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Lab #5

 The objective of this lab Is to give you some
experience creating a database and its associated
tables before you begin to implement your project.

« As with the earlier labs, this lab is more of a tutorial
on creating tables, however, once you’ve examined
the examples In the notes, you will be able to
Implement your own tables following a similar
format.

NOTE: In the slides that follow, if the call-out symbol is
outlined in red, it means that there is something for you to try, if
the call-out is outlined in blue, | am simply giving you some
information about what is displayed on that page.

CGS 2545: Database Concepts (Lab #5) Page 2 © Mark Llewellyn g").




Lab #5 — Creating a New Database

« Step #1 — Before creating any tables, we need to create a new database in
which to put the tables. As normal, start Access from the main Program
menu from the Start menu in Windows.

P
/ \ J

E ] s Microsoft Access
Recent Documents
e

Step #2 (option 1) — % oper h Microsoft Office Access

From Office menu, = 4 OpenRecent Database
select New 5 More...

fj Access Options [ 2 Exit Access
4| m | »
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Lab #5 — Creating a New Database

-'/E;:) - Microsoft Access
R |

Template Categories

Festre Getting Started with Microsoft Office Access

Local Templates
From Microsoft Office Online

— i
Business
Personal |%|
Blank Database
Sample

Step #2

(option 2) — Or :
you might click ; | J
on “Blank . . Y i 0

Database’

Featured Online Templates

E%%Online

What's new in Access 20077

; E === The new Access 2007 contains more powerful tools to

= help you guickly track, report, and share information in a
I I i - manageable environment. Learn more about the new "BIEII'II( DEItEIbEISE'

nd improvements. Create a Microsoft Office Access database that does

Step #3 — Once you've selected New from not contain any existing data or objects.
File Name:

the Office menu or Blank Database from [iewerkingin ' ' Dbt | &
the middle panel, you should see this e intertace N C-\My Downloads)
5 uUsing € new, easy access Navigation Faneg

screen and the Blank Database shown on |
) i Create l [ Cancel l
the right side. nloads

Ready Num Lock -
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Lab #5 — Creating a New Database

’t «ﬂ\\ﬁ A c Microsoft Access
-

Template Categories

Festune Getting Started with Microsoft Office Access

Local Templates
From Microsoft Office Online

Step #4 — In the Blank ©12 ffice Online

Datab.a-se par?ea type a file What's new in Access 20077
name in the File Name box. = The new Access 2007

To change the location of the - contains more powerful
. . p—_ tools to hel ickl
file from the default, click J track, report, and Share.

Browse for alocation to put information in a

manageable

your database (next to the environment. Learn more

about the new features

File Name bOX), browse to the and improvements, Blank Database

new |Ocati0n, and then CliCk Create a Microsoft Office Access database that does

OK et the latest ¢ t while working not contain any existing data or objects.
' in the 2007 Microsoft OFT stem

. File Name:
. Guide to Access 2007 User Interfac =
\
Then Click Create. Organize all your objects using the P> |My53mple

new, easy access Mavigation Pane C+\My Downloads\tmp),

Maore on Office Online: I

Training | Templates | Downloads - Oreale l [ Cancel ] -

| m | » 4| m | »

Ready Mum Lock | .=
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Lab #5 — The Database Is Created

Access creates the database
with an empty table named

-

Create

M =

Home

External Data

=0

MNew Add Existing L::u::uk.up

Field Fields

Views

Column '——ﬁ Rename
Fields & Columns

5 Insert

All Tables

| P55

Tablel
5 Tablel : Table

3

Table Tools

Database Tools

Data Type:

Data Type & Formatting

Datasheet

Tablel, and then opens
Tablel in Datasheet view.
The cursor is placed in the
first empty cell in the Add
New Field column.

MySample~Afatabase (Acces

2
53

Relationships

Relatid

-

A

- Add New Field
(Mew)

/

Since we will be creating our own tables, click Close .
(in this case, Access will delete Tablel.)

FYI, If you close the newly created table (Tablel in
this case) without saving it at least once, Access
deletes the entire table, even if you have entered data
in it.

Record: M

1ofl

| Search |

Datasheet View

Mum Lock u b L_“p
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Creating Tables

« Once your database has been created, the next step Is to create
the tables that comprise your database.

« There are several different ways to accomplish this task in
Access as shown on in the Tables group on the Create tab in
the next slide.

« The most important option listed is to create the table in design
view, which gives the developer maximum flexibility in the
design of a table and we’ll examine this option in more detail
after we examine the easiest option to use which is to use the
table templates.
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Creating Tables

7

Y

™

Ca) i B MySample : Database (Access 2007) - Microsoft Access

Home | Create | External Data Database Tools

|
E5]Table

E:_I Farm
2 Split Form

= Form
NMuttiple items &~ pesign

-4

[waoos]

1] E ‘em| |2 Labels
] == g {_| Blank Report
Report Report

il Report Wizard pesign
Danords

= Table
[ll] SharePoirft Lists ~ pesign

Tdbles.

