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Tables in
MS Access 2010

In this chapter, you will learn ahout :
e Introduction to MS Access e Defining database e Tables in database
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e Starting Access 2010 e Creating a New Table in Datasheet View
e Field Properties o Adding Records to a Table e Saving and Closing a Table

DATABASE

You have studied in the previous class that database is a collection of data which is organized
in a manner that can be easily retrieved. They consist of fields, records and files.

The software that is used to access, release, modify, delete, search, sort, design and print
data is called Database Management System (DBMS). Using DBMS the data redundancy,
inconsistency and duplication can be reduced and the security and integrity of data can also
be maintained. The main function of a DBMS is to :

e Organize the data.

e Control how and where the data is to be stored.
* Modify and update the data.

* Access the data quickly and easily.

e Protect and secure the data.

MS ACCESS

With the increasing demand for Windows Application Microsoft Company B
introduced a Relational Database Management System (RDBMS) for [FMEREECE
the Windows platform called MS Access. In a manual database, you
might record data on paper and store it in a filing cabinet. Database Access 2010

software, like Access, is a software that allows you to create, access
and manage a database.

MS Access comes packed with features and tools that are easy to use
by the beginners.

Microsoft Access is a program for creating databases to store business
or personal data. You can use Access to manage large or small collections
of information. The information can be viewed, sorted, manipulated, retrieved and printed in
various ways. Access gives you the flexibility to obtain this data in multiple formats.
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Relational Database

Microsoft Access creates relational databases. Relational database can contain multiple tables
with links between them. For example, a school may have a students table for storing student
contact information and a result table for storing information about marks of the students.
Each student in the Students table has a unique ID, and each result in the results table

references a specific student ID.
Tables, Records, and Fields

Access stores the data in tables. Each individual entry in the table is called a record. For
example, in a Students table, the information about each student is a separate record. Each
record is composed of one or more fields that contain individual pieces of data. For example,
Student fields may include Roll number, Name, Address and Class.

OPENING A DATABASE FILE

You can open a database that you previously created to continue entering data into it.

Step 1: Click on the File tab.
The backstage view appears.
Step 2 : Click on Open.

Alternatively, you can press
Ctrl + 0 instead of performing.

The Open dialog box will
appear.

Step 3:
location.

Step 4:
open.

Step 5:
Step 6:

Click on Open.
Click on the Enable content.
The database file opens.
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Kno‘!!) A security warning appears when you are opening a database that is stored in a location

More,

that is not trused, such as a file you received as an e-mail attachment, or when opening
a file that contains macros (sets of recorded actions). The message implies that the file
contains dangerous content, but that is not necessarily so; even a blank database can
trigger this warning.

CHANGING THE NAVIGATION PANE VIEW

You can

display or hide the Navigation pane which is situated on the left side of Access

window. The Navigation pane enables you to view database objects like tables, queries, reports
and forms.

* You can also press F11 toggle key from keyboard to display or hide the Navigation pane.

CREATING A NEW TABLE IN DATASHEET VIEW

You can create a table from Datasheet View and then add new fields simply by typing the field
names into the column-heading placeholders. Datasheet View is good when you need a quick
table consisting of just a few fields. The steps to create a table using Datasheet View are :

Step 1:

Step 2:

Step 3:

Step 4 :
Step 5:
Step 6:

Step 7:

Step 8:

Click on the Create tab

on the Ribbon. B EED REFESOF =@ B
. woioton [ bt snd Gy iy | Fom P ok P 0O R Bk
Click on the Table |. : o= -
All Access O & %
button. s

Access opens a new table
in Datasheet view.

R as 12 G Doveer

& G Tirne:
N L Detaut Vilise
\f-sw Test Mumber Currency I Meve Fids - Do

Double-click the column
header to create a field
name.

Views  Ad id & Delete

Type a name for the field.
Press Enter key from the keyboard.

Click on the next

cotumn. Ko ==~ Fp@-r O E
Data Type menu will | ™ "=mdwene ™ S ELIED 60w e O
appear. Y .~ —————————
Select the data type for = | [NMJEE:(

the field, e.g., select ,i%f:f“

Text, if you want to add | e i

the Name of the field. |

Type a name for the "Ef:};-;;;d

field. '
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———— | Step 9 : Repeat the steps to

o 12 @§3°”"“3'J3" i 2 e i 5 create more fields for

W | o g 4 e M T R T the table.

_ Step 10: Click inside the first
field of the first row
and type the data to
enter the first record.

Step 11: Press Tab key.
Step 12: Type the next field’s

You can resize a column by dragging the column
border left or right.

o Database (Access 2007 - 2010] - Microsoft Access Rl | data.

e e eI Det | Datdbace Toole || Fields  Toble =@

; F WP 4l ascending  Tp selection = iNew  F Totals % Calibri {Deil) . o= | Re eat the Ste S to
%f S Fmt 2| Descending P Advanced = j aBsave W Speliing ‘ﬁ »- B J U EiE® - B p p
“ 1; ut i e s 7 Yoogle Fieer | i X o - B More - » A2 2 §§§ e Complete the record.
:::::.m“ﬂ'" = (“9 EC-:::E;-ID; Name - City » Amount ~+ AmountPaid - AmouﬂtDua-. Mode ’j When you reaCh the I-aSt ﬁeld/
AT | 1 Aman Deihi 10000 8000 2000 Cash
i - (New) you can press Enter to start a

i new record.

