Access 2013: Getting Started
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Hello, Microsoft Access

Beginning Access Objectives » || = switchboard \
In this lesson, you will learn how to: :

1. Create a new, blank Access database.

2. Use the Navigation Pane to find Access Objects.
3. Create and modify Tables: Add a Text Field.

4. Modify the Fields and test the Data Validation.

Today is Saturday, January 11, 2014

Customers

Movie Search

Mavigation Pane
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‘ .::h Lesson 2 : Hello, Microsoft Access!
(-]
Table Tools->Fields

1. Readings b{‘ AB 12 (e E% Date & Time L[| MName & Caption
Read Lesson 2 in the Beginning Access R x
Yes/MNo T1 Default Value

guide, page 25-50. Wiew Short Mumber Currency Delete ] Modify
- Ten Eil More Fields CaFiedSize 255 |lookups

Add & Delete
45 3

=
4
3

Project
Introduction to Access database objects. 1_]5 i]
Create and modify a customer Table.

Properties

Table Tools->Fields (continued)

Downloads
There are no downloads for this lesson. f_".‘ ab| Data Type: |Short Text v| Required EE

. ' ) Farmat: Formatting | Unigue o
2. Practice Modify Medify  Memo . Validation §

i ivi Lookups Expression Settings~ | 3 % ? | o0 0 L] Indexed .
Complete the Practice Activity on page 51. QOKUps EXpression Ings
Properties Formatting

3. Assessment Menu Maps

Review the Test questions on page 52. From the Table Tools->Fields Ribbon.

1. Table Tools->Fields, page 36

2. Table Tools->Fields-> Add & Delete, page 37

3. Table Tools->Fields->Properties->Name and Caption, page 38
4. Table Tools ->Fields->Add & Delete->More Fields, page 43

5. Table Tools ->Fields->Add & Delete->Delete, page 45

6. Table Tools ->Fields->Field Validation->Required, page 46

From the Home Ribbon.
1. Home ->Records->Delete, page 40
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@ Who Bought What?

Every business needs to record and track the goods and services that they provide.
u It is a fundamental question:
Who (our customers)
Bought (receipt)
What (our products)

Many offices manage this information with Microsoft Excel Spreadsheets.
For example, here is a list of customers in Excel. The data includes the name and address.

INSERT ~ PacELavouT  Formulas  pata OQur Business

In this course, we will use a simple business model:

sl J'E)Cut

Calibri 11 - A A == =— | a movie rental store. There will be three rental
- B Copy - ” prices: new movies, yesterday's movies and old
aste - | E S = - = == i
i . ~ Format Painter LD - A = =l movies
Clipboard = Font M This business model uses the date the movie was
released to calculate the rental price. It also uses
A2 - | j 770 the date on the receipt to determine if the movie
rental is overdue.
A B =
1 CustomerlD ~ FullName - | CityStateZip
P ?}'ﬂ_EIiza beth MyTown, MI 48116-
3 | 1 James Accardo Commerce Township, MI 4
4 2 James Adams Adamsville, MI
5 3 Lisa Alexander MyTown, MI 48507-

Microsoft Access 2013 Beginning Page 27 of 289



u!"!E]

Say What, Now?

Most offices enter customer and product
information separately. There may be a
spreadsheet for the customers (who) and
another spreadsheet for the products (what). In
our sample business the customers rent movies,
so there will be a list of movies.

Who Bought What?
A receipt lists who bought what.
Question: how do you show that in Excel?

A spreadsheet can record one-to-one
relationships. Picture the receipt spreadsheet.
Each row would have one answer in each
column: receipt number, date, customer, movie,
price. So far, so good.

However one customer may get many movies,
say 3 or 5 titles. At some point you need to
document that many customers bought many
products on many days.

Databases do many-to-many relationships.

Keep going, please...

Microsoft Excel: Sample Customer and Movie Data

BE%

Cammpmaetipmatil it L Town Vs ot gmgeaniey khoots] - Lt
ww wim

m T Asiwiaw - A
w m =
Tia- z H

mars Dk Foread

T
Lo Pl = St -

(2

! A B . C
: R | CustomerlD - FullName ~ CityStateZip
e 2 770|Elizabeth MyTown, MI 48116-
i oo 3 1 James Accardo Commerce Township, MI 48423-
" L'L;l':il q 2 lames Adams Adamsville, MI
- . 3lisaAlexander  MyTown, MI48507-
" O oy AT, G kbynnk ey e e T ke B
S A B C | D
m 1 |Movie *l\"ear - |Rating | = | Genre |~
2 |21 Jump Street (2011) 2012 R Action
3 |Kahaani (2012) 2012 Thriller
4 The Hunger Games (2012) 2012 PE13 Action
5 |50/50 (2011) 2011 R Comedy
6 |ASeparation (2011) 2011 PE13 Drama
7 |Drive (2011) 2011 R Drama
8 |Harry Potter and the Deathly Hallows: Part 2011 PE13 Drama
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Access Objects: Tables

What is a database? All databases begin with the
Tables. Data entry forms, queries, and reports just
use the information in the Tables.