Table Tenflates v o

3 e
ol | 5R e T
=y !
Query Query Macro
Wizard Design

A2

[ All Tables

This provides you with a somewhat more

flexible, albeit less intuitive approach to
table design. Most useful if your table is
different in design from those available
through the table design wizard.

This is probably the option you will use
most frequently.

We’'ll see the table templates first. It
will probably work well for some of
your databases.

0F
rher
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The Table Templates

« On the Create tab, in the Tables group, click Table
Templates and then select one of the available templates from

the list.

MySample : Database (Access 2007) - Microsoft Access

Home \ Create | External Data Database Tools

£ Table E 5] Form izl @ j = Labels ﬁ @ i
D Fis) 2 = o {

| Table Templates »| == | 2] Split Form {_| Blank Report ==
= e Form Report Report | Query Query Macro

™ Design || i=| Muttiple tems &~ pesign {5 Report Wizard Design || Wizard Design  ~
J Forms ‘ Reports. JL Other

Look through the
various options
available for this type
of database to see if
any/all of your tables
fit into this format. (B8] e

CGS 2545: Database Concepts (Lab #5) Page 9 © Mark Llewellyn




The Table Templates

In this example, | have chosen Contacts.

-'fﬁ;.a\‘\, (= = [ s Table Tools MySample : Database (Access 2007) - Micr.. - = X
W e

—j Home Create External Data Database Tools Datasheet 'Q)

Y . o -— = ra)
EH Table E &= fF=| i3 PivotChart E o= =l Labels i; @ @ —)
- - = [ | —

ETableTemplates R = j Elank Form (] z EJ Blank Report =
. . Table Split  Multiple Form Report ; Report Query Query Macro
[l SharePaint Lists = pesign Form  Items EIMU’E Forms = Design E\REF’UWW"’—M Design || Wizard Design -

Tables Farms Reports Other

Al Tables Lfl Table1
1D

Tablel
5 Tablel : Table

~ | Company =~ | LastMame =~  First Mame -~ E-mail Address

The new table (Tablel) is
created with a set of
predefined fields and
opened in Datasheet
View.

Access automatically
creates a primary key for
you and assigns it a field
name of ID and the
AutoNumber data type.

Record: M ¢ 1 of1 e | 4 [

3
Datasheat View Mum Lok J Eg
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The Table Templates

You can delete any fields that you don’t want by right-clicking on that field (or
column in Datasheet view) and choose Delete Column.

|D°'Jl"| H
-

55 Table

Home

-

Create

(=] Table Templates - ==

Table Form

[ sharePoint Lists * pesign

Tables

Right Click on the
column you want to
delete.

Then choose Delete
Column.

External Data

Database Tools

FI—1
|g_—|

Split  Multiple
Form

Forms

N.

S

1: Table

Table Tools

fizn PivotChart =
j Blank Form

Items E_'I More FOrms = pesign

Datasheet

=
[—] -4
[

Form Report

2 Labels
{_| Blank Report
art

Rep
Eg\ Report Wizard pesign
Reports

MySample : Database (Access 2007) -

Micr...

RE

Query Query Macro
Wizard Design -

Other

Com

* [New)

Lact Blamas - | FlrstNamE -

81| sortAtoz

Sort Zto A

Paste

Column Width...
Hide Columns
Unhide Columns...
Freeze Columns

Unfreeze All Columns

N |
Insert Column

=4l Lookup Column..,

A | Delete Caolumn

_-ﬁ Rename Column

lofl

Record: M

Search

¥
i

=

E-mail Address -

>

Datasheet View

Mum Lock u B | i)
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The Table Templates

You can add a field right in this Datasheet view. On the Datasheet tab, in the
Fields & Columns group, click New Field.
M)\ d9-¢

= Table Tools MySample : Database (Access 2007) - Micr... = X

-
2
|

Home

i
|j_| |:|:|‘iE| = L Insert
== ~L i Delete
MNew |Add Existing Lookup

74
Field | Fields  Column =1 Rename

View
Fields & Columns

[ = Tablel\

Create External Data Database Tools

Data Type: Text

$

By 9

Views

All Tables |

Datasheet

*

Unigue

Is Required

Data Type & Formatting

@

2
=5

Relationships

=3

Object
Dependencies
Relationships

X/k'leltl Templates x

Tablel ID Last Mame -

£ Tablel : Table

P -

* (Mew)

Select a field in the Field Templates pane, and
then drag it to the table where you want to insert
the new column — (you should see a yellow line
as you drag a field across columns in the table.)