CREATING A NEW TABLE IN DESIGN VIEW

You can create a new table in Design View to get the exact fields that you want. In Design
View the Window is divided into two panes: top pane for creating field name, specify field
types, and enter field descriptions and bottom pane for specifying field properties.

For each field, you have to indicate the following :

Field Name : It contains the name of field that represents the contents of the field such as
‘Name’, ‘Address’, ‘City’, etc. Each field name should have a unique name and cannot exceed 64
characters in length.

Data Type : Each field has a data type that defines what you can store in it. Data entry is
restricted to valid entries for the type you choose, which helps to prevent data-entry errors.
For example, you cannot enter letters in a field set to Number, and you must enter valid dates
or times in a Date/Time field.

e Text : This is a general-purpose field containing any data. It has a limit of 255 characters
and cannot be used for numeric calculation. Use this type for numeric entries that will not
have calculations performed on them, such as telephone numbers and ZIP codes.

e Memo : This type has a limit of 63,999 characters; used for detailed, descriptive fields.

e Number : This type stores numeric data that you can use in calculations. It can also hold
symbols, such as decimal points and commas.

e Date/Time : This type only stores numbers representing valid dates and times.
e Currency : Stores currency data that you can use in calculations.

e Auto Number : Stores a sequential number for each record.
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* Yes/No : The value =1 represents Yes, and the value = 0 represents No, but the field can be
formatted to display values as True/False or Yes/No.

» OLE Object : Stores objects created in another application such as Word or Excel that you
can link to or fix in an Access table.

» Hyperlink : You can link to Websites, e-mail addresses, files on your computer, files on a
LAN, or virtually any other location.

* Lookup Wizard : Depending on the usage, this type creates either a lookup list from data
that you specify or a lookup list from the values in another table. It can also be used to
set up multiualve lists.

o Attachment : This type works only in Access 2007 and Access 2010 databases. You can
attach data files from word-processing programs, spreadsheets, graphic editing programs,
and so on.

» C(alculated : This field type is new in Access 2010. You can use it to create calculated fields
directly in a table; in earlier versions, you could create calculated fields only in queries.

Description : You can enter a detailed description of the field in Access.

Step 1: Open the database and click EICEIEG
on Create tab on the Ribbon. [
SharePoint Query Query = Form  Form  Blank TR More Forms ~ Repart R.epnn Blank

Step 2: Click on the Table Design [} B o o | o o e S
button. o

The table window appears.

E@FED.N i | \—ll-‘llL

Step 3 : In the Field Name column, type the name of the first field (Customer_ID).

mer : Database (Ac 2010) = Microsoft Access =
External Data  Database Tools Design | & e
a - = TR
1y Salnsert Rows _a@ :{_’ Tk == = mam=t]
¥ Delete Rows E=I % @ El%- =

t Validation : Pro Indexes Create Data Rename/Delete Relationships  Object
2 g Moy Lookups SPE:)‘ Macros ~ Macro Dependencies
ools ShowyHide Field, Record & Table Events Relationships

Field Name | Data Type Description -
Pane in which fields T ! T T
are created -
Field name Data type Description
column column column
Field Properties a
General_;ﬂ;_

Pane in which
field properties are
specified

Pressing F6 switches
A field name can be up to 64 characters long,
between panes induding spaces. Press F1 for help on field names.

Design view. 76 = Switch panes. F1 = vl | ' oo B 8w ]
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Data type field.

Step 5: If you want to change the

data type, click on the
arrow button and change
the data type according to
your need.

The words, Customer-ID display in the
Field Name column and the insertion
point advances to the Data Type
column, indicating you can enter the
data type. The word, Text, one of

the possible data types is currently
displayed.

Step 6 : Press the Tab key to move

L, Shalnsert Rows A =
= Delete Rows LI_ -
‘ation : Property Indexes  Create Data Rename/Daelete  Relatiorships  Object
QM“’W Lockyes Shees hascros - Macrn Dependencies
Show/Hide  Field, Record & Tabile Events Relstionships
Al Access 0., & «
(Search_ =i Field Name i Data Type | Description -
= = :
-
Field Properties
General | Lookup|
FisldSize = 5|
Format | =
Trgut Mask :
Capsien
Default Value
Walidation Rule | The d ines the kind of values that
Validation Text L wsers can store in the fiekd, Press F1 for help on data
i |Na types.
|Yes
......... |es [Duplicates OK)
[Yes
|Na Contral
[Nars:
et LB ﬂ-‘%..

Table Tools

ate  Externial Dats  Database Tools Design
— Zeainsert Raws sar
= =9 =]
Foumnen. | 2 B R

the insertion point to the
Description column.

Step 7 : Type your text as the
description in Description
column.

