
Access Project 3 
Maintaining a Database Using the Design and Update Features of Access 
  
  
Objectives 

•         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 formats 
•         Create and use a Lookup field 
•         Specify referential integrity 
•         Use a subdatasheet 
•         Sort records 
•         Create indexes 

  
Opening the Database 
  

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

•         If the Access window is not maximized, double-click its title bar to maximize it 
•         If the Language bar appears, right-click it and then click Close the Language bar on the 

shortcut menu 
•         Click the Open button on the Database toolbar 
•         If necessary, click the Look in box arrow and then click 3½ Floppy (A:).  Click Ashton 

James College 
•         Click the Open button in the Open dialog box.  If the Security Warning dialog box appears, 

click Open 
  
Using a Form to Add Records 
  

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

•         Click Open on the shortcut menu 
•         Click the New Record button on the Navigation bar and then type the data for the new 

record as shown on the next slide.  Press the TAB key after typing the data in each field, 
except after typing the data for the final field (Trainer Number) 

•         Press the TAB key 
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Searching for a Record 
  

•         Make sure the Client table is open and the form for the Client table is displayed 
•         If necessary, click the First Record button to display the first record 
•         If the Client Number field currently is not selected, select 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 click the Find Next button 
•         Click the Cancel button in the Find and Replace dialog box 

  

 
  
Updating the Contents of a Field 
  

� Click in the Name field text box for client FL93 after the word Lawn, and then type s (the 
letter s) to change the name  
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Switching from Form View to Datasheet View 
  

•         Click the View button arrow on the Form View toolbar 
•         Click Datasheet View, and then maximize the window containing the datasheet by double-

clicking its title bar 

 
  
Using Filter by Selection 
  

•         Click the City field on the second record 
•         Click the Filter By Selection button on the Table Datasheet toolbar 
•         If instructed to do so, print the results by clicking the Print button on the Table Datasheet 

toolbar 
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Removing a Filter 
  

� Click the Remove Filter button on the Table Datasheet toolbar  
  

 
  
Using Filter by Form 
  

•         Click the Filter By Form button on the Table Datasheet toolbar 
•         Click the City field (San Julio may appear in the field), click the arrow that appears, and 

then click Lake Hammond 
•         Click the right scroll arrow so the Trainer Number field is on the screen, click the Trainer 

Number field, click the down arrow that appears, and then click 42 
•         Click the Apply Filter button on the Filter/Sort toolbar 
•         Click the Remove Filter button on the Table Datasheet toolbar 
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Using Advanced Filter/Sort 
  

•         Click Records on the menu bar, and then point to Filter 
•         Click Advanced Filter/Sort 
•         Type 48 in the criterion in the second Criteria row (the or row) of the Trainer Number 

column, double-click the Name field to add the field to the filter, click the Sort row for the 
Name column, click the arrow that appears, and then click Ascending 

•         Click the Apply Filter button on the Filter/Sort toolbar 
•         Click the Remove Filter button on the Table Datasheet toolbar 
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Deleting a Record 
  

•         With the datasheet for the Client table on the screen, click the record selector to select the 
record in which the client number is EU28 

•         Press the DELETE key to delete the record 
•         Click the Yes button to complete the deletion 
•         Close the window containing the table by clicking its Close Window button 

  

 
  
Changing the Size of a Field 
  

•         With the Database window on the screen, click Tables on the Objects bar, and then right-
click Client 

•         Click Design View on the shortcut menu  
•         Click the row selector for the Name field 
•         Press F6 to select the field size, type 25 as the new size, and then press F6 again 
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Adding a Field to a Table 
  

•         Click the row selector for the Amount Paid field, and then press the INSERT key to insert 
a blank row 