You can rename the column (or field) by right-
click on that column and choose “Rename
Column”

First Mame -

Select one or more fields to insert into your table,
Multiple Lines of Text
Rich Text
Mumber
Currency
Date and Time
Hyperlink
Checkbox
Attachment

[=] Assets
Item
Description
Category
Condition
Acquired Date
Purchase Price
Current Value
Location
Manufacturer
Maodel
Comments
Attachments

F

“ Record: M 1ofl

| Search

i

Datasheet View

Mum Lock u b .:-

CGS 2545: Database Concepts (Lab #5)

Page 12

© Mark Llewellyn




The Table Templates

=
! «g‘ﬁ
-

b

-

"

N

Home External Data

Create
- ':5" Insert

lj_' iqjl L i Delete

Mew Add Existing Lookup
Field  Fields Column =1 Rename

Fields & Columns

[ g2z Tahlel-.\\

Format

$

View

- o

Views

w

All Tabld 4

Database Tools

Data Type: |Text

Table Tools MySample : Database (Access 2007) - | o 4

Datasheet 'Q)

Unigque

T==)
Chbject
Dependencies

Relationships

=
=3

Relationships

Formatting Is Required

.0 .00
’ 00 =.0

Data Type & Formatting

F

Tablel
Ij Takbs

- 10

-

el : Table #*

Mickname -~ LastMame -~ | First Name - E-mail Addr

-

Table Mame:

1) After you are done with
adding/deleting fields, close the
table by clicking on the x on the top

Table1

right corner.

Z

Choose “Yes” to save changes when

/

3) Enter the name for
this newly created
table, then click OK.

a dialog box appears.
-OR -

vClick Save button on the top left corner
of access window.

Record: M 1ofl

Datasheet View

Hum Lock = e
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The Table Design Wizard

= MySample : Database (Access 2007) - Microsoft Access

‘ Home | Create External Data Database Tools

&

‘ V‘ P t -2
1w aste

\ }

l':'-

Views || Cllpboard

All Tables
MyContacts

] MyContacts : Table \

Notice that your new table
now appears in the listing of
tables in the database.

You can enter some data into
our new table by opening the
table in Datasheet view.
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Assessment Point #1

At this point, examine some of the other pre-defined tables and
attributes (fields) available through the table templates.

Notice that a table design might be appropriate for your
database tables but not have proper names...these are all able
to be changed either through the wizard itself or through the
design view we’ll see next.

Try creating a few different tables just to get the feel of the
table templates.

Once you’re comfortable with the template approach to table
design, proceed on to look at the design view approach to table
creation.

’
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Table Creation — Design View

The table design view can be used to either create a new table within a

database from scratch, or modify the schema of an existing table. On the
Create tab, in the Tables group, click Table Design.

Table
| [25] Table Templates

[l SharePoint Lists
Tables

Home i i

-

MySample : Database (Access 2007) - Microsoft Access

Create | External Data Database Tools

;j Ay = j fi.7 PivotChart E
e E=l B =] 5 =

Blank Form o
Split  Multiple , Form
Design Items E More Forms ~ pesign

All Tables

New Object: Table

MyContacts

Create a new blank table in Design

==z MyContacts : Ta view. You can add fields, set

indexing options, and perform
other advanced table design tasks.

Report Ri
a Report Wizard p,

Reports

fom| |3 Labels = —
o - oF) ER)
Y {_| Blank Report == \ [

eport = Query Query

esign | Wizard Design =/

Other

Macro

On the Create tab, in the
Tables group,

Click Table Design to
create a table from scratch.

Num Lock | .2
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Table Creation — Design View

r

(D) 9 - &)+ Table Tools  Mysample : Databas=T4 Here is the newly created table
i3 . 0 .
—*} Home Create External Data Database Tools Design in DeSIgn View.

- IVJ : " S Insert Rows =3 To give yourself more room to

= Delete Rows work, its easier if you maximize

View Primary EBuilder Test Walidation r Indexes

. Key Rules  Exd Lookup Column_—~Sheet this window.

Views Show/Hide

All Tables
MyContacts Field Name Data Type Description

'j MyContacts : Table

As an example,
we’ll create the
similar

General |Lookup MyContacts
table using the
design view that
we created with
A field name can be up to 64 the template.

including spaces. Press F1 1
names,

Field Properties

Design view, Fa = Switch panes. F1 = Help. Mum Lock u i s
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Table Creation — Design View

Home Create External Data Database Tools Design

-

= = Delete Rows v
View Primary Builder Test WValidation g Property Indexes
- Key Rules i'_uﬂ Lookup Column Sheet

Views Tools Show/Hide

3
& Insert Rows

i

=
All Tables | « || ] MyContacts i —| Tablel'

7 Table Tools ~ MySample : Database (accel Type in the name for the field

and then tab to the Data Type
column. The default data type
text will appear in the column
with a drop down list. Look at
the drop down list to give you
an idea of the range of data

MyContacts % Field Name Data Type
= MyContacts : Table Nickname

Field Properties

General |Lookup

Field Size

Format

Input Mask

Caption

Default Value

‘alidation Rule

Validation Text

Required Mo
Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes
IME Mode Mo Control
IME Sentence Mode MNone
Smart Tags

types available.

For comparative purposes, the
design view of the MyContacts
table we created using the
wizard is shown on the next

page.

The data type determines the kind of values
that users can store in the field. Press F1 for
help on data types.

Design view. F6 = Switch panes. F1 = Help.

Num Lock ||E & il ¥|_:;J
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Table Creation — Design View

[ I = Table Tools  MySample : Database (Access 2007) - Microso...