Table Views: Design and Datasheet

The Datasheet View looks like an Excel
spreadsheet. The Header Row at the top of the
Datasheet has filters that you can use to Sort,
Select and Find if you wish.

The Design View lets you create the Table by
adding Fields and defining what kind of data these
Fields will store. The Fields can be Text, Numbers,
Date/Time, Yes/No.

Table Options: Unique Information

Each Table has a unique collection of data. For
example, tblICustomers has customer names and
addresses...it does not include any information
about movies. tbIMovieTitles lists products... no
customer phone numbers.

Keep going...

Microsoft Access: Sample Database Table

- (=] A n
B <~ csan  Oeeasnen  Gea oo R T [
ke con Y Loes Baas |18 g S, |0 0 (o=
- ', wrme T Al Access Objects © «
”,J o : “ems | e ue|| SeOrCH.. yo!
: S o x| Tables A
3 mer e i EH tblarchivedMovies
E :: ' .{' B tbiCustomers
\, & e EH thiGenre
= w = B tbiMovieRented
| . '  tbiMovies
~ = & tblMoviesearch
i =3 switthboard i T thiMovies \
MovielD - Movie ~ | Year - | Rating - Genre -
+ 127 Hours (2010) 2010 G Drama
+ 2 21 Jump Street (2011} 2012|R Action
e 3 50/50 (2011) 2011 R Comedy
+ 4 A Separation (2011) 2011 PG13 Drama
+ 5 About a Boy (2002) 2002 PG13 Comedy
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Database Objects: Queries

Queries ask questions. Queries can look up information
as well as manipulate the data in the Tables. For
example, a query can search for and modify the rental
price for all the old movies.

Query Views: Design and Datasheet

The Design View helps you select the tables and work
with the data. For example, the query on this page looks
at the Movies table and counts the movies by the
Genre. The Datasheet View displays the records in the
Movie Table.

Query Options: Query Types

Select Queries look for records that match your criteria.
Say you wanted to find the movies released before
1999.

Action Queries change or update the data.
The Action queries include:

Make Table

Append (Add new records)

Update (Modify the records)

Crosstab (Analyze the records)

Delete

Keep going...
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Microsoft Access: Sample Database Query

" | [ Firsttaene )

Dbl wawnt

-

P

) All Access Objects @ «

LasthameFirst: [Lasthame] &~ " & Tables

' SO A L
S ” = ¥
o

EY  ArchiveMovieMT

s.ﬂ"'? ArchiveMovielQ

@ CustomerHomePhone5Q

s @ CustomerNamesQ

®¥  DeleteArchiveMovieDQ

B Find duplicates for tbiMaviessQ

=5 Switchboard i = CustomerNamesQ

CustomerlD - FirstName -
E Deeter
2 Mary
A Timothy
5 Alpha
6 Sage
* (New)

LastName - FullMame - | LastMameFirst -
Poohbah Deeter Poohbah Poohbah, Deeter
Contrary Mary Contrary Contrary, Mary

Allen
Beta
Young

Timothy Allen Allen, Timothy
Alpha Beta Beta, Alpha
Sage Young Young, Sage



Database Objects: Forms
Forms put a pretty face on the Tables.
Whatever is typed into a Form is saved in the
Table that goes with the Form.

Forms can prompt Users to enter all of the
necessary information. In this example the
Customer Form includes a phone number
Field, which is required.

Forms can also include Command Buttons that
save the data, close the Form and return to the
Home screen.

Form Views: Form, Layout, Design

The Design View is a wonderful form editor
with rich tools. The Layout View is a quick
and efficient form editor. There are three
Ribbons in the Design View: Design, Arrange
and Format.

The Normal View shows the Form as a User
would see it when they are entering data. Each
Table may have a Form for data entry.

Keep going...