After selecting the data type its properties
will be displayed in the lower pane.

a

2 3

et <"_.|.< B Moty Lookups Psm'z:(ny]ndm Create Data Rem:‘r:n’fl‘):lzhe Relationships  Object
Views Toals ShowiHide | Fuekd, Record & Table Events Relationships
All Access 0. 8 «
[search. P Field Name ‘Data Type Description -
|| Customer_ID - "
Text
Mema
Date,/Time
Currency
AutoNumber
Yes/No
OLE Object =
Hyperlink Propesties
[ Gamaral I Attachment
Field Size 258 Calculated Ta
Farmat_ I |Lockup Wizard... [ 1=
fnput Mask i
n
Default value
validation Aule. I The data type determines the kind of values that
aliclation Text users can store in the field. Press F1 for help on data
. L]
s
Yes
— MoGoetral
...................... L]

D esa
S Delete fiows @g.; E?j a B‘g @

STy vt omer : Databiase {Access 2007 - 20 St Accace]

View  Primary Bullder Test Validation : Property Indeses  Create Data Rename/Delete Relationships  Object
Key Fuas | S Medity Lockups "OPE Mazns=  Macro Dependencies
et Jooks _Shantid o il acutd S Table s Hakitonsbi :
All Access 0. &)« blel St 8 .
(search.. P Field Name | Data Type Description | e p °
i | Customer_ID MNumber Customer's identification Number =
Field Properfies Step 9 M
General | Lookup |
e — s
[Format
Decimal Places Auto
Input Mask
-{’mf{;;h, The field deseription it optional. It helps you deseribe
e — o s S i

r «|
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Type the text (Customer
Name) in Field Name
column.



Step 10 : Press the Tab key to move
to the Data Type column.

Step 11 : Press the Tab key to move

S Delete Raws L
alidaticn Froperty Indexes  Create Dats Flename/Defete Relatonships  Obj
oty Loakips srrertw Maros®  Maoo " it

the insertion point to

Description column, if
you want the Data Type
as Text.

A Table Toats| -l

Show/Hide Fleld, Record & Tabie Events. Fedatinnships
All Access O 8« |WE
Search_. P Field Name | Dats Type Description -
| [Customer Name IE El -
A

the text for the

Step 12 : Type
Description column.
Step 13 : Repeat the steps to make

the remaining entries in the
table to complete it.

SETTING A PRIMARY KLY

A Primary key is a key that
differentiates the records in a file. It

i ome  Create  Externa ool Design
=== [T . —,  Seabuert Rows lﬂ e r 4 % % = =
% ' = == =5 -~ = 5 |
? Y B e | = BP | 4 = R
View | Primary uildes Test Vaiation i Property Infemss Creste Diata Rename/Delete Aelationshios  Object
A o Fules | EERModiy Lockups | TOC Macrps=  Macro Dependencies
Viaws Teoks Show/tde  Field, Record & Table Events FRedationships
All Access O &« le
Search.. P Field Name Data Type Dascription -
e | Customer Name Text =
-
Field Properties
ol - -

is fairly simple to set a primary key. A |
primary key is not required for every
table, but it is highly recommended.

If you save or close a table without
setting a primary key, Access displays
a warning dialog box.

Al o Toble Took | 502000

g :

View  Primany Euice
rd Key

P Design

E iF B % o5 -;-?J

ot P g e P:“p;(rw Indeves Create Data Rename;Delece - Relationships  Object

Sealnsert Rows
= Delete Rows.

Macros = Macro Dependencies
Viws Toxits

All Access O, @« | )T

ShowiHide | Fiekl, Record & Table Events

Ralatianshi s

Search_ P Field Name Data Type Description
| |Customer_DY | Number Customer's Identification Number
Customer Name Text Name of Customer
City Text City of Customer
Total Amount Number Taotal Amount
Amount Paid Number Amount Paid by Customer
Amount Due Number Amount Due to Customer
Made Text Mode of Payment

{ paseTools | Desion a@
; relnsert Rows ﬂ S 5= % = e
i = Delete Rows = = ‘; a Efg : 5 -
o Tt VAl st ook nmy Iidees | Tt et e Dl Eloneitps_ /e "
Teals ShowjHide  Field, Record & Table Everts Relationships
P Field Name [ Data Type Description -
) Customer_ID Numbaer r's Ide n Number N
Customer Name Text (Mame of Customer
City Text [City of Customer
Total Amount Number [Total Amount
Amount Paid Numbaer IAmount Paid by Customer
Amount Due Number lAmount Due to Customar
|Mode Text Mode of Payment
-
Figtc]Proj
i g —
B

Step 1: Choose the field that you want
to set as the primary key.

Step 2: Click on the Primary key
E button.

The Primary key is a toggle key. To
remove it, select the primary key field
and click on the Primary key button

~ again.
7,
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3 2
e My m B el O
 Delete Raws: E= =7 {ﬂ
Tt Validation " Property Indexes - Create Data Rename/Delete  Relatiorships  Objeat
ien | mAModly Lookups "R Mscros+  Maoo Deperdencies
Relatiorships

The Primary key appears in the field
indicating by a small key in the field of
selector column.

ShowyHide  Fiekd Record & Table Fvents

...... e A | Description
Custumcr_llﬂ Number Customer's Identification Number
Customer Name Text Name of Customer

SAVING A TABLE

. City Text City of Customer
After creating a new table, you must s fnbar L -
. Amount Due Number Amount Due to Customer

save the table to make it a permanent Mods T Mode ot paymant

part of the Database. When you save a
table, you give it a name.

Step 1: Right-click on the table’s
tab.

