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Access Project
Maintaining a Database Using the Design and Upeggures of Access

Objectives

e Add, change, and delete records
Search for records
Filter records
Update a table design
Format a datasheet
Use queries to update records
Specify validation rules, default values, and fatsna
Create and use a Lookup field
Specify referential integrity
Use a subdatasheet
Sort records
Create indexes

Opening the Database

e Click the Start button on the Windows taskbar, ptorAll Programs on the Start menu,
point to Microsoft Office on the All Programs submae and then click Microsoft Office
Access 2003 on the Microsoft Office submenu

» If the Access window is not maximized, double-clitktitle bar to maximize it

< If the Language bar appears, right-click it anchthkck Close the Language bar on the
shortcut menu

e Click the Open button on the Database toolbar

* If necessary, click the Look in box arrow and tleéok 3% Floppy (A:). Click Ashton
James College

e Click the Open button in the Open dialog box.hd Security Warning dialog box appears,
click Open

Using a Form to Add Records

e With the Ashton James College database open, Ebcins on the Objects bar, and then
right-click the Client form

e Click Open on the shortcut menu

» Click the New Record button on the Navigation bad then type the data for the new
record as shown on the next slide. Press the Té)Bdliter typing the data in each field,
except after typing the data for the final fieldgiher Number)

e Pressthe TAB key
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Microsoft Access

Records  Tools  Window  Help Type a question for help

=8

E=l Client

Client Mumber [rTe7

Marme |Richards-Trent

Address |382 Alder

City Lake Hammond

State [Tt

Zip Code 76853

Arnount Paid $0.00
Current Due $0.00

Trainer Mumber |6?|

Record: EE |—11 @@E of 11

[l Favorites

Mumber of Client's Trainer

Searching for a Record

» Make sure the Client table is open and the fornmtferClient table is displayed

* If necessary, click the First Record button to @igghe first record

« If the Client Number field currently is not selegtselect it by clicking the field name
» Click the Find button on the Form View toolbar

* Type FL93 in the Find What text box and then cliok Find Next button

e Click the Cancel button in the Find and Replacéodi®ox

EE Client

client Number 53
Name Fairland Lann
s
City 4

Find and Replace
State
7ip Code Find Replacs

Amount Paid Findwhat: LG | [Fndnest
Current Due
Trainer Humber | | Lookn: Cliert Number

Record: (O[] | Match: Whole Field v

G Favores | | Sorch Al v

[IMatch Case  [¥]Search Fields As Formatted

Search succeeded

Updating the Contents of a Field

Click in the Name field text box for client FL93taf the word Lawn, and then type s (the
letter s) to change the name
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B2 Microsoft Access

i Fle Edt %ew Insert Format Records Teols  Window  Help Type a question for help v

<]} Tshoma

B Client Lo formaty - [B]%]

Clienk Number

Narme Failand Lawns]
iddress 43 Pangborn
City Lake Hammond
State

Zip Code
Aot Paid §21,625.00

Currert Due $0.00

F3 =1 (= = il
& FRES 2
& 8

Trainer Humber

Recordt ()& (0JRA of 11

(4 Favorites

client Name

Switching from Form View to Datasheet View

e Click the View button arrow on the Form View toalba
e Click Datasheet View, and then maximize the windmmtaining the datasheet by double-
clicking its title bar

Microsoft Access - [Client]

File Edit Wew Insert Format Records Tools  Window Help

TN AR Y
10 -

i Name ~ | Arial -

Client Number | Mame | Address

Zip Code

| Armount Paid | Current Due |T
. |BEX Blant and Saons | 4806 Park Lal-@g Hamrmond T 7BES3 $21 876.00 392,50 4
| _|CE1B Center Services 725 Mitchell San Julio TH 78364 $26512.00 $2672.00 4
| |CPZF Calder Plastics | 7300 Cedar Lake Hammaond Tx 7B653 $8,725.00 $0.00 4
. |EUZE Elba's Furmiture 1445 Hubert  Tallmadge TH 77231 $4 256.00 $1,202.00 5
| |Fl2a Farrow-ldsen 829 ¥Wooster  Cedar Ridge T 793542 $5 ,257.50 §925.50 4
| »|FLE3 -3 143 Pangbom | Lake Harmmond T 76653 $21525.00 $0.00 4
| |HMB3 Hurley National 3827 Burgess  Tallmadge TX 77231 $0.00 $0.00 4
| |mC2a Maorgan-Alyssa | 223 Williarms  Crumville T 76745 $24 751.00 $1572.00 4
| |PEE2 FPRIM Staffing 72 Crestview  San Julio TH 78364 $116582.25 $2827.50 5
| |TE2E Telton-Edwards 5672 Anderson | Dunston TH 77893 $5521.50 $0.00 4
| |RTE7 Richards-Trent | 382 Alder Lake Harnrmond T 76653 $0.00 $0.00 B
* $0.00 §0.00