Microsoft Access: Sample Database Form

g i P s W

Warm ran

All Access Objects @ =

daern £ - & Front Row Video Ree cipt
Vb '

P v '

p— . :

¥ HIGHH5H1FED

=
Hadaty Peolion el Dett Setirers Slishe (200K

J Hitary Feofioe ared the Chamistr of Seonefs (000

r
bige il

Wl e S

sy Pooties wrad e Prinorer of At | Hs04

-‘JE.;.I

Haay Fomied Bra te (Robaet of Fing (3004

iy OIS e Tt iy HalGwrs. Pl 2 (2031

Beturen et

Bengrane, Mt &3] 16

All Access Objects

Zearch.
Tables

-8] Customers
-S| MovieRentedSubform

-S| Movies

MaovieSearch

MaovieSearchSubform

==
==
==
2] MoviesByRatingChart
==
==
=]

Receipt

Front Row Video Receipt Kl

Fhone Mumber 21065551212

Deeter Poohbah

Brighton, Ml 48116
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Database Objects: Reports

A Report can be anything you want to print. A
Report can be a little 2" receipt that is printed
and handed to the customer. A report can also
sort and group all of the movies that are
currently rented.

Report Views and Report Design Tools
There are four Report Views: Report, Print
Preview, Layout and Design View. The Report
Design Tools include: Design, Arrange,
Format and Page Setup.

Keep going...

Microsoft Access: Sample Database Report

All Access Objects

rptCwerdus

Front Row Video

BE % f [r——
Bl o oo oeasas  owias e Learch.
B B o ", Tables
= 3 e o v Quenes
All Access Objerts & = O teecnsed | M) oontwmes Q
" : Forms
::. Front Row Video REPI)I"IS
g .
: Customer Mame
: . Mavies by Genre
W e )
- - Maovies by Year
i W rptMovieRented-POS

rptReceipt-POS

Deeter Poohbah
123 Main Street

Brighton MI 45116
Our records indicate that the following movies are outstanding.
Please return them as soon as possible.

sunday, July 22, 2012

Harry Potter and the Chamber of Secrets ~ 3-Day Rental
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Microsoft Access: Sample Database Property Sheet

[ [ [y e it [ WA
Database Programming T B e et (I e | m Bl i
Every aspect of the Tables, Forms, Queries and vom | o g 22 AT o ' il et b . e
Reports can be programmed to make it easier to . _
enter data and print the results. £l Acoess Obyects ; e Property Shes

— . = |Front Row Video Recpipt S .
Command Buttons can be added to Forms and o) . 'g&l,‘;‘ e
Reports for quick steps (Save, Print, Add a 2 ' I — .

Record) or navigation. = — o

L]
Curd oo 11

Macros can automatically update Forms and e ; T Pro pe rt}" Sheet

Reports. Access uses Embedded Macros that are st Selection type: Combo Box
easy to program. Macros can pretty much i b H |
automate anything in Microsoft Access! - — i ) i CustomerPhoneCombo

‘-.’n'.-.ﬁlte.'rﬁci.‘;lli’\‘crm

W
—
Visual Basic for Applications (VBA) is the . Format| Data | Event | Other | Al
legacy code for Microsoft Office applications. Mame CustomerPhoneCombao
Control Source CustomerlD
Keep gOlng Format
Decimal Places Auto
Visible Yes
Datasheet Caption
Column Count 2
Column Widths 01"
Column Heads Mo
List Rows 16
List Width 1"
Separator Characters System Separator
Width 1.75"
Height 0.25"
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Database Relationships

The Tables in a database can be linked by key data. For
example, a receipt includes key data on who
(tbICustomers) bought (tbIReceipt) what (tbIMovies).

Beginning Access Teaches One-to-One
The beginning lessons show how to create and modify
Tables. One Table will be used for each Form.

Intermediate Access Teaches One-to-Many

The intermediate lessons teaches how to create one-to-
many relationships. In our little video store, one customer
may rent many movies. In Access, one-to-many is
captured with a Form and Subform.

Advanced Access Teaches Many-to-Many

In a good business, many customers would return many
times and rent many movies. The Advanced Access
lessons show how to create Search Forms and how to
analyze the data.

OK, that's enough for the introduction.
Let's get started with Microsoft Access.

Microsoft Access: Sample Database Relationships

El inTHiTR BATA  ELARAI
Pl = [ e ekl
5 Koo ]
\ w1
L e sl n
il i L A i B
sman
s
g wh o -

thiMovieRented

¥ MovieRentedID
ReceiptlD
CustomerlD
MovielD
DateRented

thlCustomers

CustomerlD
FirstMame
LastMame
Address
City

State
HomePhone
MaobilePhone
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Year
Rating
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Start -> Microsoft Access

:} Create a New Database

When you start Microsoft Access you will be greeted by
the Backstage and prompted to select a database.

The options include sample Templates as well as
database templates online through Office.com

1. Try It: Create a New, Blank Database
Select Blank desktop database.

Enter a File Name: FrontRowVideo Begin1
"Begin1" is for numbering the different versions as we
complete the lessons.

