATABASE  * * x

5. You have just been hired by Kodiak Paint and Construction to create and maintain a database
containing information about their clients and jobs. The company has grown rapidly, and they need
ready access to information about jobs spread across the city. When you are finished, your tables
should be similar to those shown here.

Cars 10/12/2012
Member # Car Year Car Model Photo
1 1974 Chevy Corvette 1)
2 1955 Chevy Bel Air o)
4 1970 Dodge Charger (o)
5 2012 student's favorite car @](1}
Foremen 12/3/2012
[[»] Foreman First Name Foreman Last Name Mobile Phone U]
1 lonathan Hedly (303) 555-1480 @(D]
\//\ 2 Hector Valdez (303) 555-4677 (1)
3Bob England (303) 555-3213 Gio)
4 Ricky Pisano (303) 555-4438 Gio)
5 Student Name (303) 555-2712 @(D]
Cherts 123202
O | FrsMame | lastName Addrez City Stste | ZIPCode | Buminesm Phons
Lloe Bortle 20032 W.13th Place  Lakewood €O 30215 {305) 5551232
2Timot by McGhee 135 Mountsin Pesk Rd. Aurora GO 20011 {305 5554522
3Chariotte Foxm 32 Avery R, Dewsr LD 20012 |305) 555-2525
4 Migus Sanchez T21B N.Crestiiew St Glerdale €D 20246 {305 5550932
SALn Chang 52 Fine Lans Cewer €O 3000 |305) 55500458 \—/’\

\N\/\
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a. Create a blank database named Kodiak Construction. Design a table using the following field names:
Project Name
Begin Date
End Date

b. Add the following additional fields to the table.

Job Description Memo
Job Location Text
Job Estimate Currency

c. Save the table as Jobs. Switch to Design view.

d. Change the Project Name field name to Job. Delete the End Date field. Add field descriptions and
make the changes to the field properties shown in the following table:

Text Unique three-digitjob ID 3
Job Project Name 75
Begin Date Short date
Job Description Brief description of
project
Job Location Text Enter city only 25

e. Enter the following records into the table:

112
Summit Lakes Sandalwood Villa Ridgeline Condos R Bar C Ranch Williams Retreat
4/13/2008 9/15/2008 2/18/2008 7/18/2008 12/13/2008
Remodel golf club  Remodel restaurant New construction of 75 condo units  Private home guest addition = New construction
Denver Aurora Aurora Glendale Golden
1,200,000 750,000 2,500,000 125,000 925,000

f. Adjust the column widths using Best Fit.
g. Delete the record for the Summit Lakes job.
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h. Create a second table for the client information using the following field names: (Use the
Address field model to create the address fields.)

First Name
Last Name
Address
City
State Province
ZIP Postal Code
Business Phone
i. Save the table as Clients
j. Add field descriptions and make the changes to the field properties shown in the following table:

First Name Text First name of client

Last Name Text Last name of client 25
Address Mailing address 50
City Text 50
Change State Province to State Use two-character abbreviation 2
Change ZIP Postal Code to ZIP Code Enter 10 digit code, if available 10
Business Phone Text Enter phone as (#H#) #HHE-1HEHE 14

k. Add the following client information:

o Trecort 1 ocordz [ Recoraa | Records | necoras

First Name Joe Timothy Charlotte Miguel Alan

Last Name Bortle McGhee Foss Sanchez Chang
Address 20032 W. 13th Place 135 Mountain Peak Rd. 39 Avery Rd. 7218 N. Crestview St. 82 Pine Lane
City Lakewood Aurora Denver Glendale Denver

State co co co co co

ZIP Code 80215 80011 80012 80246 80002
Business Phone  (303) 555-1232 (303) 555-4922 (303) 555-2525  (303) 555-0932 (303) 555-0048

. Create a third table for the foreman information with the following fields:

Foreman First Name Text

Foreman Last Name Text 25
Mobile Phone Text Enter phone as (###) #iti-itit 14
Picture Attachment Photo of foreman

m. Save the table as Foremen
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n. Enter the following information for the five foremen.

Jonathan Hedly Hector Valdez Bob England Ricky Pisano  Your Name
(303) 555-1480  (303) 555-4677 (303) 555-3213 (303) 555-4438 (303) 555-2712

0. Add the file ac01_Valdez to the Attachment field for Hector Valdez.

p. Create a new field in the Jobs table that matches the Foreman Last Name from the Foreman table.
Place the field after the Begin Date field. Use the field name Foreman Last Name

g. Enter the following foremen for each job:

010 Pisano

053 England
062 Your Name
112 Valdez

r. Create a field that matches the Last Name from the Client table after the Job field in the Jobs table.
Rename the field Client Last Name

s. Enter the following clients for each job:

010 Foss
053 Sanchez
062 McGhee
112 Bortle

t. Establish relationships between tables: create a relationship between the Client Last Name field
of the Client table and the Client Last Name field of the Jobs table; create another relationship
between the Foreman Last Name field of the Foremen table and the Foreman Last Name field
of the Jobs table.

u. Best Fit all fields in all tables.

v. Preview and print the Jobs table in landscape orientation with normal margins. Print the Foremen
table in portrait orientation with wide margins. Print the Client table in landscape orientation with
wide margins.

w. Save and close all tables and exit Access.

