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MS Access 2007: Tables

Lesson Notes
Author: Pamela Schmidt

Overview of databases
A database holds records. Records are made up of fields. A relational database ties the
information from one database/table to another (a table is like a mini database). A database
with only one table is considered a flat database.

Designing a database
Before any work is done on the computer, the design of the database should be thought out

carefully.
Most important question: What information is needed out of the database?
Other decisions:

Source of information?

How is the information related?

What field types and sizes are needed?

What fields will be the keys?
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Keyboard Shortcuts

F1 = Help

F9 = Update/refresh

Tab = Moves forward from one field to the next.

Shift Tab = Moves in reverse from one field to the previous field

Naming Conventions
While MS Access allows great leeway in naming items/objects, the following
recommendations will make working with the database easier.

The LESZYNSKI naming convention is now the internationally accepted standard, for
MS Access object naming.

Do not use spaces or symbols in a name.

Do use upper and lower case
i.e. the last name field could be named LastName or NamelLast.

When naming tables, queries, etc., put in lower case at the beginning of the name, the
following characters:

tbl = table i.e. tblOwners

gry = query i.e. gryAnimals

frm = form

sbf = subform (not part of the LESZYNSKI standard)
mcr = macro

rpt = report

sbr = subreport (not part of the LESZYNSKI standard)
Ibs = labels (not part of the LESZYNSKI standard)

Help
Context Sensitive
AHel po i s context sensitive. Clicking on the

help for that topic.

Flwill also bring up help.

I n AHel pd, any words i n g¢rhebohspdmaga solid intedide, HOT
clicking on it will hyperlink to another page. If the hot spot has a dashed underline, clicking on
it will bring up a pop-up, usually a definition.
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Creating New Databases

To create a new database, i)
choose Blank Database in ﬁ—-/ﬁ — “
the dialog box. ELL P B2, LG
Featuring B . . -
ocal Tempntes Getting Started with Microsoft Office Access
From Microsoft Office Online
Business
Personal o
Name the database. seme Featured Oniine Templates
Education S e -
The database name will — o .
default to £ 8ffice Oniline i
Databaselaccdb1 but can Find an Access professional
be change to any name M S .
desired. f a W oo -
Databasel.accdb exists in e et
the folder, the name will ;ZT;;:I:;Z E:anj:ru:mm Blank Database
default to Back datob Cretate al\':'\crussg_ﬁgogﬂ:e Acceb?s:tatabase that does not
* Back up a database contain any existing data or objects.
DatabasezaCCdb, etC ® Deploy an Access 2007 application File Name:
® Publish a database to a SharePoint site Databasel.accdb =}
More on Office Online C:\Users\Pamela\Documents\,
Note PrEVIOUS VerS|0nS Of Downloads | Training | Templates [ — ] [ Cancel Ik
MS Access had the .mdb = t — ]
i || Ready um Lock |||
extention. MS Access 2007 - - =

has the extension .accdb.

Use the Browse button to change the location of the database to be

created. | e

Note: Databases created in MS Access 97 or a lower version, once saved in a version can not
be resaved as a previous version. MS Access 2000 and newer versions have a special
feature found under the Database Utilities that will convert the current version database to a
previous version.
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Tables

Creating Tables

When the database is created the initial screen will be the Datasheet View of a blank table.
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ERe e

r Widgets : Database (Access 2007) - Microsoft Ac...  Table Tools
Home Create External Data Database Tools Datasheet (7]
N I Ea 10 e =
; ) =
# Delete Eormat: Formatting -0 s Required
View New Add Existing Lookup =1 R === Relationships Object
- Field Fields  Column ename | $ % o || -Go -i-=| Dependencies

Views | Fields & Columns Data Type & Formatting Relationships

-d 9 A &E -

All Tables v« || ] Tablel
Tablel ® 1D Add New Field
= Tablet : Table #* | (New)
Record: H ¢ 1of1 L | WK Mo Filter |Search
Datasheet View | Num Lock [||E
- = — .

Switch to the Design view for more control. You will be required to give the table a name at

that point.

o) Widgets  Databse (AGCess 2007) 2 MGTOSOMt A Table Tools s+ s+ s |
pis C ) Home  Create  ExternalData  Database Tools Design w
> 3% Intert Rows o g
age Y | 74
| B o> & oo A
View RN e Test abdsion 2, o | PR e
- - s Yoo Shoce
Wiew Mew Add Existing | - -
. . Ao 9.8
4 Field Fields { All Tables -« | Z] thicolers
thiColors = | Field Name ) DataType Description -
( B twicolors :Table ¥ Color AutoNumbe - I
E . =
Datasheet View e
— umber
e ] "
Field Size. Long integer Date/Time
i New Values Increment | CUrrency
Format AutoNumber
Caption | Yes/No pe determines the tand of values that
- 3 Indexed Yes (No Duplic ject = forein the field. Press F1 for help on.
Design View man 5 R doleet e
v B Hyperlink
#7 e
Attachment
Lookup Wizard...
E Tablel : Table
e —— oot

Additional Tables
To create additional tables, from the Create ribbon, click on
Table Design.

ey '
: L—'a Home ‘ Create Exi
&4 Table '

Table Templates ~
[l SharePoint Lists -

Tables
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Design View

The Design View window allows the creation of the fields for the table.

r Widgets : Database (Access 2007) - Microsoft Ac... . Table Tools
o ey )
_'_‘J,/ Home Create External Data Database Tools Design L7
E = | 2= Insert Rows s =7
)| S - _ = - 1 4
=" Delete Rows
View || Primary Builder Test Validation Property Indexes
. Key Rules =2 Lookup Column Shaet
Views Tools Show/Hide
- = S e =
All Tabl... =« |[ 23 Tabler ] X
[
| |
tbiColors S Field Name Data Type Description -
B tblcolors: .. | E'
-
Field Properties
General | Lookup h
A field name can be up to 64 characters long, o
including spaces. Press F1 for help on field names.
|
Design view. F& = Switch panes. F1 = Help. - MNum Lock = I
Fields

Text  (Default) Text or combinations of text and numbers, as well as numbers that don't
require calculations, such as phone numbers. Up to 255 characters.

Memo Lengthy text or combinations of text and numbers. Up to 65,535 characters.

Number Numeric data used in mathematical calculations
Date/Time Date and time values for the years 100 through 9999.
Currency Currency values and numeric data used in mathematical calculations involving

data with one to four decimal places. Accurate to 15 digits on the left side of the decimal
separator and to 4 digits on the right side.

AutoNumber A unique sequential (incremented by 1) number or random number assigned
by Microsoft Access whenever a new record is added to a table. AutoNumber fields can't be
updated.

Yes/No Yes and No values and fields that contain only one of two values (Yes/No,
True/False, or On/Off).
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Masking
A mask will restrict the data entry to a preset format. It can also add in symbols.

To create a mask, click on the field, then in the lower half of the screen, click in Input Mask.

General Lookup

Field Size 255 »
Format =
Input Mask [_

Caption I}

Nefault Value

A button with an ellipse in it will appear on the right. When the button is clicked, a wizard will
be launched.

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.
To change the Input Mask list, click the Edit List button.

Input Mask: Data Look:

Phone Number

ESocial Security Number
Zip Code

Extension 63215
Password FEEEEEE
Long Time 1:12:00 PM

mi| »

Try Tt

Edit List ‘ \ Cancel ‘ Mext = l I Finish ‘

When finished, a Property Update Options may
appear giving options that may be used.



