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1. Understanding Databases

Key Concepts
Database Organization

Relationships




Key Concepts

a Understand what a database is.

a Understand the difference between data and information.

Q Understand how a database is organized in terms of tables,
records and fields.

Q Know some of the common uses of large-scale databases.



What is a database?

0 A database is defined as an organized collection of data (information).




Data & Information

0 Data is information converted into binary digital form.

0 Information is facts or details about sb/sth.

Data

Information




File and Database Concepts

e A database is a collection of information
» Databases are typically stored as computer files

* A structured file is similar to a card file or Rolodex because it uses a
uniform format to store data for each person or thing in the file



Database Organization

Tables
Records

1 A structured collection of related
data about one or more subjects.
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Database Organization

a Understand that each table in a database should contain data

related to as

ingle subject type.

Q Understand that each field in a table should contain only one
element of data.

Q Understand t
appropriate @

nat field content is associated with an
ata.

Q Understand t

nat fields have associated field properties.

Q Understand what a primary key is.

a Understand what an index is.
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Table

0 Atable is a list of information organized into columns and rows.

0 In the example of a client contact database, the table might list the names,

addresses, phone numbers, company names, titles, and e-mail addresses of
your clients.

7 You can have numerous tables in your Access database.
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Table Field

 Fields are the individual items that make up a
record within your database.

* A field contains the smallest unit of meaningful
information

* Each field has a unique field name that describes its
contents

* Afield can be either variable length or fixed length.

 Arecord is a collection of information that

relates to a particular item within your
database table.
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| = Customers Field
CustomerlD - | FirstName - | LastMame -
1|Evan Santos
2|Micah Harvey
3|Dante Lewvy
4|Britanney Adkins
5|Ashely Todd
o|Walker Alston
| Record 7|Georgia Collier
8|5acha Reilly
S|Keely Lynch
10|Latifah Rocha
11|Raymond Aguilar
12|Chantale Quinn

Cash
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File and Database Concepts

Possible Tables in a School Database:




Basic Types

Text
Number

Currency

Yes/No

Date/Time
Attachment

Hyperlink
Memo

Lookup

Short, alphanumeric values, such as a last name or a street address.
Numeric values, such as distances.

Monetary values.

Yes and No values and fields that contain only one of two values.

Date and Time values for the years 100 through 9999.

Attached images, spreadsheet files, documents, charts, and other types of supported files to
the records in your database, similar to attaching files to e-mail messages.

Text or combinations of text and numbers stored as text and used as a hyperlink address.
Long blocks of text. A typical use of a Memo field would be a detailed product description.

Displays either a list of values that is retrieved from a table or query, or a set of values that
you specified when you created the field.
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Field Properties

Filed Size Field Size sets the maximum space available for any one value.

Caption The label text that is displayed for this field by default in forms, reports, and
queries. If this property is empty, the name of the field is used.

Required Requires that data be entered in the field.

Format choose a format that meets your specific needs.

Indexed Yes (No duplicates) Creates a unique index on the field.

Yes (Duplicates OK) Creates a non-unique index on the field.
No Removes any index on the field.

Default Value Automatically assigns the specified value to this field when a new record
is added.

Validation Rule Supplies an expression that must be true whenever you add or change the
value in this field. Use in conjunction with the Validation Text property.

Validation Text Enter a message to display when a value that is entered violates the
expression in the Validation Rule property.



Primary Key

0 Aprimary key field is one that uniquely identifies each individual record in a

table.
0 When choosing a primary key, keep the following rules in mind:

0 The primary key values must be unique.
0 A primary key value can't be null. Within this context, null means an empty field.

1 The primary key must exist when the record is created and stored.

+ First Name - 1. Pl’imary key

1D v| Company
.
* company A Anna 2. Foreign key
2 pany B Antonio .
3 Company C Thomas (key n
= another
Orders 2
|GrderID - | CustomerID ~f| Employee ~ table)
44 1 Mancy Freehafer
71 1 Mancy Freehafer
36 3 Mariya Sergienko!




Indexed Field

0 You can use an index to help Access find and sort records faster.

0 An index stores the location of records based on the field or fields that are
part of the index.

0 A database index is, after all, very much like the index at the end of a book:

it occupies its own space, it is highly redundant, and it refers to the actual
information stored in a different place.
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Relationships

Q Understand that the main purpose of relating tables in a
database.

Q Understand how a relationship is built.

Q Understand the importance of maintaining the integrity
of relationships between tables.

Q Understand the cardinality of relationships
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Purpose of Relationships

* The main purpose of relating tables in a database is to
minimize duplication of data.

email

SID name grade

SID name email SID CID grade
142 Bart bart@fox.com 142 CPS116 B-
123 Milhouse milhouse@fox.com 142 CPS114 B
857 Lisa lisa@fox.com 123 CPS116 B+
456 Ralph ralph@fox.com 857 CPS1l6 A+

857 CP8130 A+
456 CPS114 C




Relationship Establishment

0 Arelationship is built by matching a unique field in one table with a field in

another table.