Lab Exercises AC1.107




148 Exenciss
ONYOUR OWN

MUSIC COLLECTION DATABASE *

1. You have just purchased a 200-disc CD carousel, and now you would like to organize and catalog
your CDs. You realize that without an updatable list, it will be difficult to maintain an accurate list
of what is in the changer. To get the most out of your new purchase, you decide a database is in
order. Create a new database called Music Collection and a table called CD Catalogue. The table
you create should include Artist’s Name, Album Title, Genre, and Position Number fields. Make the
Position Number field the primary key (because you may have multiple CDs by a given artist). Enter
at least 15 records. Include an entry that has your name as the artist. Preview and print the table
when you are finished.

VALLEY VIEW NEWSLETTER ADVERTISING DATABASE *

2. Your homeowner’s association distributes a monthly newsletter, Valley View News, to keep resi-
dents up to date with neighborhood news. In the past year, there has been rapid growth in build-
ing, including more houses and small office complexes. There are also plans to build an elementary
school, fire station, and shopping center in the community. Consequently, the newsletter is now the
size of a small newspaper, and the homeowners’ dues are not covering the expense of publishing it.

The editorial staff has already begun selling ad space in the newsletter to local businesses, and,
based on your background in database management, they have asked you to set up a database to
keep track of the advertiser contact information. You agree to design such a database, called Valley
View News, and tell them you will have something to show them at the next meeting. Your finished
database should include each advertiser’s billing number, business name and address, and contact
name and phone number in a table named Advertisers. Enter 10 records and include a record that
has your name as the contact name. Preview and print the table when you are finished.

PATIENT DATABASE *

3. You are the manager of a newly opened dental office. As one of your first projects, you need to create
a patient database. Create a database called Dental Patients and a table named Patient Information.
The database table you set up should contain patient identification numbers, last and first names,
addresses, and phone numbers. Also include a field named “Referred by” and another field named
“Patient since.” Use appropriate field sizes and make the ID number field the primary key. Enter at
least 10 records, adjusting the column widths as necessary. Include a record that contains your name
as the patient. Preview and print the table.
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OLD WATCH DATABASE USING THE WEB * *

4. You have a small online business, Timeless Treasures, that locates and sells vintage wrist and pocket
watches. Your business and inventory have grown large enough now that you have decided to use a
database to track your inventory. Create a simple database named Timeless Treasures with a table
named Watches that contains identification numbers, manufacturer (Waltham, Hamilton, Melrose),
category (pocket watch, wrist watch), description, price, and quantity on hand. Size the fields appro-
priately and assign a primary key to one of them. Enter at least 10 records in the table. To obtain data
about watches to include in your table, do a Web search on “old watches.” Use the information you
locate to complete the data for the records in your table. Adjust column widths as necessary. Include
your name as the manufacturer in one of the records. Preview and print the table.

EXPENSE TRACKING DATABASE * * x

5. You work in the accounting department at a start-up company called AMP Enterprises. One of your
duties is to reimburse employees for small, company-related expenses, which up until now has been a
simple task of having the employees fill out a form that they submit to you for payment. You then cut
checks for them that are charged to the general expense fund of the company. However, the company
has grown tremendously in the last year, adding employees and departments at a rapid rate, and the
executive team has decided that it is time to start managing the income and expenses on a much more
detailed level. To this end, you need to create a database that includes the employee ID, employee name,
submission date, expense type, and expense amount for each expense report that is turned in. Name
the database AMP Enterprises. Create two tables, one for the employee information named Employee
Info and the other for employee expenses named Employee Expenses. Include the Employee ID, First
Name, and Last Name fields in the Employee Info table. Include the Employee ID, Submission Date,
Expense Type, and Expense Amount fields in the Employee Expenses table. Use the Currency data type
for the Expense Amount field, and appropriate data types for all other fields. Size the fields appropri-
ately. Delete the ID field from the Employee Info table and make the Employee ID field the primary
key. Enter at least 15 records. Adjust the column widths as necessary. Delete one of the records you just
entered, and then edit one of the remaining records so it contains your name as the employee. Enter
10 records in the Employee Expenses table (one should be an expense record for the record containing
your name). Preview and print both tables.
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