—
(C'n
W (Ciad

Home Create External Data Database Tools Design

?/

View Primary Builder Test Validation Property Indexes
i Key Rules @Lnnkup Column Sheet

Views Tools Show/Hide

All Tables v <« || ] Tabler | T MyContacts |
MyContacts # Field Name Data Type Description
5 MyContacts : Table NiCknEL’nE Text
Last Mame Text
First Name Text

Birthday Date/Time
E-mail Addrecs Tewt

e ]f . ~+a Insert Rows
. e C = Delete Rows

it

Field Properties

General |Lc|c|h:up

Field Size
Format

Input Mask

. . Caption
Right click on Default Value

Mycontacts table Walidation Rule A field name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field

and click on Required - =5
DeSign Vi ew. Allow Zero Length Mo

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Phrase Predict
Smart Tags

Design view. F& = Switch panes. F1 = Help. Mum Lock u e | ke Q

.
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Table Creation — Design View

Go ahead an enter the
other fields in the table,
Home Create External Data Database Tools Design Similar tO those we d|d

IL; 7 before. Notice that we

= JEEE(InE haven’t yet specified the
der Test Validation Property Indexes

Key Rules 49 Lookup Column || " speet primary key for this

Views Tools Show/Hide
table.

Table Tools | MySample : Database (Access 2007) - Micrg

e
| = Insert Rows

lig

All Tables | % [fl Tahlel\'l-\:j MyContacts
MyContacts % Field Name Data Type Description

& myContacts : Table Mickname Text
Last Name Text Note that if you

First Mame Text created a table
Birthday Date/Time When to have a party *<:) :
using the template

Field Properties and It dld nOt
General |Lookup contain all of the

Format

Input Mask f|e|dS tha.t yOU

Caption 1
Default Value Wanted In your

Validation Rule | n
The field description is optional. It K tab e’ you ca

Validation Text . . . .
: describe the field and is also display] COM |ete our
Required No status bar when you select this fie p y

Indexed Mo form. Press F1 for help on descri deSign USing the

IME Mode Mo Control . . ..
IME Sentence Mode Mone deS|gn view similar

Smart Tags
Text Align Ceneral to what we are

Show Date Picker For dates dOing NOW.

Design view. F& = Switch panes. F1 = Help. Mum Lock U iB | i |_
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Table Creation — Design View

5 Table Tools | MySample : Database (Access 2007) - Microso.. - = X

Home Create External Data Database Tools Design

1'[? : j'ﬁ Insert Rows _ﬂ

J

(I

= Delete Rows
Primary Builder Test Validation g Property Indexes
Key Rules @Lookup Column Sheet

Views Tools Show/Hide

All Tables + <« || ] Tabter | ] Mycontadts |

MyContacts % Field Name Data Type Description
5 MyContacts : Table Mickname Text

Last Name Text

First Mame Text

Birthday Date/Time When to have a party *<:)

o

Field Properties

Once you get the fields set, click x
Table Name: to Close and Save the table
definition. Access will ask you if you

|NE||I'I.| Car ECtEl ahle
0 Cance

e NAMe the table at this point.

describg

e N statusd _OR- Click Save button on the top

Indexed Mo form
IME MR No Control left corner of access window.
IME Sentence Mode Mone
Smart Tags

Text Align General
Show Date Picker For dates

Give it a name and click OK.

|
Design view. F& = Switch panes. F1 = Help. Mum Lock u i | it b Q
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Table Creation — Design View

Oops! We need to set a

"

r
J

'\ﬁt‘él“?"" -

Create

&

Home External Data Database Tools

B ¥ & d

Wiew Primary Builder Test Walidation
- Key Rules

Views Tools

=
—+= Insert Rows

i

= Delete Rows

@Lookup Column Sheet

All Tables v« || 1 Tablet | ] MycContacts

Table Tools | MySample : Database [(Access 2007) - Micr‘

Design
Property Indexes

Show/Hide

primary key, so when you
see this error message,
click yes and set the
primary key field.

Field Name
Mickname

s

MyContacts

5 MyContacts : Table Text

Microsoft Office Access

There is no primary key defined.

and other tables in the database,
Do wou wank ko creake a primary key now?

although a primary key isn't required, it's highly recommended. & table must have a primary key For vwou to define a relationship between this table

Data Type

] [ Cancel

Default Value
‘Validation Rule
Validation Text
Required

Indexed

IME Mode

IME Sentence Mode
Smart Tags

Text Align

Show Date Picker

Mo

Mo

Mo Control
Mone

General
For dates

The field description is optional. It helps you
describe the field and is also displayed in the
status bar when you select this field on a
form. Press F1 for help on descriptions.

Design view, Fo = Switch panes. F1 = Help.

Mum Lock u o | EQ

.
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Table Creation — Design View

- 'y [l s
(Cla 4
|

Home Create External Data

Hj ‘@ : jﬂi Insert Rows

5'5* Delete Rows

Table Tools

Database Tools

Design

MySample : Database (Access 2007) - Microso... | X

View Primary| Builder Test Validation
- Key Rules

Views Tools

. Property Indexes
@Lnokup Column Sheet

Show/Hide

MyContacts £ Field Name

j MyContacts : Table s

Mew Contacts Table = Mickname

'j MNew Contacts Table ... Last Name
First Name

Rirthdaw

All Tables - <« [[E3 mcﬂntans\{fl HﬂﬂCunhclsTable\

[@

Now with the primary
key defined, the new
table is saved.