Step 2 : Click on Save.

Dosign 2@

. Tealnsen Fows Al =7 Eﬂ 3 = Q
= E g4 i = +

S Delete Roms =] 57 : EKQ =
tidation Property Indexes.  Create Data Rename/Delete  Relstionships  Object
des | SR Modt Lockps TORCH Macros - Macra Drependencies

Show/Hide | Field Record & Table Everis FRelationships.

Description
Number Customer's Identification Number

Custorns [ Close 4t | Text Name of Customer
. City | Text City of Customer
The Save AS d]a l.og bOX Total Mg :a::::w Number Total Amount
Armount " Mumber Amount Paid by Customer
O e n S Amount. o v?&mw w_“ Number Amount Due to Customer
p . Made Ul eotchar view Text Mode of Payment

Step 3 : Type a name for the table.
Step 4 : Click on OK.

Save AS St

Table Name:
|Customer Table

REARRANGING THE FIELDS

The Fields can be rearranged in the table. The field order
in Design View from top to bottom corresponds to the
order in a datasheet from left to right.

i e RCustomer : Dal

Design

File ‘Home  Create External Data. atabase Tools
a -
. 5 = 'z Insert Raws =3 - =] ——
Bl & - A % B =2 3
s & I B s
Visw my Bu @Modily Lookipe Property Indexes Create Data Rename/Delete Relationships ~ Object

Sheet Macros = Macro Dependencies
Show/Hide

ilder Test Validation
Rulbes
Field, Record & Table Events

Views Tools Relationships

All Access O.. &)«

The table remains

. Search.. | Field Name Data Type Description -
open, an d its new “Tables fi * Customer_ID INumber Customer's Identification Number =
: Customer Name Text Name of Customer
name appears on 1ts H customer Table :City Text City of Customer
tab. ‘Total Amount Number Total Amount
‘Amount Paid Number Amount Paid by Customer
Amount Due Number Amount Due to Customer
Mode Text Mode of Payment

Table Toals | S.2al 0

@

Design

2 (Aecess 2007 - 2010) icrosof
e Exormal Daty  Database Toals o
a T i -
G D B P =@ T
= Delete Rows = -
3 Property Indexes  Create Data Rename/Delete Relstiorships  Object

e M Moy Loakups "OFE Mazoss  Macro Dependancies
Show/Hide | Field, Racoed & Tabile Evets Relatignships

Fikd Name BataType Desciption . Step 1: Click the selector to the
¥ customer_ID Number Customer's Identification Number = .
Curtorac e T porme o Ctomar left of the field name.
Total Amount MNumber Total Amount
'Amount Paid Number Amocunt Paid by Customer

Amount Due Number Amount Due to Customer
Mode Text 'Meode of Payment

r «|
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Step 3:

Step 2:

Drag up or down the mouse
pointer on the selector to

SInsert Rows.

1 BRhediy Lockups

move the field. T . e -
Tables % |¥ Customer_ID Number Customer's Identification Numbar .
Repeat the steps to move El s e
other fields as needed. sl e st e
Mode Teut Mede of Payment

INSERTING AND DELETING THE FIELDS

You can insert new and remove existing fields into a field list. A new row appears in the grid—
above the you have selected.

Insert a Field
Step 1: Select the field where you want new field should appear above.

Step 2:
Step 3:
Step 4:

Delete a Field
Step 1:

Step 2:
Step 3:

CHANGING THE DATA TYPE

Click on the Design tab.
Click on the Insert Rows.

Wiews

Type a field name and choose a

Saareh

All Arcess 0 &«
|

N & F—— @y B 3

meﬂyl»dmuﬂ Create Data Rerame/Delete Relationships  Object
Macres -

A horizontal line shows were the field is going.

Tables

field type.

Select the field that you want to
delete.

B Custorr Tabhe

3 S

Tools wHide  Field Recond B Table Eve nships
P Field Name Data Type Description -
2 |¥ Customer_ID Humba: Customer's identification Number - |

Customver Name Taut Name of Customer

City Tent City of Customer

Total Armount Number Total Amount

Armount Paid HNumber Armaunt Paid by Custormer

Amount Dus Numbes Amount Due to Customer

|
Mods Taut Mode of Paymant

Click on the Design tab. YL Egmm O E,.,w?.,, el §
Click on the Delete Rows. e .
Soarch.. P Fisld Name Data Typs ﬁuwm:?' =
The row will be deleted, along with | = e | Sueneien - e
any data that the fields have. e A o
Lt ome P T —
Maode Teut “FFide of Payment

-

You can change a field’s data type anytime to better represent your data. You should set the
field type before you enter data into the table, but if the change is requ1red you can change
the field type at any time. §=- o R Y=

Step 1:

Step 2:

Step 3:

Click on the down arrow to open the
Data Type list for the field.

Click on new type.

The type changes in the Data Type
column.
To save the changes to the table, click
on Save button on the Quick Access
Toolbar.

A warning message may appear.