EMPLOYEE
Employee_ID First_Name Last_Name Hire_Date Manager Department_ID
37 Frances Newton | 14-SEP-2005
1234 Donald Newton 24-SEP-2006 28 10
7895 Matthew Michaels 16-MAY-2007 | 28 10

(M)
oemnrmem/

Department_ID - Name
10 | Accounting
20 | Payrdil

T

m

20



Relationships Integrity

1 Referential integrity rules keep database users from accidentally breaking the
mapping between related columns.

’ | Customers ‘ =" Relationships \
Customers Orders
¥ CustomerlD \ ? ReceiptiD
FirstName — Customer
States \ LastName !:\:rchase Date Products
¥ stateAbbr of Edit Relationships R ¥ ProductiD
StateName — - _ Product
RegionID s‘ Table/Query: Related Table/Query: Department
RegionName [Cystrmers V[CusmmerCredtf.ards 'v] Category
EN/| | CustomeriD BCustomerlD = ilz.e
' - -y
Join Type.. Price
-
: Description
— 4| [V]Eenforce Referential Integrity Rating
Employees . ! Cascade Update Related Fields
¥ EmployeelD _\2 Cascade Delete Related Records
FirstName
LastName Relationship Type: One-To-Many
Building _
Department - —
Status
HireDate
BenefitDental
BenefitMedical
BenefitRetirement




Cardinality

* Cardinality refers to the number of associations that can exist
between two record types

* A one-to-one relationship means that a record in one record type is
related to only one record in another record type

* Example:
* Asingle grade report is related to only one student.

* When one record is related to many records in another table, the

relationship is referred to as a one-to-many relationship

* Example:
e |nstructor records to student advisees



Cardinality

* A many-to-many relationship means that one record in a particular
record type can be related to many records in another record type,
and vice versa

* Example:
e Student records to course enrollment



Operations

Q Define which various functions that allow management of a
database.

a Classify three main functional groups which are related to the
database.
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Operation

Professional databases are designed and created by database specialists.
Data entry, data maintenance and information retrieval are carried out by

users.
A database administrator provides access to specific data for appropriate

users.
Database administrator is responsible for recovery of a database after a crash

or major errors.
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2. Using the Application

Working with Databases

Common Tasks



Q Open, close a database application.

A Open, close a database.
O Create a new database and save to a location on a drive.

Q Use available Help functions.



Create a new database

Start Access.

On the New tab in Backstage view,
click Blank Database or Blank Web

Database.

3. On the right, type a name for your
database in the File Name box.

4. Click Create.

MoObstacles-Blueprint : Database- D\ Training' Office\Access 2013 Essential Training\0. Introduction\Ex_Files_Access2013_E...

New

Search for online templates

Suggested searches:  Database  Business

Logs  Small Business

Blank desktop database

—

eeeeee

?

- 0 X
Signin

o

Blank des base
File Mame
Database3

Cih\Users\hasan\Documents)

]

Create




Open an existing database

1. On the File tab, click Open.

2. Click a shortcut in the Open dialog
box — or, in the Look in box, click

the drive or folder that contains
the database that you want.

3. In the folder list, double-click
folders until you open the folder
that contains the database.

NoQObstacles-Bluepring | Database- O:

Open
( (s Recent

‘ OneDrive
f_; Computer

o= Add 2 Place

Traimng Office) Access 20

13 Essenbial Traming\D. introdu

i3 Computer
=

Current Folder

chi12

D « Training » Office «

Recent Folders

Chi2

0« Training » Office » Access 2017 Essential Trainng
Ch02
D« Training » Office « Access 2013 Essentind Trainng » ¢

My Documents
Desktop

2

Browse

Orgwsse » Moy fal
B Destsop

o Liteanes
4| Daciermaty
o Musc
-~ Pictures
B videsn

o} Homegroup

W Campuer
B Local sk 100
» Lecal Disk (03

@ NoSbstades-Huepnnt
0 MNeCtdacles CompactRepeit
8 Noltmactes-LusamlGrougy

0 NoChaade 0
8 NoObstad),

4 Q! Nebwtach

T8 tOtstacies-Ronsnps

Q  NeObstacles-Splitting
0 Nelteteclen-Startas

File parme: |

Toss ~ [ Qe o] [ Goncel |
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a

Q

a

Qg

Qg

Open, save and close a table, query, form, report.

Switch between view modes in a table, query, form, report.
Delete a table, query, form, report.

Navigate between records in a table, query, form.

Sort records in a table, form, query output
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Open/Save/Close a database object

Once you have your database open, go to the 3. Modify within the table entries and

target object you want to deal with click Save to confirm your changes.

Customers table, for instance
( ) 4. Close the table by Clicking on the close button in

Double-Click the table name to the upper right corner.
open and view its content.