Data Type /

AutoNumber
Text
Text

Text
MNate/Time

Description

E

When tn have a narbr 201

Field Properties

General |Lookup

Field Size
Mew Values
Format
Caption
Indexed Yes [No Duplicates)
Smart Tags

Text Align General

Long Integer
Increment

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field
names,

Design view. F6 = Switch panes. F1 = Help.

.

Mum Lock u g5 i Mb
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Table Creation — Design View

g
I

=

d9-o-)-

Home

TV ES

Create

View
- Key
Views

Primary| Builder Test Validation

External Data

=
e Insert Rows

= Delete Rows

Rules
Tools

[ratabase Tools

@Lnnkup Column

Table Tools

Design
Property Indexes
Sheet

Show,/Hide

i

All Tables | &

fz= Hhr[untacts“‘{ ] MNew Contacts Tahie\

MyContacts 2

Field Mame

i b

=1 myContacts : Table g—

Mew Contacts Table &

Mickname

MySample : Database (Access 2007) - Microso.. - =B X

- —

a 1ype
AutoMumber
Text

'j MNew Contacts Table :...

st Nane

First Name
Rirthdaw

Text

Text
Nata/Time

Field Properties

Whean tn have a narj

General |Lookup

Field Size
Mew Values
Format
Caption
Indexed
Smart Tags
Text Align

Long Integer
Increment

Yes (Mo Duplicates)

General

MyContacts was created
using the template.

New Contacts Table was
created using the design
view.

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field
names.

.

Design view. F6 = Switch panes. F1 = Help.

Mum Lock u o | . gg
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Assessment Point #2

At this point practice creating several tables using the design view.
Try several different data types and tables.

You might also try some of the various options for table
modification.

In the datasheet view of a table, for example, place the cursor on
the name of the column and right click the mouse. You will see a
list of options that can be performed at this point.

— For example, if you want to add a new field (column) to a table, then from

the design view, just put the cursor on the column which you want to the
new field to appear before and then right click.

Similarly, in the design view of a table, placing the cursor on a
particular field definition (row in the design view) and then right
clicking will give you a set of options which includes the option of

Inserting a new field.
#
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Advanced Table Design Features

« Now that you can create tables in Access using either the template
or the design view, let’s look at some of the more advanced
features associated with table design in Access.

« We’ll just look at a couple of these that might be something that
you will want to include in the design for your database.

« First we’ll look at designing an input mask and then we’ll see how
to change the properties of a field, and finally we’ll see how to add
a validation rule.

”
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Creating An Input Mask

« An Input mask is a rudimentary form of data validation that
requires data to be entered in a specific manner.

« For example, If you want the user to enter a phone number in the
format areacode-prefix-suffix, then you can specify this exact
format, however, if you would prefer this data be entered as
(areacode) prefix-suffix, then you can specify this form instead.

« As with many other things, Access has a few built-in masks for
predefined types, but you can also create your own input masks as
we’ll see.

e
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Input Mask — Predefined

|'f5°;\‘-| = = - 5 Table Tools  MySample : Database (Access 2007) - Microso.. - = X
T |

- Home Create External Data Database Tools Design Select the Bll’thday field
Ejj IOV in the “New Contacts

. ) - = Delete Rows Table” table. Then on the
View Primary Builder Test Validation Property Indexes

- Rules ¥ Lookup Column general tab below select
Ve input mask. Click the

All Tables  ~ <« || ] NewContacts Ta icon at the end of this line

pyfontacts S Data Type Pescribt to see the pre-defined
EH MyContacts: T.. Mickname Text

New Contacts . % Last Name Text types'
First Name wt
Birthday Date/Time When to have a party 7<)

I
w_:llll

FH Mew Contats.. This feature needs to be

installed on Access to be
Field Properties g

~ y4 able torun it, so | hope
oo [Lookup / the machines in the lab
Input Mask EfP have had this done or
Caption a
SR allow you to do it!
Validation Rule
Validation Text
Required Mo A pattern for all data to be entered in this field
Indexed Mo
IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Text Align General
Show Date Picker For dates

Design view. F6 = Switch panes. F1 = Help. Mum Lock

CGS 2545: Database Concepts (Lab #5) © Mark Llewellyn




g

Input Mask — Predefined

=

Home

(e

=
29
i

-

Create

*

B £

View P

- K g

Views

mary Builder Test

External Data

All Tables | &

[fl New C{

MyContacts =
5z MyContacts: T..

Micknar

New Contacts ... =
j MNew Contacts ...

Last Ma
First N3
Birthdal

General |4

Format
Input Mas
Caption
Default Va
Validation
Validation
Required

Input Mask Wizard

Database Tools

Table Tools

Design

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 Inpuk Mask list, click the Edit List buttan,

Input Mask:

Long Tirme
Short Date
Short Time
Mediurn Time
Mediurn Date

Try Ik

[rata Look;
11200 PM

01:12 PM
27-5ep-09

MySample : Database (Access 2007) - Microso... = X

Escriptio

_—

Since this field was
defined with the
Date/Time data type, the
predefined masks for this
data type are shown. [ll
select the medium date
mask.