All Acepss 0 ) &
Search. 2
®

Tabiles
B costomar fabis ity

Dats Tyas Scrtiert =
Numbsr Custamer’s Identfication Number —
Toxt Nama of Customar
Toat City of Customar
Number [Z]Total mourt
Text Amount Paid by Customer
Mema Amourtt Due to Customer
Number Mode of Payment
Dt/ Tirne -

AutaMurmber Pavpities.
as/No
\OLE bject
"Hyparfink
_ Attachmant
. Calculated
" Laokup Wizard. 1| 7o hona rype determines the king of vabses that

| s can sheve in Dhe fald Press FL lor bl 00 data
e

S Leck | 0 8 B
m—
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Step 4: Chck on Yes to allow the deletion of records that v1olate the new ﬁeld type’s rules.
You can also click on No to abandon the change.

RENAMING A TABLE

You can rename a table at any time. Access
automatically updates all references to the
table throughout the database, so any forms,

reports, or queries based on that table continue .
to work. The table must be closed in order for b i
you to rename it.
Step 1: Right-click on the table name in the -
Navigation pane. ?
A short-cut menu appears. i
Step 2 : Choose Rename from the shortcut k= ' s,

menu.

The table name appears in Edit
mode.

Step 3 : Type the new name for the table and
press Enter key from the keyboard.

UNDERSTANDING FIELD PROPERTIES The new name appears on the table.

Each field has a property which is set from the bottom pane of the Design View window. The
properties include the basics such as field size, format and also the rules for entries in it.

* Properties pane : When a field is selected on Design view, its properties appear in lower
pane.

e General tab : The General tab contains most of the properties you will work with.

Properties Pane Dropdown list

General Tab Lookup Tab Lookup tab : The Lookup

Property information ‘ " . .
l / tab is primarily for
. Pkt Pt l setting up lookup Llists.

Drop-down lists : Some
properties have drop-

|| »
[ ]

pn ‘ —— Yes/ N? Rt v e L o N e down Llists from which

'“Tgm:;., o Properties —— you can select; click the

T —— B arrow to open the list.
Design view. Fs_:sm-q.p.n.; F1.=H;p . | Num Lock | [ &8 u[uu

* Property information : When the insertion point is in a property’s box, information about

that property appears here.
(omputer—8



* Yes/No propert1es

Understanding Field Sizes

Each field has a size that limits the amount of data you can store in it. Because there are
different types of fields so there are different ways of expressing the field size depending on
the type of field.

Field Type

Text

Field Size

Meaning

255 You can specify any number of characters from 0 to 255.

Some propert1es represent yes/no quest1ons these are already typically
filled in for you with default values.

Number

Decimal

Long Integer|Byte, Integer, Long Integer, Single, Double, Replication ID,

Auto Number | Long Integer|The same as Number, except there are only two choices : Long
Integer or Replication ID

CHANGING THE FIELD SIZE

You can change the Field Size according to the need of your database.

o 7 Customer Detail
Field Name Data Type Field Name Data Type Fisld Name
Customer_|D Number Customner's | ¢ Customer_ID Number Customer's| @ Customer_ID
Customer Name Text Name of Custe  Customer Name Text Name of Cus  Customer Name
feny ot cityofCustor _City Text Cityof Custe ity
Total Amount Currency Total Amount | Total Amaount Number [~ |Total Amour  Total Amount
Amount Paid Number Amount Paidt  Amount Paid Number Amount Paic Amount Paid
Amount Due Number Amount Due t Amount Due Number Amount Due Amount Due
Mode Text Mode of Payr ~ Mode Text Mode of Pay  Mode
Field Properties Field Properties
seneral Lookup General |Louhp_ i o General Lookup
eld Size. BEEE] - Field Size Long Integek Field Size
é] | Format New Values
| [ \Decimal Places Format |Replication ID
T Ilnput Mask Caption
I Caption Indexed No
h | [Default Value el | Smart Tags
‘alidation Test | Validation Rule Replication 1D | Text Align vy
iecuired Na Validation Text Jimcims’
low Zero Length \‘es |Required No
dexed Mo Indeved INo_
Inicode Compression | Yes Smart Tags
WiE Mode Na Contral [Text Align General
E Sentence Mode Mone
Text Number

For the Text Data Type

Step 1:
Step 2:

Step 3:

Click on the field whose size
you want to change.

Click on the General tab in the
Field Properties area.

Enter the new field size in the
Field Size text box.

For the Number Data type

Step 1:

Click on the field whose size
you want to change.

View

All Access O (=)
(Saarch_

Tables
3 customer Detail

P
|

Total Amaount
Amount Paid

Amount Due

Mode

Caption
Defman Vahie
Validation fiule
Validation Test

IME Mode _

Design view. ib-sl\lﬂ!pwu.s rs-w;;‘;.

Data Type
Number Customer's |
Text Name of Cus
Text City of Custa
AutoNumber |~ |Total Amour
Number Amount Paic
Number Amount Due
Text Mode of Pay

Field Properties

Auto Number

Customer’s identification Number
Nama of Customer

City of Customer

AutoNumber Total Amaunt

Mumber Amount Paid by Customer

Number Amount Due te Customar

Text Maode of Payment

Field Properties
The maximum number of characters you can enser in
the field The largest masimum you can set is 255,

Mo Press F1 for Felp on field size.
Na
L
N Coneral
None

Description

toum Lock | B & 8]
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Step 2 : Click on the General tab in the Field
Properties area.

Step 3 : Click in the Field Size row.

A drop-down menu arrow appears on
the row.