E J C s NoObstacles-Blueprint : Database- D:\Training\OfficQ... TABLE TOOLS ? - 0O X
HOME

CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS FIELDS TABLE Sign in
b(‘ (_X;. Cut Ql Ascending 1 =] New z H 2 Calibrir v %11 ol I
) Paste = Copy Filter il Descending Y‘jv Ref':sh E,BSave A:}( Find - “Q - _ _ _D'
¥ Format Painter Remove Sort Y All~ X Delete ~ D' [\g > | B = _22 rEE= A
“ Clipboard [F] Sort & Filter Records Find Text Formatting [F] A
A” ACC tS ,r!", « j Customers X
oy ye CustomerlD ~ | FirstName -~ LastName -~ Phone - StreetAddre - City - State|«
= = # 1 Evan Santos (383) 835-9398 131-2642 Dui, £ Eau Claire KY
= 2 Micah Harvey (564) 618-7716 6013 Aliquam € Zanesville MS
B customerCreditCards &
i+ 3 Dante Levy (636) 920-1555 P.O. Box 442, 8 West Lafayette GA
=1 Customers 3] 4 Britanney Adkins (173) 876-9722 526-3205 Sodal Avalon wi
B3 EmployeePhone &} 5 Ashely Todd (189) 609-1799 Ap #767-7552C Juneau TX
B3 Employees I+ 6 Walker Alston (543) 854-5444 419-2836 Male: Darlington MS
BB Orders ] 7 Georgia Collier (309) 214-5590 Ap #403-3651S Anderson OH
= 8 Sacha Reilly (414) 732-8258 6091 Nec, Ave Gardner AZ
= products -.+.'f 9 Keely Lynch (795) 535-6170 5527 Lorem, St, Kansas City  CA
B Products-Furniture = 10 Latifah Rocha (608) 243-4301 Ap #692-2451 A Fairbanks wY
B3 ProductsTextiles &3 11 Raymond Aguilar (663) 603-3494 6527 Cum St.  Liberal cT
B states H 12 Chantale Quinn (759) 799-8054 P.O. Box 785, 2 LaGrange Mi
Queries ¥ H 13 Chloe Cash (799) 433-6502 P.O. Box 465, 5 Clearwater NY
Forms ¥ #= 14 Whilemina Blevins (682) 534-2511 Ap #803-1572 C Bell Gardens KS
Reports ¥ E3] 15 Ronan Hayden (781) 673-2800 627-8645 Sagitt Tupelo TN
+ 16 Oleg Ballard (697) 243-0509 Ap #220-9024 N Moline KY
£ 17 Chantale Weber (306) 622-6596 P.O.Box 704, 1 Norman IN
1+ 12 Mwen Chanew (572) 24A-4124 An #154-1541 N Fureka DE Ad
Record: 4 «[10f200 | » » » | |Search 4] 7 31

Datasheet View NUM LOCK




Switch Views

1. Click the Home tab on the Ribbon. 3. Click Datasheet/Design View.

2. Click the bottom half of the View
button.

@ NoObstacles-Blueprint : Database- D:\Training\Office\Access 2... TABLE TOOLS ?2 - 0O X
E CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS FIELDS TABLE Signin 1'4
b/ {, Cut Y 2| Ascending Vi - 1= New > H al. | Calibri -l “|3= =
& E® Copy ; zl Descending YD v — H Save ‘5 ] m % | + MoObstacles-Blueprint : Database- D:\Training\ Office\Access 2. TABLE TOOLS ? - 0 X
View Paste | Filter E s Refresh Find o
< v ® Format Painter Remove Sort ¥ All < Delete ~ D v HOME CREATE EXTERMAL DATA DATABASE TOOLS ADD-INS DESIGM Sign in
— F1 ‘ Sort & Filter Records Fi D ? [E €= Insert Rows = F H=|| g lﬁ
h s @ « ‘ = Customers’ ; . o — X Delete Rows - LI =) . _ b
< [ CustomerlD - | FirstName - LastName - p| View  Primary Builder Test Validation ) Property Indexes  Create Data  Rename/ Relationships Object
b/ Design View pel i ! < Key Rules £A Modify Lookups  gheet Macros = Delete Macro Dependencies
LN = &)‘
. A [= EVE iz (25 R Tools ShowHide  Field, Record & Table Events Relationships ”
[+ i atasheet Vi \
B3 CustomerCreditCards = ; glalnciz '::Vr;ey :Z: D e e B = Customers ', b4
B Customers I = 5 > o Field Name Data Type Description (Optional) E
E HEntanney Adkins (173 h( Design View Py CustomerlD) AutoNumber
S .l s |
R RPIBECENERe dl 5iAishely Fodd (159 = FirstName Short Text
EH Employees [+ 6 Walker Alston (543|| B customerCreditCards LastName Short Text
ER Orders ,@ 7 Georgia Collier (309)| B customers Phone Short Text
5 =
B produds & 8 Sacha Reilly (414 =3 empioyeekhone StreetAddress Short Text -
i . Keely LynCh (795 E Empl e ShorTavt Field Properties
t mployees
B3 Producs-Furniture & 10 Latifah Rocha (608 play
B3 Products-Textiles | 11 Raymond Aguilar (663 = orders General |Lookup
B states @ 12 Chantale Quinn (759| B Products elaSiee Long integer
Queries ¥ | 13 Chloe Cash (799 EH Products-Fumniture Format
Forms v 5] 14 Whilemina Blevins (682 =5 rProductsTestiles Caption
R e ) 15 R Havd 781 Indexed Yes (Mo Duplicates)
eports e 1= onan aygen ( BR states Text Align General Afield name can be up to 64 characters long,
] 16 Ole Ballard 697 - " including spaces. Press F1 for help on field
— g ( Queries ¥ names.
| 17 Chantale Weber (306]| Forms ¥
S 12 0wen. = (572 Reports ¥
Record: 4 4 |10f200 | » P bi:| T |
Datasheet View

Design view. tch panes. F1 = Help.