*{:}

EI

EditList | | cCancel

mext»> | | Finish

Indexed
IME Mode

Smart Tags
Text Align

IME Sentence Mode

Show Date Picker

No
Mo Control
MNone

General
For dates

r all data to be entered in this field

Design view. Fb = Switch panes. F1 = Help.

Num Lock U EAEE AT
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Input Mask — Predefined

¥ Table Tools . MySample : Database (Access 2007) - Microso.. - = X

Home Create External Data Database Tools Design Th|S iS the default ma.Sk
BN | = '- -- p for this data type using the
B sput et B jzar medium date format. You
Key R Do you want ko change the input mask? have the Option of
Inpuk Mask Marne: Medium Date Changing the mask at this
AlTables  ~ « || NewdS Input Mask: 00->L <LL-00 point.
MyContacts = Escriptio
Z4 MyContacts: T... Nicknall what placehiolder character do you want the Field to display? |__— You can Change the

t?rlistt':slz Placeholders are replaced as you enker data into the Field pl&CGhOlder characters if

Birthdal FPlaceholder character:  |_ w <) you want.

Views Too

New Contacts ... =
j MNew Contacts ...

Finally, give itatry as a
General |4 sample of what it would
rormal look like in operation.
Input Mas

Caption
Default Va
Validation
Validation ] [ < Back ” Mexk = ] [ Einish
Required r all data to be entered in this field
Indexed Mo

IME Mode Mo Control
IME Sentence Mode MNone
Smart Tags

Text Align General
Show Date Picker For dates

Design view. F& = Switch panes. F1 = Help. MNum Lock U == 1 El_
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Input Mask — Predefined

Table Tools = MySample : Database (Access 2007) - Microso... - = X

Home Create External Data Database Tools Design 'Q)

] =]
]f : = Insert Rows

= Delete Rows
Primary Builder Test Validation Property Indexes
Key Rules ‘@LUUKUP Column Sheet

Views Tools Show/Hide

All Tables = « [fl HmtuniadsTahie\ -
MyContacts Yy Field Name Data Type Descripti S
3 e

= MyContacts Last Name Text Once the mask is defined

First Name Text . . . .
New Contacts ... #
==_.:|wN i Contact Birljwdayr Date/Time When to have a party *<:) (preVIOU,S Sllde)’ click Finish
S oA and you'll return to the

Phone Mumber Text ' '
\Eld Properties / deS|gn View Of the table

— and the input mask will be
General |Lookup \(/ P

set for that field.
Format
Input Mask 00%-> L=< LLN-00:0; / \

Caption Try one on a table that has

Default Value a phone number defined as
Validation Rule

Validation Text A field name can be | A f|e|d-
Required Mo including spaces. P
Indexed Mo LETE
IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Text Align General
Show Date Picker For dates

J

it
w:"ll

Design view. F& = Switch panes. F1 = Help. Mum Lock u e | [ e Q
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Input Mask — User defined

Kl Microsoft Access - [Studentis : Table]

i ] Fle Edt Wiew Insert Tools ‘window Help  Adobe POF

il AN

Type a question For help

: -] -|l
J=nan= ke =5 5] -

- - F

| created a new table for
this example containing
student information. PID is

Field Mare

LastMarne
FirskMarne
PhaoneMumber
Majar

Field Properties

General | Lookup

Field Size

Forrnak

Input Mask.

Caption

Default Value

Yalidation Rule

‘alidation Text

Required Mo

Allow Zero Length Ves
Indexed es (Mo Duplicates)
Unicade Campression Yes

IME Mode Mo Conkrol
IME Sentence Mode Mone
Smark Tags

Design view, F& = Switch panes, F1 = Help,

& pattern For all daka ko be entered in this

Field

the key and we want to
define an input mask for it
using the conventions at
UCF that a PID must begin
with a letter and is followed
by seven numbers. With
the field highlighted on the
general tab below click the
icon for the input mask
(same as before in the
predefined case).
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Input Mask — User defined

Microsoft Access - [Students : Table]

i ] Fle Edt Wiew Insert Tools ‘window Help  Adobe POF
il AN

| all
HERIN"™ Kie ¥

Field Mame Which input mask matches how you want data ba look?

Input Mask Wizard

LastMarne
FirskMarne

To see how a selected mask works, use the Try It box,
Phonemumnber

Major To change the Inpuk Mask list, click the Edit List buttan,

Input Mask: [rata Look;
Phare Murber [206) 555-1212
Social Security Mumber d31-86-7180
Zip Code 98052-6399
Extension 53215
Password kit

Long Tirme 1:12:00 PM

General | Lookup

Field Size
Forrnak

Input Mask.
Caption
Default VYalue
Yalidation Rule

Try IE:

=1y =y

Type aquesktionforbelp = - @ X

©f

None of the predefined
masks are appropriate so
we’ll need to create our
own, so click on the edit list
button.