Step 4 : Click on the drop-down menu arrow
to choose the field size that you
want.

SET THE FIELD CAPTION

All Access 0., ® %

Fiald Name

Search I=l Data Type an al
Tables % ¥ Customar_ID MNumb Customar's Identification Number =4
Customar Name Taxt MNama of Customer
o c Toxt City of Customar
N Tt A
Amount Paid Numbar Amount Paid by Custamar
Amount Dus Numbsr Amaount Dus to Customer
Mode Tt Moda of Paymant
Field Properties

T ey nuies 0w i T |

Wi m..m..,a.—-aumm...mwnn
bi Leng

Femyer

You can specify captions for fields that are

Num Lock | 19 48 2 &

different from their actual names. Captions
appear in datasheet headings and on labels
in forms and reports.

Step 1: Click on the field whose caption you
want to change in Design View.

Step 2 : Click on the General tab in the Field
Properties area.

Step 3 : Click on the Caption row and type a
caption.

Step 4 : Click on the Save button in the
Quick Access Toolbar.

_ s

) —, =28 3 g
ol 2 =5 &
View icer T duci me Creste Data Rename/Delete Relationships  Object
- e Macress Moo Dependencies
iews _ Toos ShowHide | Field, Record B Table Events| el dationships
All Access 0. &)
Search.. il Fleld Narme Data Type Deseription -
Tables = [®[customer_io Number Custorner's |dentification Number =
Custormer Narme Taxt Narme of Custemer
T customer besil ity Tt City of Custormer
Total Amaount Number Total Amount
Amount Paid Number Armount Paid by Custamer
Ameunt Dug Number Ammount Due to Custorner
Made Teut Maode of Payment
-
Fimld Progaties

|
| | The label for the fiekd when used on a form. If you
don't emer a caption, the field name & used o the.
tabel, Press #1 for help on captinns.

Swan Tags
[Test aign

SETTING THE FIELD’S FORMAT

wm.u-%w FL= Help, |

m-mmnli:!_‘

You can change a field’s format to update its appearance in datasheets, forms, and reports.

Step 1: Click on the field whose format you want to change.
Step 2:

Click on the General tab in the Field

All Access 0. &« (S

Search_ Fiedd Name Data Type Deszription
e 2 |7 Customer_iD Number Customer’s Identification Number
Customer Name Tent Name of Custarner
T cunomer Tatin g City of Customar
B v — - S
Amount Faid MNumber Amount Paid by Customer
Amount Dus Number Amount Due to Customer
Meode Tant Medda of Paymant

Fiakd Proparties

mns,m,,hmm thi Tl Select a pra-defined
ustom format Press £1or help on

Farmaty.

Properties area.

Step 3 : Click on the Format row.

Step 4: A drop-down menu arrow appears
on the row.

Step 5: Click the drop-down menu arrow to
choose the format that you want.

For a Number or AutoNumber field, the
choices represent different number types,
such as General, Currency, and Percentage.

For Date/Time data types, the choices

Design view. F6 = Swilch peanes. £1 = Help.

mm,ﬂﬂ"i‘

appear as date/time formats.

7 «|
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SETTING A DEFAULT VALUE

If you have a field that usually contains
the same value, you can make that value as
default for that field. For example, if your
customer pays the amount by cash you can
make Cash the default value in the Payment
Mode field.

Step 1: Click on the field whose default
value you want to set.

Click on the General tab in the
Field Properties area.

Step 2:

Step 3 : Click on the Default Value row.

Step 4 : Type the default value.

Access automatically adds quotation
marks around what you have typed
if the field type is Text.

CREATING VALIDATION RULES

Validation Rule is used to force a field entry
to meet a logical test of its validity. By
Validation Rules, you can ensure that the
correct value is entered in the field. If the
user makes an incorrect entry, Error alerts
can stop the user, provide a warning or just
provide information.

Step 1: Click on the field where you want
to create validation rule.

Step 2 : Click on the General tab in the
Field Properties area.

M 0 X oa Ir ilmoend rg Wz Selection

= W Gonn ‘lnmrdrv Ew‘auu

o Replace Callbri (Dot
| miNew X Totaks n
@  mhsae  Spelin sl wabs BI 1

i Pass il
: # o ainter " g e ," 2 ﬂram:

wimws lipboard

Al Access 0. €« ||l

Saarch- P

Tables 8|

T3 cussomer Table

] e |

& Target value must be 1000 or mere ‘

e For Yes/Noﬁelds the cho1ces appear as ways of expressing yes or no.

Design

= ==
4 =l
B & 2 -4 &
. Property indexes  Cremte Dota Rename/Dielete  Aristionships  Object

. Ny L ghent Micres= Mg [ |
iews Tooks ShowHde | Fiedd Becond & Table Everis Refatinships
AMiAcoess O &«
[ Search.. 2 Flald Name Data Type Dascription -l
Tables & [ Customer_|D MNumber ‘Customer’s Identification Number "

Customer Name Text Narne of Custaemer

] cunosr Tatle it City of Customar

Total Amaunt _ Total Arnaunt

Amaunt Paid Numbar Amaunt Paid by Custamer
Amount Due HNurnber Amaount Due to Custormer
Made Tent Mada of Payment

The cispiay kayot for the field. Sekect a pre-deined
format or enber & oustom format. Press F1 for help on
Fermats

A B Tabla ook - 201045 b
2 =eD AEESTT - B @ UTT 3
[Timigation =
Apghcaion| Tate Tl Starfoire| Guery Quey | fom Fom ark [y e o | APt Report sk
Dwige  Lati- | Wisard Design Desgn Form Besign Baport
e Tathes Queries Fome Huports

When you display the table’s datasheet, the default
value appears in new records.