Delete database objects

to remove to select. Home Ribbon.
B H S c 5 MNoObstacles-Blueprint : Database- D:\Training\Office\Access 2... TABLE TOOLS ? - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS FIELDS TABLE Sign in
b/’ 2L : (xj Cut Y él Ascending Y- @ () H 9ac Caﬁbri 7'{1;. 7' , f,
=== i ER Copy . %l Descending T+ H s, ] 2~ B I U =& M
View Paste g s Filter v e Refresh Find N aby = =
% ormat Painter Remove Sort YV All~ X Delete ~ [~ 3~ A% & ===
Views CIipPoard r ) Sort & Filter Records Find Text Formatting F}
‘AII Access Objects ©® « | I Ciistonsei Siieria Y & SR : : —
Search ye CustomeriD ~ | FirstName -~ LastName Phone - StreetAddre - City - State 4 |
Grch. |
" rate = # 1 Evan Santos (383) 835-9398 131-2642 Dui, A Eau Claire KY
ables A |a
B cust . 1 3 2 Micah Harvey (564) 618-7716 6013 Aliquam £ Zanesville MS
=S e = 3 Dante Levy (636) 920-1555 P.O. Box 442, 8 West Lafayette GA
\ 1 customers # 4 Britanney Adkins (173) 876-9722 526-3205 Sodal Avalon wi
B2 EmployeePhone | 5 Ashely Todd (189) 609-1799 Ap #767-7552 C Juneau TX
B3 Employees + 6 Walker Alston (543) 854-5444 419-2836 Male: Darlington MS
ER Orders | 7 Georgia Collier (309) 214-5590 Ap #403-3651S Anderson OH
= s 2 8 Sacha Reilly (414) 732-8258 6091 Nec, Ave Gardner AZ
R RYadit = 9 Keely Lynch (795) 535-6170 5527 Lorem, St. Kansas City  CA
B Products-Fumiture ® 10 Latifah Rocha (608) 243-4301 Ap #692-2451 A Fairbanks WY
B3 Products-Textiles | 11 Raymond Aguilar (663) 603-3494 6527 Cum St.  Liberal cT
EH states 2 12 Chantale Quinn (759) 799-8054 P.O. Box 785, 2 LaGrange Mi
Queries A |H 13 Chloe Cash (799) 433-6502 P.O.Box 465, 5 Clearwater NY
E2  EmployeePhone Crosstab ) 14 Whilemina Blevins (682) 534-2511 Ap #803-1572 C Bell Gardens KS
5 3} 15 Ronan Hayden (781) 673-2800 627-8645 Sagitt Tupelo TN
@ Customer Mailing Label Query = N
[+ 16 Oleg Ballard (697) 243-0509 Ap #220-95024 N Moline KY
B Customer Spend = 17 Chantale Weber (306) 622-6596 P.O. Box 704, 1 Norman IN
P Customers-MidwestRegion E 1 Owen Chanev._______[572) 24A-4184 An #154-1541 \ Fuireka nNE
m— 5 s i ¥ || Record: 4 [1of200 | » M » | [Search

Datasheet View

NUM LOCK iE
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Navigate Records

1.

In the Navigation pane, double-
click the table/Query/form whose
records you want to navigate.

Click Previous Record ([i]) or Next
Record ([3]) to move back or
forward by one record.

3. Access displays the previous or
next record in the database.

4. Click First Record ([4]) or Last
Record (E)to navigate to the first
or last record in the table.

5. Click New (Blank) Record ([T]) to
start a new, blank record.

BE . 7 NoObstackes-Blueprnt : Datsbase- DATraman g\ Officelhccess 2 ?T - 0 %X
HOME ~ CREATE  EXTERMALDATA  DATABASETOOLS  ADD-INS  FIRDS  TABLE sgn in I
Ve = Y Blascendng Wi T7n miNew X %e  Celibri - |1t
18 Copy il Uosconding T3+ = & Save ~. - BTV =
View L Filtay 3 Fefresh bnd | K S
41 4 : P All= - ot 'D' s - A.- N E==
View e Silter Record Find Tesz Farmuttie
A” Al Cess 180 & l Loena !::] Cusdomery | _":J EEpioyeePnone Crontas
=t Eeilies s : A0 - FirstName - (astName - Phone - StreetAddre -
reh. o x .
S | fl evan santos {363} 835-9338 131-2642 0u
2 -
e _ 2 Micah Harvey {564) 618-7716 6013 Aligua
CUomaL e . 3 Dante Levy (636} 320-1555 P.O. Box
=l custamens - 4 Britanney Adkins {173} 876-9722 526- 3 od v
T emoloyeePhone i 5 Ashely Todd o L
S0 Employees * 6 Walker Alston (543) 853-544 MS
B0 Orders ¢ 7 Georgia Collier . OH
- 2 8 Sacha Railly “B258 6091 Nec, Ave Gardner Az
Progut | i* 9 Keely Lynch B 235-6170 5527 Lorem, 5L KensasCity  CA
3 oducs-Fumiue |1 10 Latifah Aocha ROUS) 243-9301 Ap #652-24%1 A Fairbanks wy
= R 1 ! |5 L1 Raymond {663) 503-34%4 6527 Cum St.  Liberal cr
= State L 12 Chantale {759) 799-8054 P.O. Box 785, 2 LaGrange Mi
Queries ¥ 13 Chloe (799) 433-6502 P.O. Box 265, 5 Clearwater NY
B trpivyecties + 14 Whileminz gffBievins (682} 534-2511 Ap #503-1572C Bell Gardens  KS
3 - " ¥ Hayden (781) 673-2800 6278645 Sagitt Tupelo ™
- ¢ mee Mail
= + Ballard (697) 243-0509 Ap #220-5024 A Moline KY
2 cites : Wabar (306) 622-6596 P.0. Box 704, 1 Norman N
D cCustomers-MidwestReq . rhane 57707450184 AN £T58-1541 A Fureks ne
Roton) 1 ’ % Search '
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Sort Records