Record: EE |—6 E]@ of 11

Client Narne

Using Filter by Selection

» Click the City field on the second record
» Click the Filter By Selection button on the Tablat&sheet toolbar

e Ifinstructed to do so, print the results by clizdithe Print button on the Table Datasheet

toolbal
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Removing a Filter

Click the Remove Filter button on the Table Datasheolbar

B Microsoft Access - [Client]

i3 Fle Edt Wew Insert Format Records Teols Window Help Type aquestion for help = = & X

FL RN N W= NN AR W NN R RN T SR N - |

; Client Number v | rial -0 - B F U
|| Client Number [ Name | Address | City Zip Code [ Amount Paid [ Current Due [T
] Blant and Sans 4306 Park Lake Harmmand TX 76653 $21 576.00 $892.50 4
[ |cE1B Center Services 725 Mitchell | San Julio T 783684 526 512.00 $2672.00 4
| |cpPzz Calder Plastics 7300 Cedar  Lake Hammond TX 76653 $8,725.00 $0.00 4
[ |Euzs Elba's Fumiture 1445 Hubert  Tallmadge | T 77231 $4,266.00 $120200 5
| |Fzs Farowrldsen 629 Wooster  Cedar Ridge | TX 79342 $8,267.50 $925.50 4
EEE Faitland Lawns 143 Pangbom | Lake Hammond TX TBES3 $21 525.00 $0.00 4
[ |Hnes Hurley Mational 3827 Burgess | Tallmadge | T 77231 $0.00 $0.00 4
| |mcze Morgan-Alyssa 923 Wiliams | Crumville ™ 76745 §24,761.00 §1572.00 4
[ |Pss2 PRIM Stafing 72 Creshiew | San Julio T 78364 51168225 $2827.50 5
|_|rTe7 Richards-Trent 382 Alder Lake Hammand TX 76653 $0.00 $0.00 B
[ |TE28 Telton-Edwards 5672 Anderson Dunston T 77393 $8,521.50 $0.00 4
* 50.00 $0.00

Record: (M) < [ 1 (0L JpR of 11

Cliert Number (Pritary Key)

14 start i

Using Filter by Form

e Click the Filter By Form button on the Table Datastitoolbar

Click the City field (San Julio may appear in tied), click the arrow that appears, and

then click Lake Hammond

* Click the right scroll arrow so the Trainer Numlfiefd is on the screen, click the Trainer
Number field, click the down arrow that appears] #ren click 42

» Click the Apply Filter button on the Filter/Sortoibar

» Click the Remove Filter button on the Table Datasheolbar
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Using Advanced Filter/Sort

e Click Records on the menu bar, and then pointlterFi

e Click Advanced Filter/Sort

« Type 48 in the criterion in the second Criteria rglae or row) of the Trainer Number
column, double-click the Name field to add thedi&d the filter, click the Sort row for the
Name column, click the arrow that appears, and tiek Ascending

e Click the Apply Filter button on the Filter/Sortaibar

* Click the Remove Filter button on the Table Datasheolbar
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Deleting a Record

* With the datasheet for the Client table on theestrelick the record selector to select the
record in which the client number is EU28

e Press the DELETE key to delete the record

e Click the Yes button to complete the deletion

* Close the window containing the table by clickitggClose Window button

Changing the Size of a Field

e With the Database window on the screen, click Tablethe Objects bar, and then right-
click Client

e Click Design View on the shortcut menu

* Click the row selector for the Name field

e Press F6 to select the field size, type 25 asehesize, and then press F6 again
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Adding a Field to a Table

e Click the row selector for the Amount Paid fieldgdahen press the INSERT key to insert
a blank row