M % B o3 O
. B3 &
n- oy e Crwane Dt Rirsacms Tusbte Riolasicrnbips  Chjnct
Macros=  Macr
Shan .-4 Field, Record & Tabile Events Alaonships
All feress O @ o« |§E
[ Sureh. P Fiskd Nama: Data Typa Description -
Tables & |V Custorner_|D HNumber Custorner's identification Number A
Customar Nams Tt Nams of Customer
I csmmer Ttle Gity Text City of Customer
Tatal Amaeunt Numbar =] otal Amount
Amount Paid Nurnber Amount Paid by Customer
Amaunt Due Number Amount Dus te Customer
Mode Text Moda of Paymant
-
e
| Decimal Piages tuno
{Ingust Magk
| Dt vaim The serie message that sppeers when yess snier a
| akdation Aue | vahae prohizited by the vaRdatice ruke. Press FL ke
abedation Text e o valldation est
| meguired
Indesed
Sman Tags
|Taxt Aign Garmral

Jumiek L0 E

In the datasheet view, if you enter a wrong entry
or violate the rule, a custom error message appears,
containing the text you specified in the Validation

Text row.

Step 3 : Click in the Validation Rule row and
type the Validation Rule in that row.

r «|
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Step 5: Click on OK, then retype the field entry.
ADDING RECORDS TO A TABLE

Now the next step is to add records to the table
after creating the database. The table must be
open so that the records can be added to the
table. The table is opened in datasheet view,
which represents as a collection of rows and
columns. The steps to add records to a table
are :

Step 1:

Double-click on the Table (Customer
Table) in the Customer Database window.

You can close the Navigation Pane for more space.

2 T - mwf}

Customar Table : Table Windo

Record 1 is Current Record

N

Description of the First Field

Step 4: Chck 1n the Validation Text row and type the text for the error message.

@ s hew  E Tataks ]‘! teplace Callbr (Detaily S L=iE
llxsmon.: ‘ﬂmm« naren ST Popeling " WeaTa- B F L) imiE ey B
irave St P Toae Fiter | o 9 Dot B bdovt - " A j E=s=E
Seet & Flner Records Fnd | TesFormat ing
= Total Amour = | Amount Paic = A Click to Add
| : i
Fields name
Datasheet view
ml Mo & Search
icn t | youm tock [ 8 8 %

= X Totals % Reptace  Calbel [Detall) 11 .
lg . "
JSw V Speling St ®wGoTos B J [ EiE -
M o = o - by selet~ AL 2 3 === F

r 4| fscencing Ve Sefection -
lmw 'tm anced +

Cust ID

» Customer Name

Type the following entries by pressing the
Tab key after each one to complete the
record.

Step 3 : Press

Step 2 : Type the Customer ID in

the first Customer_ID field.

the Tab key to
complete the entry for the
Customer ID field.

|| Rt W

i 1o it Sean 4|

Made of Paymert

Hum Lock (|7 @8 8 4
I l .
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Step 4 : After typing the last
entry, e.g. Mode, press
the Tab key.

The insertion Point comes to the
Customer ID field in the second
row.

o r Table Tools

Y4 1_‘;:-_;. '

View | Paste gy vainte | HEF

4| Ascending  Tr selecsion + oy = hew  E Touls
£l vescnding ¥ advanced = ety S5 7 speling
4 Ame 76 Delete - B More -

$3 Rernove Sort 7 Toggle Fitey

" Format Bainter

Tlr §) asconding Vs Selection - |@ winew K Totak iﬁ 3 Replace  Calibri (Detai) -11 ==
el 3| Descanding Vo Advanced - u; \, esa V Speling sy ®GoTer B J [J SEiE | - EE-
4 Remove Sor W Toggle Filter m": 7 Delere = B More = bsdect- A2 - &- === B
Sart & Fiter Recards Fird Text Formatting

e

1 Aman

‘CustiD v Customer Name +

Table Toals

City  » Total Amount » AmountPsid  AmountDue | Mode v ClicktoAdd +
Delhi 10000 8000 2000 Cash

5 P Filey

®GoTor B [

)

#, Replace Cairi [Detail)

=11

U ieie - B

Mok A-s o p-EEE R

Vs Chipboand Sart & Filer Recards Fird Tast Formatting
All hccess 0., 1 & | =5 Cuomer Tabl
Search_. P CustID - Customer Name = City - Total Amount » Amount Paid ~ AmountDue - Mode
Tables = TAman Delhi 10000 8000 7000 Cash
T e Tt 2 Rajesh Noida 15000 10000 5000 Chague
3 Premod Faridabad 20000 17000 3000 Credit Card
4 satinder Delhi 15000 12000 3000 Credit Card
5 Ankur Delhi 20000 18000 2000 Cash
& Gokul Ghaziabad 10000 9000 1000 Chaque
7 Vivek Delhi 15000 5000 10000 Credit Card
8 Arjun Deli 15000 12000 3000 Credit Card
9 Manizh Noida 10000 EOOD 2000 Cash
\# _ i 12000 10000 2000 Cach
*
Recordk M 4 100f 10 L 2 “h(lflllrl Sea 4

v Click to Add ~

Step 5: Add the remaining

records by following the
same steps you used to
add the first record, as
in the steps.