1. Open the table you want to sort.

4. Click a sort button.

Ld Ld . . o
2. Position your mouse pointer over » Click Ascending to sort the records
the column header for the field by in ascending order.
. L
which you want to sort. . Click Descending to sort the
3. Click the Home tab on the Ribbon records in descending order.
. L]
NoObstacles-Blueprin: A\ Training\Office\Access 2... TABLE TOOLS ?2 - 0O X
HO CREATE EXTERNAL DA ABASE TOOLS ADD-INS FIELDS TABLE Signin F :“
D B How Y 4| Ascending Vi - = New > # e |calibri -l = s
&’ D ER Copy . Z| Descending  To~ — 8 Save o3 ) 2+ B I U =& M B .
View Paste > Filter 2 Refresh Find s L Mo ey
% % ¥ Format Painter Remove Sort ?’ All ~ X Delete ~ [} 4 A 4 & === ﬁ v
Views Clipboard ~ Sort & Filter Records Text Formatting [F] -~
All Access Objects @ « e =
ry ye S Phone - StreetAddre - City - State|+ |
Tables A = ‘+ 1 Evan Santos (383) 835-9398 131-2642 Dui, 2 Eau Claire KY
™~ [+ 2 Micah Harvey (564) 618-7716 6013 Aliquam £ Zanesville MS
- C”“""‘”C“da E 3 Dante Levy (636) 920-1555 P.O. Box 442, 8 West Lafayette GA
& customers 1l 4 Britanney Adkins (173) 876-9722 526-3205 Sodal Avalon wi
&3 EmployeePhone |E 5 Ashely Todd (189) 609-1799 Ap #767-7552 C Juneau X
B3 Employees |E 6 Walker Alston (543) 854-5444 419-2836 Male: Darlington MS
ED Orders |E 7 Georgia Collier (309) 214-5590 Ap #403-3651S Anderson OH
2] 8 Sacha Reilly (414) 732-8258 6091 Nec, Ave Gardner AZ
Bl products £ 9 Keely Lynch (795) 535-6170 5527 Lorem, St. Kansas City  CA
B Produdts-Fumiture # 10 Latifah Rocha (608) 243-4301 Ap #692-2451 A Fairbanks WY
B3 ProductsTextiles |H 11 Raymond Aguilar (663) 603-3494 6527 Cum St.  Liberal cT
B states |E 12 Chantale Quinn (759) 799-8054 P.O. Box 785, 2 LaGrange Mi
Quiiies 5 L] 13 Chloe Cash (799) 433-6502 P.O.Box 465, 5 Clearwater  NY
B EmployeePtione Crosstab |E 14 Whilemina Blevins (682) 534-2511 Ap #803-1572 C Bell Gardens  KS
o Customer Mailing Label Query |E 15 Ronan Hayden (781) 673-2800 627-8645 Sagitt Tupelo N
> |E 16 Oleg Ballard (697) 243-0509 Ap #220-9024 N Moline KY
P Custumec spend 2 17 Chantale Weber (306) 622-6596 P.O.Box 704, 1 Norman IN
@ Customers-MidwestRegion (=M __18 Nwen Chanewv. __[572) 24A6-41R4 An #154-1541 N\ Fureka (3] s
e v || Record: 4 < [10of200 | » M » [Search ||l [»]

Datasheet View

NUM LOCK

31



3. Tables

Records




O Add, delete records in a table.

Q Add, modify, delete data in a record.
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Add/Delete Records

In the Navigation pane, double-
click the table to which you want
to add a record.

1.

4,
Type the desired data in the

selected cell.
«  Press [Tab]

Repeat Step 2 until you have filled
the entire row.

Press [Enter] to move to the next
row, or record.

= MoObstacles-Blueprint : Database- D\ Training\Office\Access 2., TABLE TOOLS

CREATE EXTERMAL DATA DATABASE TOOLS ADD-IMS FIELDS TAELE

EH
HOME

>

M w12 &

View Short Mumber Currency
- Text

Wiews

All Access Objects @ «
Search. Vel
Tables a [«

CustomerCreditCards

Marne & Caption Meadify Lookups Required

=
1
Default Value Formatting

Validation
¢ o a .00
$ % G0 w0 Indexed .