•         Click the Field Name column for the new field 
•         Type Client Type as the field name and then press the TAB key.  Select the Text data type 

by pressing the TAB key 
•         Type Client Type (EDU – Education, MAN – Manufacturing, SER – Service) as the 

description 
•         Press F6 to move to the Field Size text box, type 3 (the size of the Client Type field), and 

then press F6 again 
•         Close the Client : Table window by clicking its Close Window button 
•         Click the Yes button to save the changes 
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Updating the Contents of a Field 
  

•         Be sure the Client table is selected in the Database window, and then click the Open button 
on the Database window toolbar 

•         Click immediately to the right of the final a in Morgan-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 for the Name field 
•         Double-click the right boundary of the field selector for the Name field 
•         Use the same technique to resize the Client Number, Address, City, State, Zip Code, and 

Client Type columns to best fit the data 
•         If necessary, click the right scroll arrow to display the Current Due and Trainer Number 

columns, and then resize the columns to best fit the data 
•         Close the Client : Table window by clicking its Close Window button 
•         Click the Yes button 

  

 
  
Changing the Font in a Datasheet 
  

•         With the Tables object selected and the Trainer table selected, click the Open button on the 
Database Window toolbar 

•         Click Format on the menu bar 
•         Click Font, click Arial Rounded MT Bold in the Font list, 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 Datasheet 
•         Click the Gridline Color box arrow, click Aqua, and then click the OK button 
•         Resize the columns to best fit the data 

 
  
Using Print Preview 
  

•         Click the Print Preview button on the Table Datasheet toolbar 
•         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 Object button arrow on the Database toolbar 
and then click Query.  With Design View selected in the New Query dialog box, click the 
OK button 

•         Be sure the Query1 : Select Query window is maximized 
•         Resize the upper and lower panes of the window as well as the Client field list so all fields 

in the Client table field list appear 
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•         Click the Query Type button arrow on the Query Design toolbar 
•         Click Update Query, double-click the Client Type field to select the field, click the Update 

To row in the first column of the design grid, and then type SER as the new value 
•         Click the Run button on the Query Design toolbar 
•         Click the Yes button 

  

 
  
Using a Delete Query to Delete a Group of Records 
  

•         Click Edit on the menu bar and then click Clear Grid to clear the grid 
•         Click the Query Type button arrow on the Query Design toolbar 
•         Click Delete Query, double-click the Zip Code field to select the field, and then click the 

Criteria row 
•         Type 77893 as the criterion 
•         Click the Run button on the Query Design toolbar to run the query 
•         Click the Yes button 
•         Close the Query window.  Do not save the query 

  

 
  
Specifying a Required Field 

Page 11 of 21Access Project 3

4/23/2008mhtml:file://C:\Documents and Settings\Admin\Local Settings\Temporary Internet Files\Fr...



  
•         With the Database window open, the Tables object selected, and the Client table selected, 

click the Design button on the Database Window toolbar 
•         Select the Name field by clicking its row selector 
•         Click the Required property box in the Field Properties pane, and then click the down 

arrow that appears 
•         Click Yes in the list 

  

 
  
Specifying a Range 
  

•         Select the Amount Paid field by clicking its row selector.  Click the Validation Rule 
property box to produce an insertion point, and then type >=0 and <=90000 as the rule.   

•         Click the Validation Text property box to produce an insertion point, and then type Must 
be between $0.00 and $90,000.00 as the text 
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Specifying a Default Value 
  

•         Select the Client Type field.  Click the Default Value 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 then type =EDU or =MAN or =SER as the 

validation rule 
•         Click the Validation Text property box and then type Must be EDU, MAN, or SER as the 

validation text 
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Specifying a Format 
  
Select the Client Number field.  Click the Format property box and then type > 
  

 
  
Saving the Validation Rules, Default Values, and Formats 
  

•         Click the Close Window button for the Client : Table window to close the window 
•         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 Client and then click the Design button on the 
Database Window toolbar 