* Click the Field Name column for the new field

e Type Client Type as the field name and then ptes§AB key. Select the Text data type
by pressing the TAB key

e Type Client Type (EDU — Education, MAN — Manufadty, SER — Service) as the
description

e Press F6 to move to the Field Size text box, tyfta8size of the Client Type field), and
then press F6 again

» Close the Client : Table window by clicking its €®Window button

Click the Yes button to save the changes
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Access Project

Updating the Contents of a Field
< Be sure the Client table is selected in the Dambasdow, and then click the Open button

on the Database window toolbar

« Click immediately to the right of the final a in Myan-Alyssa (client MC28), press the
SPACEBAR, and then type Academy to change the name

Resizing a Column
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< Point to the right boundary of the field selector the Name fiel

< Double-click the right boundary of the field selactor the Name field

e Use the same technique to resize the Client Numitaiiress, City, State, Zip Code, and
Client Type columns to best fit the data

« If necessary, click the right scroll arrow to depkhe Current Due and Trainer Number
columns, and then resize the columns to bestdittta

» Close the Client : Table window by clicking its €®Window button

* Click the Yes button

Changing the Font in a Datasheet

» With the Tables object selected and the Traindetsblected, click the Open button on the
Database Window toolbar

¢ Click Format on the menu bar

* Click Font, click Arial Rounded MT Bold in the Folidt, and then click 9 in the Size list

* Click the OK button

Changing the Format of the Datasheet Grid
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* Click Format on the menu bar, and then click Datash
e Click the Gridline Color box arrow, click Aqua, attten click the OK button

* Resize the columns to best fit the data

Using Print Preview

* Click the Print Preview button on the Table Datasheolbar
* Click the Close button on the Print Preview toolbar

Using an Update Query to Update All Records

< With the Client table selected, click the New Objaatton arrow on the Database toolbar
and then click Query. With Design View selectedha New Query dialog box, click the

OK button
e Be sure the Queryl : Select Query window is maxeahiz
« Resize the upper and lower panes of the windowedisas the Client field list so all fields

in the Client table field list appe
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e Click the Query Type button arrow on the Query Besbolba

e Click Update Query, double-click the Client Typeldi to select the field, click the Update
To row in the first column of the design grid, aheén type SER as the new value

e Click the Run button on the Query Design toolbar

* Click the Yes button

Using a Delete Query to Delete a Group of Records

e Click Edit on the menu bar and then click CleardGa clear the grid

e Click the Query Type button arrow on the Query Qagbolbar

e Click Delete Query, double-click the Zip Code fietdselect the field, and then click the
Criteria row

Type 77893 as the criterion

Click the Run button on the Query Design toolbaruto the query

Click the Yes button

Close the Query window. Do not save the query

Specifying a Required Field
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< With the Database window open, the Tables objdetta, and the Client table selected,
click the Design button on the Database Windowitaol

e Select the Name field by clicking its row selector

e Click the Required property box in the Field Prajsrpane, and then click the down
arrow that appears

e Click Yes in the list

Specifying a Range

e Select the Amount Paid field by clicking its rowestor. Click the Validation Rule
property box to produce an insertion point, andhttype >=0 and <=90000 as the rule.

* Click the Validation Text property box to produaeiasertion point, and then type Must
be between $0.00 and $90,000.00 as the text
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Access Project

Specifying a Default Value
Select the Client Type field. Click the Defaultl\M@ property box, and then
type =SER as the value

Specifying a Collection of Legal Values

Make sure the Client Type field is selected
Click the Validation Rule property box and theneyyEDU or =MAN or =SER as the

validation rule
Click the Validation Text property box and thengyidust be EDU, MAN, or SER as the

validation tex

mhtmil:file://C:\Documents and Settings\Admin\Local Settings\Tempordgriet Files\F... 4/23/200:



Access Project Pagelq of 21

Specifying a Format

Select the Client Number field. Click the Formeagerty box and then type >

Saving the Validation Rules, Default Values, andnfats
* Click the Close Window button for the Client : Tablindow to close the window

e Click the Yes button to save the changes
* Click the No button
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Creating a Lookup Field