/

ka ko be entered in this

‘alidation Text
Required Edit Lisk Zancel

Allow Zero Length

mext»> | | Finish

Field

Indexed s
Unicade Campression Yes

IME Maode Mo Conkrol
IME Sentence Maode Mone
Smark Tags

Design view, F& = Switch panes, F1 = Help,

CGS 2545: Database Concepts (Lab #5)

© Mark Llewellyn




Input Mask — User defined

Microsoft Access - [Students : Table] [’._”’E|E|
i ] Fle Edt Wew Insert Tools Window Help  Adobe PDF Type aquesktionforbelp = - @ X

s
| - IR P SRR P = =
H=RAN" K WEE LN AR WEEN:. MBS = R Y =F=Ra)

"B Customize Input Mask Wizard

Form is filled with
Do you want bo edit or add input masks For the Input Mask Wizard ko display? information from first

/ mask, so to add a new
one, move to the bottom
Description: iMEME .
i _I [ ree ] of this list to append a new

Input Mask: |!|{999} Q00-0000

entry.
General | Lookog Placeholder: |_ y

Field Size Sample Data:  (206) 555-1212
Formak

Input Mask. Mask Type: Text{Unbaund w |
Caption

Default Yalus Recard: [14] 1 [ [ »]e#] of 4

'u'al?-:lat?u:un s A pattern For all data to be entered in this
‘alidation Text Field

Required Mo

Allow Zero Length Ves

Indexed es (Mo Duplicates)
Unicade Campression Yes

IME Mode Mo Conkrol

IME Sentence Mode Mone

Smark Tags

Design view, F& = Switch panes, F1 = Help,
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Input Mask — User defined

Kl Microsoft Access - [Studentis : Table]

i ] Fle Edt Wiew Insert Tools ‘window Help  Adobe POF

il AN

|| -l B z U |

Type a question For help —

<A -]~ o
I |

BES

Enter the format for the
new mask. Click close
when done.

TR 5N

EEIEEY=r-N) .

Field Mare

General | |

Field Size
Forrnak
Input Mask.
Caption
Default Valug
Yalidation Fus

Yalidation Te

Diecription

Do wou want o edit or add input masks For the Zefput Mask Wizard to display?

Description: m
Input Mask: LARRERREER

Placeholder;
Sample Data: M1234567

Mask Twpe: Texk/Unbound »

Required

Record: E@ [ [ ]pk] of 5

Allow Zero Length Ves

Indexed

es (Mo Duplicates)

Unicade Campression Yes

IME Maode

Mo Conkrol

IME Sentence Maode Mone

Smark Tags

Design view, F& = Switch panes, F1 = Help,

When creating the masks, for text
fields the letter L means that a letter
IS required in this spot. The letter A
means that either a letter or a digit
is allowed. The # sign is a place
holder for a digit. Use the Help
command to see other options.

all data ko be entered in this
Field
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Input Mask — User defined

Kl Microsoft Access - [Studentis : Table]

i1 File Edt Wiew

il AN

Insert  Tools

Window  Help  Adobe PDF

Type a question For help

- A -

TR 5N

Field Mare

General

Field Size

Forrnak

Input Mask.
Caption

Default VYalue
Yalidation Rule
Yalidation Text
Required

Allow Zero Length
Indexed

Unicade Carmpression

Lookup

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 Inpuk Mask list, click the Edit List buttan,

Input Mask:

Phare Murmber

Social Security Mumber
Zip Code

Extension

Passwiard

FID

: - ||:|* ||:|* !

BES

The newly defined mask is
now available for use once
you click Finish.
Depending on the type of
mask you create there may

[rata Look;
(206) 555-1212
§31-86-7180

9505:2-6399
63215

B 2 2

M1234567

Field

] [ Zancel

mext> | | Finish

IME Maode
IME Sentence Maode
Smark Tags

T0 anrol
Mone

t all data to be entered in this

be some additional steps
that you’ll be walked
through to fully specify the
mask.

Design view, F& = Switch panes, F1 = Help,
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Changing Field Properties

When creating a table using the wizard, many default values are set
for fields that are not optimal for the field in terms of storage
requirements. For example, text fields can range from 0 to 255
characters in length and have a default size of 50 characters. If you
know that no value In a certain text field would ever exceed 20
characters in length, then the default setting will waste 30 characters
or more for every value in the table.

Wasted space i1s not only inefficient in terms of space, it also slows
down overall execution speed within the database system.

In general, the field size property should be set to the smallest
possible setting that allows you to fully capture expected data values.

The next couple of screens show some possibilities for resetting field
properties.

’
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Changing Field Properties

Microsoft Access - [Students : Table]

i ] Fle Edt Wiew Insert Tools ‘window Help  Adobe POF

Default text field length is
50 characters. Let’s

il AN

change this to 25

ERAR" Ky

AR WEENEEY

Field Mare

|  DataType |

De/n:rlptlc'n

PIC

FirskMarne
PhaoneMumber
Majar

General | Lookup

Field Size

Forrnak

Input Mask.