What Do You See? The new database will be saved to
your Documents folder. You can choose a different

Blank desktop database

folder if you wish. This Guide will refer to the default
location, the Documents folder. File Marme

|FrnntROWiden Begin1| | ‘
Click Create. Keep going...

ChUsers\eBeth' Documents),

]

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.1 Create a New Database
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Microsoft Access

- %] . . stontalons Do smanay Dhmstaned | 50118 ooy F0T . 3 ) ol gt . hecmt ¥ &
Hello, Access Database AT L I > e
All databases begin with the data. Data is Vo | e ot ey T i
saved in Tables. Microsoft Access 2013 opens ST famemng e - 2
a new, blank database with a Table. At Arcess Db % - 1=y
2. Try it: Review the Ribbons
The Access Ribbons, from left to right are:
File
Home
Create
External Data
Database Tools
E H s TABLE TOOLS
The Table Tools are available: Fields and HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS | TABLE
Table.. A new Table, Table1, is open.
" t =1 [} Date & Time Mame & Caption ]
What Do You See? On the left side of the hri/ﬂ,, AB 1 2 © | J
database is the Navigation Pane. The Vi <h Yes/No Default Value o
Navigation Pane is showing All Access I iew art Mumber Currency _ Delete _ - Modify M
Fiil Mare Fields - Field Size e Earn
Objects. Table1 is in the Tables. N Text Lookups Expri
Views Add & Delete Properties
Keep going... . - = et
All Access Obje... ® « || = Taviel \
1D ~ | Click to Add  ~
Search, 2
#* (Mew)
Tables o
EH Tablet

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.1 Create a New Database
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r, e Click to Add
E BE i A B Drtshana]: Dt -\ stont slbont) Doty Dhpnstorst | 20018 (hoowss J07 - 35011 e gt - Aeccoms ¥ a =
. . poaA  CRAR  (aTEeM BATA  DATRRN TOSIS | PEER | TAR [TRos= el & |
:} Click to Add a Field T —ur
A Table in Access looks like a spreadsheet in Ver | e Wt ey © e
Microsoft Excel. At the top there is a Header Row with = - g fomamny 3
the labels. The first Column in this Table is the ID, an " Ao i =
Autonumber, which we will discuss in a minute. You Taen - e -
can Click to Add a Field. S -
. . =1 Tablel
3. Try it: Click to Add a Field e erv e -
Go to Click to Add. = Lo 1D ~ | Click to Add  ~
Select a Field Type: Short Text L l::.y o = (New)| a8 Short Text
What Do You See? The Field Types are: 12 MNumber
Short Text A
Number Currency
Currency = .
Date & Time R Date & Time
Yes/No Yes/MNo
Lookup & Relationship . -
Rich Text E{l Lookup & Relationship
Long Text .
Attachment Aa Rich Text
Hyperlink AB
Calculated Field Long Text
Paste as Field @J Attachment
At the bottom of the list is Paste as Fields. & Hyperlink
Calculated Field r

Keep going...
Paste as Fields

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables
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Add the Text Fields

4. Try it: Edit the New Text Field
Select the Field Name: Field1

Go to Table Tools->Fields->Properties.
Click on Name and Caption.

Edit the Name: FirstName

Click OK.

Try This, Too: Add Another Text Field

There are several ways to add Fields to a Table.
The previous page used Click to Add. The next
Field will be added with the Table Tools.

Go to Table Tools->Fields.
Go to Add & Delete->Short Text.
Edit the Field Name: LastName

Keep going...

Thoughts to Consider: Should the Field names
include spaces? It is usually better to skip the
spaces in a Field name. When Microsoft Access
finds a Field name with spaces, the database will
alter the name with an underscore like this:

Last Name.

Table Tools->Fields->Add & Delete->Short Text

TR
Bl o o

be' | s 17 05 Sowesre
12 = M et Wk
Var | Dt Nt Cuvasiy Dutete
Tt .