When  you finish
entering the data,
click on the Save
button to save the

changes.

Access Save the table and you
can see the name of the table in
Navigational pane.

Table Taals

Y 4 ssconding T Selaction = |@ wnew X Towlk ﬂ a0 Replace  Calibri (Detad) S
£ 2 Cop S | Descending P Advanced - thﬂSM ¥ Speling ®coTor B J [J i - EH-
2 ¥ Format Painter A Remoe 5ot Togale Fiter | e 7% Deleoe = B Maes = lpseect- A. 0 H. === B
Views Cliphoard Sart & Fiter Records Fird Test Formatting
All Access O, @) # us .
‘CustiD - CustomerNsme-  City - Total Amount - AmountPsid - AmountDue~ Mode + Click toddd -
2 Rajesh MNoida 15000 10000 5000 Cheque
3 Promod Faridabad 20000 17000 3000 Credit Card
4 Satinder Dalhi 15000 12000 3000 Credit Card
5 Ankur Delhi 20000 18000 2000 Cash
& Gokul Ghaziabad 10000 8000 1000 Cheque
7 Vivek Delhi 15000 5000 10000 Credit Card
B Arjun Dalhi 15000 12000 3000 Credit Card
2 Manish Noida 10000 8000 2000 Cash
10 Raj Ghaziabad 12000 10000 2000 Cash
*
Record: M+ 1a010 boM o i M Filer Sear 4 - L3
| Hum Lock L
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CLOSING DATABASE

After finishing your work, you can close a database without closing Access 2010. In Access,
you can open many databases at the same time. Closing a database free’s up your computer’s

memory.
Step 1: Click on File.

Step 2:

File menu will open.
Click on Close Database.

The File menu stays open, and
the New command becomes
selected.

Points to Remember

® Access is a relational database management system that can store large quantities of

information.

Miabate Tock: | Fields  Tabile |

File Homne "
Il sev .
5 Information about Customer o -
B seve object s E
CAUsers\OM_PC\Documaents\ Customer. acol db
(1] Save Ditabsse A3 - ‘

> Compact & Repair
i-.:-\.:, Help prevent and correct database file problems by using
Compact & Compact and Repair.

Repair Database

Encrypt with Password

I o Usea
the J007 Microsoft Access file format or later are en

password bo restrict sccess o your database. Files that use

crypted

E¥ Open

[ Ciose Dutabase
B} Customer.acodh
AL} Stcderes] acodh
L) Studeres acrd
L} Dmptse 2 accdlb
Recent

Mew

DBMS is a software used to access, retrieve, delete, search, sort, design and print data.

In design view, the data field in the table is defined before adding any data to the datasheet.
Each field name in a table should have a unique name.

The default field size for the text type data is upto 255 characters.

A new record to the table in datasheet can be added by opening a table.

After completing the table structure,

the database must be saved.

A Primary key is a key that differentiates the records in a file.
Data entry is restricted to valid entries for the type you choose, which helps to prevent data-

entry errors.

Tick (V) the correct option :

1. Access stores data in :
(a) fields
2. Each entry in the table is called :

(a) record
(a) .acchd

(a) F8

() (b) table
D (b) data

3. Default extension of database file :

O (b) .abcde

4. The key presses to move from upper pane to lower pane :

BROR:!

AWeY T

.accdb

() (

0 0 0O 0O

() (o) Fe
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Fill in the blanks :

B.
1.
2.
3.
4,
5.

is a collection of data organized in a proper manner.

database can contain tables with links between them.

Access stores the data in

Each individual entry in the table is called a .
A key is a key that differentiates the records in a file.

C. Write (T) for true and (F) for false statements :

AN W N -

5.

Access is a software that allows you to create access and manage a database.
You can use Access to manage large or small collections of information.
To starting Access 2010, click on the Blank database option.

The Navigation pane displays the database objects that you create, such as tables
and forms.

After completing the table structure, the database must be saved.

D. Answer the following questions :

O 00 N O U1 N W N -

10.

2

-1

\

v

How do you create validation Rule?

What is MS Access?

What are the main functions of DBMS?

What are field properties?

Define primary key. Why do we need the primary key?
What do you know about Auto Number?

What is Primary Key?

What is Property information?

What is field size of text?

Write a short note on MS Access.

ACTIVITY

e (reate a new database as ‘Profile’.
e Now create a table that contains the following fields in it :

0o 000

First Name, Last Name, Date of Birth, Address, Telephone, Qualification, Vehicle.

® Save the table as ‘Contacts.

e Add the suitable Data type and description for each field name.
e Select ‘First Name as the primary key field.

e Now enter the 20 records in the table.

e Add another field name ‘E-mail’ before Qualification field and update the records

accordingly.
e (lose the Database and MS Access.

(omputer-8
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