Caption

Default VYalue
Yalidation Rule
Yalidation Text
Required

Allow Zero Length
Indexed

Unicade Campression
IME Maode

IME Sentence Maode
Smark Tags

Text

Field Properties

Last MName

gt}

gL}

es (Duplicates OK)
Mo

Mo Conkrol

Mone

Design view, F& = Switch panes, F1 = Help,

in our data).

characters (assuming that
this would be the longest
last name we would expect

& Field name can be up to 64 characters
long, including spaces, Press F1 for help
on field names,
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Changing Field Properties

Microsoft Access - [Students : Table] li=ll Simply put the cursor on
i ] Fle Edt Wew Insert Tools Window Help  Adobe PDF this line and type in the

P H new value.
] gl -’
H=RIN™ RN -

Field Marne |  DataType | _Ffescription
‘7 |PID Texk

FirskMarne
PhaoneMumber
Majar

Field Properties

General | Lookup

Field Size 25
Formak

Input Mask. Click F1 to see

Capti Last [ :
Defaul Value R / more details on the
oy

Yalidation Fule The maximum number of characters v .
o can enter in the figld. The largest various defaults
‘alidation Text

Required hio e e B and precisions of

Allow Zero Length Mo A
Indexed es (Duplicates OK) the various data

Unicode Compression Mo types,
IME Mode Mo Conkrol
IME Sentence Mode Mone
Smark Tags

Design view, F& = Switch panes, F1 = Help,
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Changing Field Properties

Kl Microsoft Access - [Studentis : Table]

i1 File Edt Wiew

il AN

Insert  Tools  ‘Window Help  Adobe PDF

HERIN" K=Y

.H:-l

Let’s set the format for the
Major field to be size 2, both
letters and upper case only.

Field Mare

|  DataType

Descriptfon

L Set Field size = 2

¥ [FID
LastMarne
FirskMarne
PhaoneMumber
Majar

General | Lookup

Field Size

Forrnak

Input Mask.
Caption

Default VYalue
Yalidation Rule
Yalidation Text
Required

Allow Zero Length
Indexed

Unicade Campression
IME Maode

IME Sentence Maode
Smark Tags

LL:

Text
Text
Text
Texk
Texk

Field Propertjs

Z
= <

Majar

gt}

gL}

Mo

Mo

Mo Conkrol
Mone

The display lawout For,

pre-defined Forma or enter a custom
format, Press Fl for help on formats,

~Format = force upper case

Input Mask = LL

/Click F1 for more details.

Design view, F& = Switch panes, F1 = Help,
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Adding Validation Rules To A Table

No system, no matter how sophisticated, can produce valid output
from invalid input — in other words, “garbage In = garbage out”.

It Iis absolutely critical that you take every means possible to validate
the data as It Is entered to ensure that quality of the output that will
ultimately be produced.

Some validation is built-in to Access. You cannot, for example,
enter duplicate values for a primary key, nor can you enter text into a
numeric field.

Other validation is built-in at the initiative of the developer (you) by
setting various field properties in the design view of a table.

As the final part of this lab we’ll look at how to add validation rules
to a table.

’
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Adding Validation Rules To A Table

ﬁ‘a L) L] H = i]= d. e

Let’'s add a gender field to
i ] Fle Edit Wiew Insert Tools ‘Window Help  Adobe POF Type a question For by the Students table.

SRtk AN - Reset the field length to 1

f' ! — = = . lI:ITH and force upper case
HERAN" BN AN =R ;§7|*/**4-'-'- RE=R=RANCN - values only, but also

T e 'Texf’ata Type - ) require that the user enter

Lasthiame Text either “F” for female or “M”

FirskMarne Text
PhoneMurnber Text for male.
Majar Text
Gender Texk

Field Properties

General | Lookup

Field Size
Forrnak

Input Mask.
Caption
Default VYalue

Validation Rule "F" Or "M" The error me This is the message that is dISpIayed to
Yalidation Text You must specify either F For Female or M For male €11 ETCET 3 7alU the user if they attempt to enter incorrecﬂy

Required Mo rule, Press

Allow Zera Length es formatted data. Basically it should inform
Indexed Ho them as to what the correct data should

Unicade Campression Yes

IME Made Mo Control look like. While this is an optional field, it
d .. ) )
St T o e is highly recommended if you specify a

validation rule.

Design view, F& = Switch panes, F1 = Help,
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Lab Assignment #5

Lab Assignment #5 — Due October 19t by 11:55 pm (WebCourses time) — 25
points

Create an Access database (see below for naming convention) for the set of
relational schemas shown on the next page. For each table that you create,
insert 4 or 5 rows of sample data.

Define two different input masks and two different validation rules somewhere
within this database. Your choice of which tables and attributes to select for this
part.

Upload your database (the file with extension .mdb for access 2000-2003 or .accdb for
access 2007) using the following naming convention.

NOTE: Please use the following naming convention for your uploaded files:

HWO5_LastNameFirstName.mdb or HWO5_LastNameFirstName.accdb

Next week will look at refining the definition of the relationships in this example
and see how to enforce referential integrity.
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Description Location Manufactured ?| Purhcased ? | Quantity on_Hand

MANUFACTURED PART

M Part No.

PURCHASED PART

P Part No.

SUPPLY LINE

P_Part_No. Supplier_1D Unit_Price

SUPPLIER

Supplier_ID | Supplier_Name
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