InTiien) BATA  BATARK TOSRA | F T

I P 8 i
=

o - Feshers -

et

Chsta T Thoaed Tk

LN - Chck to 4SS - I

E d : TABLE TOOLS
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TAELE
b{‘ AB 12 (=2 % Date & Time L[| Mame & Caption
- [+] Ves/No FL Default Value _
View Short Murnber Currency Delete | __ Modify |
- Text Fil More Fields - %ng Field Size (255 Lookups Ex
Views Add&DeIetE Properties
- ® Tablet \,
All Access Objects @ « || = Tablet \
|8} +  FirstName -~ LastName - Clickfi
Search.. ya
* (New)
Tables *
1 Tablel

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Change Field Captions
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Table Tools->Fields

gl | s P Vot bigen | Dot s [pcsamety oo Bgee” ot oot 200 0071444 e ¥ A W
Add a Couple of Records IR L T B ek
5. Try it: Add a New Record Vo |t ey DI SR T e
Go to Record 2 and Tab to the second column. - e T Fomstny v ok ) 5
Add the following: Al s Dbjects & | e T e
FirstName: Alpha Tabes * i e Ty
LastName: Beta o -
Try This, Too: Add Another Record
Enter the following in Record 3.
FirstName: Deeter
LastName: Poohbah
What Do You See? There should be a pencil @ E ©- v W DoUL A
on the Record Selector as you are entering FILE HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS | TABLE
data. When you go to the next record, your
data will be saved automatically and the pencil o = fFh Date & Time LI Marme & Caption
will be gone. h/ AB 12 © :
- [+] Yes/No T Default Value :
. View Short Mumber Currency Delete | _ Modify
Please keep going... E - Text Eil More Fields ~ ey Field Size |255 Lookups E
Views Add & Delete Properties
: = Table1 ',
All Access Objects @ « = -
1D =  FirstName - LastName - Clfic
Searchi ye
1 Alpha Beta
Tables -3
= W 2 Deeter Poohbah
Tablel
anie * (Mew)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Add New Records
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N Home ->Records->Delete
(-]
8 H g a Vepralomt o agen | [natabnat et sibere D ool g™ g oo 0T 8 ] by R, P = & ¥
Delete a Record ?;“12':; ::;m::u. m:::‘::n:\.mn dniri -unl : . } Titern bty l
You can use the Record Selector to delete @ = st sy T 770 T e
record from a table. e e amimea o e s 6
:.,.:1”;‘“ Obgects @ : E '°"‘ﬁ e T
6. Try it: Delete a Record e 3. T
Select Record 1, the sample customer named S
Alpha Beta.
The row will be highlighted blue, the same as it
would be in Microsoft Excel. T3 Tablet x
Go to Home ->Records->Delete. ID - FirstMame - LastMame - ClickioAdd -
Note: You can also click Delete on your
keyboard if you wish. = 1 Alpha BE‘tahb .
2 Deeter Poohba
What Do You See? A database has only one * (New)

job: Save the data. A database is supposed to
keep the data. You will be prompted to confirm
whether you really wanted to delete this
record.

Click Yes. Record 1 will be permanently
deleted from this Table.

Keep going... You are about to delete 1 record(s).

If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Memo to Self: There is NO undo after you
click Yes to delete a record!

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Delete Records
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Ta

M File ->Save
B i [ T p—— [ TAT, SE— ey B ol lecvna, FO0C - 20°] e l
Save the Table I T e |
So far so good. You can add and delete data ou | et Wt ey © O o ; T e
in this little Table. It is always a good idea to = —— s = 7
save things that work. AN Access Uigedts ® e e T AR
— = §twtar Posriar,
— - [Hew]

7. Try it: Save the Table

Go to File->Save.

You will be prompted by a Save As box.
Enter a Table Name: tbiICustomers
Click OK.

Table Mame:
thlCustomers

The tab at the top of the Table1 should say
tblICustomers, now.

Memo to Self: One key to working with
databases is naming objects consistently. The
Tables, Forms, Queries and Reports should be
named according to the object they use. For
example, tblICustomers has customer data, not
movie data.

T4 tbiCustomers \

1D - | FirstMName -~ | LastName - |Click toAdd -
EDeeter Poohbah
* (New)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Save a Table
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Table Tools ->Fields->Add & Delete->Short Text

=
4
3

B E % i Al Topnahaetes Bigen | Datshasa st alben Dhceamasnty sorel¥cban Wy o0 il Yot vt 2007 - 200 ] g oo v A =
Edit the Table W | o 12 B Ve f (Bt gl e
This Table will be designed for customer Vo |t Wty 1 e S "
information. The demographic data will include haah b _ e fomamey - 1
name, address and phone number. Al s Obgects @ [ s TG T T B T v (S ™
" . |brw]

1. Try it: Add More Text Fields

Go to Table Tools ->Fields->Add & Delete
Click on Short Text.

Edit the Name: Address1.