•         Click the Data Type column for the Client Type field, and then click the arrow 
•         Click Lookup Wizard, and then click the “I will type in the values that I want” option 

button 
•         Click the Next button 
•         Click the first row of the table (below Col1), and then type EDU as the value in the first 

row 
•         Press the DOWN ARROW key, and then type MAN as the value in the second row 
•         Press the DOWN ARROW key, and then type SER as the value in the third row 
•         Click the Next button 
•         Ensure Client Type is entered as the label for the lookup column 
•         The label is entered 
•         Click the Finish button to complete the definition of the Lookup Wizard field 
•         Click the Close Window button on the Client : Table window title bar to close the window 
•         When the Microsoft Office Access dialog box is displayed, click the Yes button to save 

your changes 
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Using a Lookup Field 
  

•         Make sure the Client table is displayed in Datasheet view 
•         Click to the right of the SER entry in the Client Type field on the second record 
•         Click the down arrow 
•         Click MAN to change the value 
•         In a similar fashion, change the SER on the sixth record to MAN, on the seventh record to 

EDU, and on the ninth record to EDU 
•         Close the Client : Table window by clicking its Close Window button 

  

 
  
  
Specifying Referential Integrity 
  

•         With the Database window displaying, click the Relationships button on the Database 
toolbar 
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•         Click the Trainer table and then click the Add button.  Click the Client table, click the Add 
button again, and then click the Close button in the Show Table dialog box 

•         Resize the field lists that appear so all fields are visible 
•         Drag the Trainer Number field in the Trainer table field list to the Trainer Number field in 

the Client table field list 
•         Click Enforce Referential Integrity to select it, and then click Cascade Update Related 

Fields to select it 
•         Click the Create button 
•         Close the Relationships window by clicking its Close Window button 
•         Click the Yes button in the Microsoft Office Access dialog box to save the relationship you 

created 
  

 
  
Using a Subdatasheet 
  

•         With the Database window on the screen, the Tables object selected, and the Trainer table 
selected, click the Open button on the Database Window toolbar 

•         Click the plus sign in front of the row for trainer 48 
•         Click the minus sign to remove the subdatasheet, and then 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 Tables object selected, and the Client table 
selected, click the Open button on the Database Window toolbar 

•         Click the City field on the first record (any other record would do as well)  
•         Click the Sort Ascending button on the Table Datasheet toolbar 

  

 
  
Using the Sort Ascending Button to Order Records on Multiple Fields 
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•         Click the field selector at the top of the Client Type column to select the entire column 
•         Hold down the SHIFT key and then click the field selector for the Amount Paid column 
•         Click the Sort Ascending button 
•         Close the Client : Table window by clicking its Close Window button 
•         Click the No button in the Microsoft Office Access dialog box to abandon the changes 

  
  
  
  

 
  
Creating a Single-Field Index 
  

•         With the Database window on th screen, the Tables object selected, and the Client table 
selected, click the Design button on the Database Window 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 Properties pane 
•         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 toolbar 
•         Click the blank row (the row following Name) in the Index Name column in the Indexes: 

Client dialog box 
•         Type TypePaid as the index name, and then press the TAB key 
•         Click the down arrow in the Field Name column to produce a list of fields in the Client 

table.  Select Client Type 
•         Press the TAB key three times to move to the Field Name column on the following row 
•         Select the Amount Paid field in the same manner as the Client Type field 
•         Close the Indexes: Client dialog box by clicking its Close button, and then close the 

Client : Table window by clicking its Close Window button 
•         Click the Yes button in the Microsoft Office Access dialog box to save your changes 

  

 
  
Closing a Database and Quitting Access 
  

•         Click the Close Window button for the Ashton James College : Database window 
•         Click the Close button for the Microsoft Access window 

  
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 formats 
•         Create and use a Lookup field 
•         Specify referential integrity 
•         Use a subdatasheet 
•         Sort records 
•         Create indexes 

  
Access Project 3 Complete 
Good Luck 
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H. Zamanzadeh 
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