‘\’ Medify Expression Unique

BERA

- Field Size abl| Memo Settings

Add & Delete Properties Field Validation
B customer Spend"‘{_E Customers |
[[»] ~ | Click to Add -

* [New)

Formatting

[ =7 Table1",

eFhone Crosstab.

Custamers
EmployeePhane
Employees
Orders
Products

Products-Furniture

Products-Textil
States
Tablel

Queries 3

[ i EmployeePhone Crosstab

1 O o i

@ Customer Mailing Label Query

@ Customer Spend
I = R T
Datasheet View

|| Record: W 1ofl H Search

? - 0 X
Sign in
n’- H - #  Nolbaracles Btuepnnt : Databeces D\ Traming\ Offscet Access 2. L 4 -
HOME  CREATE  EXTERMAL DATA  DATABASETOOLS  ADDANS 1t TABLE Signin 4
N — )
b as 12 &7 5 B
View Shot Numder Cumency Yalidation
Tet
hews A3 2 Delets Fropertie Formatring
All A"(G‘“‘-Cn (]blpft'; -~ lu Castomes Spend | =] Customer ':;] tmploye¢Fhone Cronttak 1: Tabied
. SN X2 S = 0 s Feldl - Fleldd - Feidd -] Fleldd - Chckto’dd -
Seonti ) 1)
i 4 settray Leak 1/15/1987 €101 |
Tables -
T * (New)

GHOfHEHEHHEEEEE

|
> 1] Resard ¥ 1oty boM Search

Datashest View

NUM1OCK




Add/Delete Records

If the table is still in design view, click
View/Datasheet View. If it's closed,
double-click the table in the Database
window.

0 2. Tomodify a value, select the appropriate

field and replace the value.

3. Todelete a value, select it and press Delete.

Once the table is in Datasheet view
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Q Create and name a table and specify fields with their data types

Q Apply field property settings

O Create a validation rule

Q Understand consequences of changing data types, field properties in a table.

Q Set a field as a primary key.

a Index a field

O Add a field to an existing table. %

QO Change width of columns in a table.



Create a table with fields

On the Create tab, in the Tables group,

click Table.

A new table is inserted in the database and

the table opens in Datasheet view.

On the Home tab, in the Views group,
click View, and then click Design View.
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Give a name to the table and save its current
structure.

In the Field Name column, enter the name of
the field that you want to create.

In the Data Type column, select the appropriate

Hofloppppeuey

type for the corresponding field.
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Apply field property settings

2. In the Field Properties pane, enter the settings
that you want for each property, or press F6 and

1. In the table design grid, select the field for

which you want to set properties. Access

displays the properties for this field in the Field

Properties pane.

then use the arrow keys to select a property.
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In the Navigation Pane, right-click the table
that you want to change, and then
click Design View.

In the Field Name column, select the field
that you want to change.

Create a validation rule

3.

In the lower section of the table designer, on
the General tab, select the Validation

Rule property box, and then enter your
validation rule.

?

o X
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Expression Builder
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Enter an Expression to validate the data in this field:
(Examples of expressions include [field1] + [field2] and [field1] < 5)
Le;
Expression Elements Expression Categories Expression Values
&%) Functions
2 Constants
s Operators
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Examples of Validation Rules

Validation rule

<>0

>=0

0 or >100

BETWEEN 0 AND 1

<#01/01/2007#

>=#01/01/2007# AND <#01/01/2008#
IN (" Tokyo", "Paris”, "Moscow ")

IS NOT NULL

Validation text

Enter a nonzero value.

You must enter a positive humber.

Value must be either 0 or greater than 100.

Enter a value with a percent sign.

Enter a date before 2007.

Date must occur in 2007.

Tests for values equal to existing members in a list.
Forces users to enter values in the field.
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Consequences of changing data types, tield
properties

0 You can change most data types 1 Access might truncate or delete
when a field contains data. some data, or it may not allow the
conversion at all.

Examples of Restrictions on changing data types

Convert to this type |[From this type

Text Memo Access deletes all but the first 255 characters.

Number Text Text must consist of numbers and valid
currency and decimal separators.

Date/Time Text Original text must be a recognizable date or

date-time combination. For example, 18-Jan-
2006.
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Set a field as a primary key

1. Open the database that you want to modify. 3. Select the field or fields that you want to use

2. In the Navigation Pane, right click the table in as the primary key.

which you want to set the primary key and, on 4. On the Design tab, in the Tools group,
the shortcut menu, click Design View. click Primary Key.