Please add the following Short Text fields:
City

State

Zip

Keep going...

| = tbiCustomers

D - | FirstName - | LastName - | Addressl - City = State = 2ip|
2 Deeter Poohbah
* (Mew)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables
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Table Tools ->Fields->Add & Delete->More Fields

=] I Trmnahast ot Bigen | Db i atbons! Dot e ¥iaben e’ 52l oot vms 3007 - 3071 b

Fields: Number or Text? T T g
When you add a Field for the customer's phone Ve b ot ey D e
number you may be tempted to add a Number 34 e by . ‘
Field. Indeed, there are many Number Formats R i T R B T I T
(Currency, Percent, Decimals). But, a phone Tabien
number is really a Text Field: it uses punctuation -
to separate the Area Code from the number. For Mo
example: (810) 555-1212, where (810) is the Area > L—q 5 .
Code. Can a Text Field be formatted for phone | b{ AB 1 2 = L_é' Date & Time
numbers? | = Yes/Mo

. View Short Murmber Currency _ Delete
2. Try it: Find More Fields { Text B More Fields
Go to Table Tools ->Fields->Add & Delete. 1 Views Add & | Basic Types

Go to More Fields.

All Access Objects & Aa Rich Text
What Do You See? The list includes:

]  Attachment
Basic Types Search. [l Attachmen
Number Tables & Hyperlink
Date and Time |
Yes/No EH tbiCustomers AB  Long Text
Quick Start £, Lookup & Relationship
Try This, Too: Add the Phone Fields Mumber
Go to Quick Start-> Phone.

12 General
Keep going...

P going 2 Currency
e Euro
12 Fixed

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables
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Table Tools ->Fields->Add & Delete->More Fields->Quick Start->Phone

L . ar Fepnrhoatoes g | [t i ot Dty oo Wabes W il Hhec vt 0T - 301 g g ¥ a =
More Fields: Phone Numbers "% == <o conor s o = e e ey |
3. What Do You See? The Quick Start added four v s st 777 i 2700 S e
new Fields for the customer's phone: - fmating v e 3
Business Phone ::“'l-"" Obyects ® ;_| y ;.m:u:.- Addesud - Oty - dtms -] Bp - ButeewMhons - soms Phone - Aobils Phoss - Fln Mumber - ol o ASY -
Home Phone Tatin o [ rochos
Mobile Phone o
Fax Number

Design Consideration: What is the purpose of
collecting this data? In our Front Row Video store,
a clerk can use the phone number to look up a
customer. How many phone numbers are
needed? And, how many numbers are your
customers willing to share?

Keep going...

Zip -~ | Business Phone ~ | Home Phone -

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables (Phone Fields)
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7‘,,',:"’ Table Tools ->Fields->Add & Delete->Delete
3K i i b [ SR S —— PR V—— pur¥iies B ol s, 2000 - 2000 & .
Fields: Delete a Field Y L T e W s - = R
A database has only one job: keep the data. Ver |t et ey T e 2T ey o e
Microsoft Access is very emphatic when you . Fose vanmee 4
delete something. So, you will see some in-your- P ACCRSSOROIS ™ " | me -t ] Gy <] e <] Be - e iens - e e e vacns - I ik oA -
face screens when you delete a Field. - S

4. Try it: Delete A Field

Select a Field: Fax Number.

Go to Table Tools ->Fields->Add & Delete.
Click on Delete.

Do you want to permanently delete the selected field(s) and all the data in the field(s)?

What Do You See? Access will prompt you that

deleting a Field is permanent: no Undo. To permanently delete the field(s), click Yes.

Click Yes to delete the Field.

Try This, Too: Delete Another Field

Select a Field: Business Phone

Go to Table Tools ->Fields->Add & Delete.
Click on Delete.

Click Yes to delete the Field.

Keep going...

Zip Business Phone -~ Home Phone - | Mobile Phone -

Exam 77-424: Microsoft Access 2013
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)
J",,v:" Table Tools ->Fields->Field Validation->Required
g e TN WE | Tenthoaties Begen ] - Ditubans- - iiventalbentADocumantdl s Welen e ¢ e o, 200 - 200 e A .
Field Properties: Required iy 12 @ Bt @ [Bvbiomm 08 o G [ e R
Validation means the the right data is in the Vow |t e ey e 2 oty sy T e
right place. In Front Row Video, the o had b femrea s - 5
customer's phone number is essential to our PLACCERS OISR = " 1 e < e | Al < Gy ] e Be - ENER] vebse prone - 0 AR -

business. You can use the Table Tools to
make a Field Required.

5. Try it: Review the Data Validation
Go to Table Tools ->Fields and review the
Field Validation. The options include:

y Do you want to keep testing with the new setting?
"% % *Tokeep the new setting and continue testing, click Yes.

Required

Unique *To revert to the old setting and continue testing, click Mo.
Indexed *To stop testing, click Cancel.