« If necessary, click the Tables object. Click Cliand then click the Design button on the
Database Window toolbar

e Click the Data Type column for the Client Type dieand then click the arrow

e Click Lookup Wizard, and then click the “I will tgpin the values that | want” option
button

* Click the Next button

e Click the first row of the table (below Coll), atigbn type EDU as the value in the first

row

Press the DOWN ARROW key, and then type MAN asvdige in the second row

Press the DOWN ARROW key, and then type SER asdhe in the third row

Click the Next button

Ensure Client Type is entered as the label fotdbkup column

The label is entered

Click the Finish button to complete the definitioiithe Lookup Wizard field

Click the Close Window button on the Client : Tabliedow title bar to close the window

When the Microsoft Office Access dialog box is dhsd, click the Yes button to save

your changes
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Using a Lookup Field

Make sure the Client table is displayed in Datashiesv

Click to the right of the SER entry in the Clientpke field on the second record

Click the down arrow

Click MAN to change the value

In a similar fashion, change the SER on the sigtlord to MAN, on the seventh record to
EDU, and on the ninth record to EDU

e Close the Client : Table window by clicking its G®Window button

Specifying Referential Integrity

» With the Database window displaying, click the Relaships button on the Database
toolbal
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* Click the Trainer table and then click the Add bat Click the Client table, click the Ac
button again, and then click the Close button @$how Table dialog box

* Resize the field lists that appear so all fields\asible

« Drag the Trainer Number field in the Trainer taliddd list to the Trainer Number field in
the Client table field list

e Click Enforce Referential Integrity to select ibdathen click Cascade Update Related
Fields to select it

* Click the Create button

* Close the Relationships window by clicking its @a&indow button

» Click the Yes button in the Microsoft Office Accetialog box to save the relationship you

created

Using a Subdatasheet

- With the Database window on the screen, the Talligct selected, and the Trainer table
selected, click the Open button on the Databaseal@Virtoolbar

e Click the plus sign in front of the row for trainéd

« Click the minus sign to remove the subdatasheetilzan close the datasheet for the
Trainer table by clicking its Close Window button
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Using the Sort Ascending Button to Order Records
< With the Database window on the screen, the Talligt selected, and the Client table
selected, click the Open button on the Databaseal@Virtoolbar

« Click the City field on the first record (any otheicord would do as well)
* Click the Sort Ascending button on the Table Datastoolbar

Using the Sort Ascending Button to Order Record$aitiple Fields
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Click the field selector at the top of the ClieqgE column to select the entire colt
Hold down the SHIFT key and then click the fieldeseor for the Amount Paid column
Click the Sort Ascending button

Close the Client : Table window by clicking its G&@Window button

Click the No button in the Microsoft Office Accediglog box to abandon the changes

Creating a Single-Field Index

e With the Database window on th screen, the Talgecoselected, and the Client table
selected, click the Design button on the DatabaseldW toolbar

Be sure the Client : Table window is maximized

Click the row selector to select the Name field

Click the Indexed property box in the Field Prosripane

Click the down arrow that appears

Click the Yes (Duplicates OK) item in the list
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Creating a Multiple-Field Index

« Click the Indexes button on the Table Design toolba

e Click the blank row (the row following Name) in thedex Name column in the Indexes:
Client dialog box

e Type TypePaid as the index name, and then presEAtBekey

e Click the down arrow in the Field Name column toghrce a list of fields in the Client
table. Select Client Type

e Press the TAB key three times to move to the Ri&ldhe column on the following row

» Select the Amount Paid field in the same mann¢ha<£lient Type field

* Close the Indexes: Client dialog box by clicking@lose button, and then close the
Client : Table window by clicking its Close Winddwitton

» Click the Yes button in the Microsoft Office Acceatialog box to save your changes

Closing a Database and Quitting Access

e Click the Close Window button for the Ashton Jar@edlege : Database window
e Click the Close button for the Microsoft Access dom

Summary

Add, change, and delete records
Search for records

Filter records

Update a table design

Format a datasheet

Use queries to update records
Specify validation rules, default values, and fatsna
Create and use a Lookup field
Specify referential integrity

Use a subdatasheet

Sort records

Create indexes

Access Project 3 Complete
Good Lucl
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H. Zamanzade
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