A s 0Obstacles-Blueprint : Database- D:\Training\Office\Access 2... TABLETOOLS 4 -
H -2 NoObstacles-Blueprint : Database- D:ATraining\Office\Access 2 ? oa
HOME CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS DESIGN Signin .'-‘ ]
T Primary Key §'= = ﬁ A= ;
= = 07 D\D :
& Builder X N e = D
View = — Property Indexes Create Data Rename/ Relationships Object
- LY Test Validation Rules pQl  gheet Macros~ Delete Macro Dependencies @ H ©- Obstacles-Blueprint : Database- D:\Training\Office\Access 2. TABLE TOOLS ?2 - 0 X
Views Tools - Show/Hide Field, Reg & Table Events Relationships HOM TE EXTERNAL DATA DATABASE TOOLS ADD-INS DESIGN Sign in .f )
2 e Relationships ,
All Access Objects @ « =5 mestge | % Primary Key & = ‘ = =
= §e Field Data Type escription (Optio| N B o = ) =0T D‘D =
Grch. <2 Builder L
Tabl CustomeriD AutoNumber Vie o ks Property Indexes  Create Data Rename/ Relationships Object
A el FirstName Short Text - G Test Validation Rules Q0 gheet Macros~ Delete Macro Dependencies
B customerCreditCa LastName Short Text Views Tools Show/Hide Field, Record & Table Events Relationships -~
j Customers Phone Short Text } A” ACCQSS ObJeCtS ® « :,'.: Relationships | =] Customers \, K
EH EmployeePhone Field Properties i — ¥ Field Name Data Type escription (Optiona [+ |
G P
[Generat | g L
E3 Employees General |Lookup = P C_ustomerlD| AutoNumber
BB Orders Field Size Long Integer = . ™ _FlrstName Short Text
New Values Increment e3 - CustomerCreditCards LastName Short Text
B Produas Format | B3 customers Phone Short Text -
= i Caption Field Properties
ead - Products-Furniture Indexed Yes (Duplicates Ol E3 EmployeePhone P
T Products-Textil Text Align General Afield name can be up to 64 characters lon 252 3 General
j i including spaces. Press F1 for help on fielq j Employees 3 - Lagkup
EH states names. j Orders Field Size Long Integer
New Values Increment
B Tablel B3 Produds Format
Queries A = Caption
g B Produds-Fumiture Indexed Yes (No Duplicate
B3 EmployeePhone Crosstab Bl Producs-Textiles Text Align General Afield name can be up to 64 characters long,
ﬁ Customer Mailing Label Query including spaces. Press F1 for help on field
ot Y ‘ B states names.
Design view, F6 = Switch panes. F1 = Help. j Tablel
Queries P
i} EmployeePhone Crosstab
:31 Customer Mailing Label Query

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



1.

Index a field

In the Navigation Pane, right-click the 3.
name of the table that you want to create ,
the index in, and then click Design

View on the shortcut menu.

Click the Field Name for the field that 5
you want to index.

Under Field Properties, click the General tab.

In the Indexed property, click Yes (Duplicates OK) if
you want to allow duplicates, or Yes (No
Duplicates) to create a unique index.

To save your changes, click Save on the Quick
Access Toolbar, or press CTRL+S.
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Add a field to an existing table

1.

Double-click to open the table to which

you want to add a field in Datasheet

view.

Click the column heading to the left of

where you want to insert a new field.

3.

the right of the column you select.

Click the Fields tab.
In the Add & Delete group, click the button

for the type of field you want to add.

Access adds the column for the new field to
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Change width of columns

1. Rest the cursor on right side of the column 2. Drag the boundary until the column is the
boundary you want to move until it becomes a width you want.
resize cursor «|»
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4. Retrieving Information

Main Operations




Q Use the search command for a specific word, number, date in a field.

a Apply a filter to a table, form.

O Remove the application of a filter from a table, form.
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Use the search command

1. Open the table or form, and then click the field 4.

that you want to search.

or press CTRL+F.

On the Home tab, in the Find group, click Find,

5.

0 The Find and Replace dialog box appears, with

the Find tab selected.

6.

3. In the Find What box, type the value for which

you want to search.
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To change the field that you want to search or to
search the entire underlying table, click the
appropriate option in the Look In list.

In the Search list, select All, and then click
Find Next.

When the item for which you are searching is
highlighted, click Cancel in the Find and
Replace dialog box to close the dialog box. Records

that match your conditions are highlighted
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Apply a simple filter

In the Navigation pane, double-click the

table/form you want to use to filter records.

Click in the Home tab.
Click the Selection Button.

4. Click a criterion.

to view the filtered records.

6.
Filter button.

You can use the navigation buttons < |< > and > |

Toremove the filter, you can click the Toggle

@ H = NoOb, int : Database- D:\Training\Office\Access 2013 Essential.. 2?2 — 0O X
HOME CREATE DATA DAT, S ADD-INS FIELDS TABLE Sign | »
val S 41 Wrwe> A
== 74
y < " " >~
View | Paste Fiter BRI Text
v Does Not Equal "Evan" R~ Formatting ~
Views Clipboard & Sort & Fil Contains "Evan" Find ~
All Access Objects Does Not Contain "Evan” ~ 1Somer* =
cuswmenw vrornstName  ~ Fieldl v | LastName -~ Phi/« |
Search.. yo 1
> 1 Evan Santos (383) 8
Tables « - :
= & ol 1 2 Micah Harvey (564) 6
B t ditCard
‘ ustomerCreditCards 3 Dante Levy (636) 9
Z customers 4 Britanney Adkins (173) 8
3 EmployeePhone 5 Ashely Todd (189) 6
B3 Employees 6 Walker Alston (543) 8
BB Orders 7 Georgia Collier (309) 2
8 Sacha Reilly (414) 7
& Product
B Produds 9 Keely Lynch (795) 5
B Produds-Furniture 10 Latifah Rocha (608) 2
B3 Products-Textiles 11 Raymond Aguilar (663) 6
B states 12 Chantale Quinn (759) 7
B Tablet 13 Chloe Cash (799) 4
y 14 Whilemina Blevins (682) 5
Queries A
15 Ronan Hayden (781) 6
i EmployeePhone Crosstab
16 Oleg Ballard (697) 21,
@ Customer Mailing Label Query 1 - - -
a ¥ ||| Record: 4 10f200 | » ¥ » | B Unfiltered | [Search <] |14