Validation

I | Mo | ‘ Cancel |

Try This: Make a Field Required
Select a Field: Home Phone

Go to Table Tools ->Fields. Data T)rp.e |5h ort Text - Requ”.ed =
Go to Field Validation->Required. -
Farmat: Formatting | Unigue
. i Validation
What Do You See? Selecting Required T o5 0 | Shoa [ Indexed .
changes the Field Property. Microsoft Access
Formatting Field Walidation

will prompt you to confirm, again.

Pl lick on Yes.
ease click on Yes ,l State vl Zip - _

Keep going...
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Tak, . . o o
7‘.‘, > Table Tools ->Fields->Field Validation->Validation
E 3 H % : a Vomnaioa'ago. Bigen| - Dt vt alfons [iecsamesnt f omeisr¥icbes Weagee” e rlh eci vsa 0T - 3071 4 Mg, ¥ s n
:} Test the Field Validation s i i o B R
Adding Fields and changing the Table Field om |t b Gy DO e 2 "
Properties changes everything in a database. = BT - pumcieg —— 6
:::\r:\-“"—.;"."I-u:-’\ 1: ﬁ - PemtMams - antMeme - Addesud - oty - Suee - ™ - Moms Fhons - Mobils Phons - Clchigddd -
- ~ 2 Ceete Fochbak 11 e Sereat Begbton ] A daraihl
So, does it work? The only way you can tell if it T mecurnes o

worked is to try it. Pretend you are a User, not the
Programmer, and add some data.

6. Try it: Test the Field Validation
tblCustomers is still open.

Selectan ID: 2

Enter Address1: 123 Main Street
Enter the City: Brighton

Enter the State: Ml

Enter the Zip: 48116

Enter the Home Phone: 8105551212.
So far, so good.

Keep going...

= tthustomersH"'-._

ID - | FirstMame - | LastMame - | Addressl - City - State - Zip -~  Home Phone - l
¥ 2 Deeter Pochbah 123 Main Street Brighton M 48116 810551212]
* (Mew)
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Test the Validation

7. Try This: Add an Incomplete Record.
This will be a test of what happens when a User
does NOT add a phone number.

Create a new record. Click on (New).
Enter the First Name: Mary.

Enter the Last Name: Contrary.
Enter Address1: 24 EIm Street.
Enter the City: Pinckney

Enter the State: Ml

Enter the Zip: 48169

Do NOT enter the Home Phone.

Click the pencil on the Record Selector to Save
the new customer information.

What Do You See? Microsoft Access will prompt
you to enter a value in the HomePhone Field, the
one that is Required.

Table Tools ->Fields->Field Validation->Validation

BE S = SB Yoot [ ———— e et Dot et e 2 il eccess, 2000 - 200 e b -
B s o G pascivoss || T P—
b | 17 O B ke B P I ot 1 o . i _ Cvts Typen Dt Tkt FR— =
| Vew'Tn - o D Water d i =

Her | ek b Gty = i x X X & st e,

" Tt P Mhire Pl ¢ P e 19 i *

= T -

All Access Objects @ = || 1 s

— - 0 - FenMess - Lnthews - Addeend - oy - Ry - by - Hoems Fhons - Mobils hoss - Clchtoddd -

I = % 3 CeEte Poohbah 120 e dereet Beghtoa L] ak1d [ =Y

sl * 3y Costrary  MDmSres Geeny M wm

T — - N |

.‘V e raa
o .y

,ii You must enter a value in the ‘tbhlCustomers.HomePhone’ field.

OK | | Help

Enter the Hone Phone: 7345551212, | — Do\
nter the Hone Phone: . >
Save the record. ID - | FirstName - LastName -  Addressl - City - State - Zip ~ | Home Phone -
That's good enough. 2 Deeter Poohbah 123 Main Street Brighton Al 48116 810551212
# 3 Mary Contrary 24 Elm Street  Pinckney Ml 48163
*  (New)
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Data, Data, Data

The purpose of a database is to keep
the data. The database has only one job:
the data, the data, the data.

As we saw a few pages back, if you delete
any record, the database will ask you to
confirm. If you change or modify a Table
Field, you will be prompted to save your
changes.

Data Validation is one method worth
considering when you design Tables.

This is a good start to understanding
Tables. But, it is just the beginning.

Home ->Records->Delete

B T ow g HOolnch Vemntiostiaiog. Bagen | - Distulana vt alfon® [igecmesot'  omeapaWiabes Bape 0 ot oot TO0T - 061y Mg, T = & X
B o coun oo eusvoos | R | e —
b a8 17 D Bombrm () 1 P 80 i = fy = vy
¥ Tewten i . g =
L e . & - i o
- Tk = Wy Foplin ¢ - =
o Asidbwe g e -
Al Access Objects = |2 v
- - -] « Fevihiess - Unthews - OF oA
—— N 1 Al et
— 2 Dwtar Prohissh

=] Tablet \

ID - FirstName - LastName - ClicktoAdd -
1 Alpha Beta
2 Deeter Poohbah

(New)

You are about to delete 1 record(s).

If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Delete Records
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Summary AR -
This lesson focused on creating and modifying =7 T U e i e e i
a simple customer table, tbiICustomers. In the = . T Cominey  HDatet  Swdiry M e T
next two lessons we will look at options for -
managing data.
Well, you done good.
You can get two cookies if you wish!
| s SIINTERS
Ed ©- : TABLE TOOLS FrontRowVideo Fas
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
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! [+] Yes/No 1 Default Value . v
View Short Murmber Currency _ Delete | _ _ Modify Meodify Memo
- Text Fil More Fields ~ €oy Field Size | 233 Lookups Expression Settings
Views Add & Delete Properties
9 §| All Access Objects @ « || 3 toicustomers |
g ID - FirstMame - | LastName - Addressl -~ City

Sarch, ye
2 Deeter Poohbah 123 Main Street Brighton

Tables # . anoB Jarn
: 3 Mary Contrary 24 Elm Street  Pinckney
EH thiCustomers
#* (Mew) e
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Practice Activities

Lesson 2: Hello, Microsoft Access

T

ry This: Do the following steps

1. Open a new blank database. Name the database Brown Bag Lunch EAN database, where EAN is your initials.

2

. Add the following Short Text Fields. Do NOT include spaces.

Company

F

irstName

LastName
Address
City

State

Zip

Phone

3

. Add a new Record with the following information:

Computer Zone, Jennifer Whittly, 987 Pontiac Trail, Wixom, Ml, 48939, 248-555-9854

4. Add these additional records:
Company FirstName LastName  Address City State Zip Phone
Bright Futures Academy Consuelo Justice 123 Grand River Ave  Novi Mi 48734 248-555-3913
Rhino Paper Printing Dwain Coffey 5575 Michigan Ave Novi MI 48734 313-555-6589
Travel Pal Stefan Alonzo 1237 Main Street Milford Ml 48380 810-555-9172
Pixel Butter Web Design Valerie Carter 3211 Eight Mile Road  Novi Mi 48734 248-555-6878

5. Use Data Validation to mark the Phone Number field as Required

6. Add the following record to test the Data Validation: Pest People, Andrew, June, 1258 Grand River Ave, Milford, MI, 48380

7. Add the following phone number for Pest People: 248-555-6882

8. Delete the Record for Travel Pal.

9. Save the Table as tbiICustomers. Close the Brown Bag Lunch EAN database, where EAN is your initials.
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Test Yourself

1. Which of the following is true about Access
databases? (Give all correct answers.)

A. Access databases save the information in
Tables

B. Data entry Forms, Queries, and Reports all
use the information stored in Tables

C. Databases record a one-to-many
relationship

Tip: Beginning Access, page 29, 34

2. Which are Field options?
(Give all correct answers.)

A. Short Text

B. Numbers

C. Date/ Time

D. Yes/ No

Tip: Beginning Access, page 29

3. Which of the following are Access database
Objects?

(Give all correct answers.)

A. Spreadsheet

B. Table

C. Reports

D. Queries

E. Forms

Tip: Beginning Access, page 29

4. Which of the following is true about
Queries? (Give all correct answers.)

A. Select Queries show records that match the
criteria

B. Action Queries show records that match the
criteria

C. Select Queries change or update data

D. Action Queries change or update data

E. None of the above

Tip: Beginning Access, page 30

5. Each Table may have a Form for data entry.
A. True

B. False

Tip: Beginning Access, page 31

6. What is displayed in the Navigation Pane?
(Give all correct answers.)

A. All Access Objects

B. The last Access Obijects created

C. Objects formatted with a particular Theme
D. Text formatted with a Heading Styles

Tip: Beginning Access, page 36
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7. Which is true about Field Names?

A. ltis not possible to have a space in a Field Name
B. Access with change spaces to an underscore
(such as First_Name)

C. Access will remove any spaces (changing First
Name to FirstName) automatically

D. Access allows spaces and doesn't change them
Tip: Beginning Access, page 38

8. Which type of Field is a Phone Number Field?

A. Numerical field just for phone numbers, allows only
numbers and provides the dashes

B. A Short Text field that includes text (humbers) and
punctuation

C. A generic field with no special meaning

Tip: Beginning Access, page 43