Datasheet View

NUM LOCK

EHS- 5 NoObstacles-Blueprint : Database- D:\Training\Office\Access 2013 Essential.,. 2 - 0O X
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Tables & |-
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E EmployeeFhone
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E Crders
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E Products-Textiles
B3 states
B Tablet
Queries -3
i EmployeePhone Crosstab
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Datasheet View
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Filter by Form

1. In the Navigation pane, double-click the

table/form you want to use to sort records.

2. Click in the Home tab.
3. Click the Advanced Button.
4. Click Filter By Form.

= e4s - 0O X
“ H CREATE ADD-INS FIELDS TABLE | 8
p EoNE Y 8l Ascending Yi -+ ! > Calton “u
= | l 2 L g T — B I U .
- Pmte Filter
22T 4F- L
) hubosy 1, 14 Fte You Fvm By Furm Fisit wt For
All Access Objects & =i " - : V
) Fieldl +  LmtName - Phone + Sire -
[r———y oo Fitet t
Tobl Santos (383} 83592968 131-
L3
Harvey (S64) 615-7716 6017
» Levy (636)920-1555% PO
O customen Adking (173} 876-5723 525-
I cmp Todd (185} 60.173% Ap#
Mt Alston (583} 858-5480  219-
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i § ealy Lynch (795} 535-6170 5527
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Empl
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g * | Hecort 10f200 & M » Search

Click in the field by which you want to filer.

Click the v that appears and choose a criterion.
Repeat steps 5 and 6 to add more criteria to the filter
Click the Toggle Filter button to filter the records.

Click the Toggle Filter button again to remove the
filter.
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Q Understand that a query is used to extract and analyze data.

Q Create a named single table query using specific search
criteria.

Q Create a nhamed two-table query using specific search criteria.
Q Add criteria to a query.

Q Add criteria to a query using logical operators
Q Use a wildcard in a query

Q Edit a query: add, modify, remove criteria.
Q Edit a query: add, remove, move, hide, unhide fields.

Q Run a query.



Query Overview

* A select query is a database object that shows information in
Datasheet view.

* A query does not store data, it displays data that is stored in
tables.

* A query can show data from one or more tables, from other
queries, or from a combination of the two.

* A query lets you: | s

LastMame

- 1 View data only from the fields you are interested in viewing. gi_f:tg‘éﬂ"t“
] i ate

) : City

- 1 Combine data from several data sources. E :

+ [ Use expressions as fields. - ()—+——]
] i 3

. . . . ¢ Field: | Name: [FirstM & Ci BirthDate

- [ View records that meet criteria that you specify. Tl | (Frsthiame 1210 e
! Sork
. Show: ;
Criteria: 2 H="chicago" ( 3 -[{DatEAdd['y].-w',-nm,DatEI]]g
: ar. L 1
.............................................................................................. —!
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Use the query wizard

0 On the Create tab, in the Other group, 0 Next, you add fields.
click Query Wizard. 1 For each field, perform these two steps:

0 Inthe New Query dialog box, click Simple 7 Under Tables/Queries, click the table or query that
Query Wizard, and then click OK. contains the field.

0 Under Available Fields, double-click the field to add

G ‘- e : ,‘ | ‘- s "———— B A it to the Selected Fields list.
S & s . 0 When you have added all the fields that you want,
e - P click Next.

d R g =T @
Simple Query Wizard - — r — New Query m Simple Query Wizard — — r w—
4 - _
Which fields do you want in your query? %My Nizard ,, What title do you want for your query?
‘ oo e é;.;l. o —— e
You can choose from more than one table or query. Y Find Duplicates Query Wizard LElnes O ey
| Find Unmatched Query Wizard

Tables/Queries

Table: Customers IZ] That's all the information the wizard needs to create your
< query.
i Available Fields: Selected Fields: I Do you want to open the query or modify the query's desian?

Field1

s CustomerID ‘
4 |FirstName

@ Open the query to view information.

This wizard creates a select query
from the fields you pick.

StreetAddress
City

State

| Zipcode

’ EMail

() Modify the query design.

Cancel sa [ dext> ][ e [ ok | [ cancel [ concel ][ <bex




Add criteria to the query

* If necessary, double-click the
guery in the Navigation pane
that you want to modify to open
it.

e Click the Home tab.

e Click the bottom half of the View
button

* Click Design View

* Click the Criteria box for the field
you want to use as a criterion
and type the data that you want
to view.

e Click the bottom half of the View
button

* Click Datasheet View



5. Objects

Forms



6. Outputs

Reports, Data Export




