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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.   

•  We’ll also look at some techniques for getting data 
into the tables as the database is created. 

•  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, I am simply giving you some information 
about what is displayed on that page. 
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•  To complete this lab, you will need to download the following 
files from either WebCourses or the course website. 

1.  PuttsForPaws.accdb 

2.  PuttsGolfers.xlsx 

3.  PuttsContacts.xlsx 

4.  PuttsVolunteers.xlsx 

5.  PuttsDonors.txt 

Lab #5 – Downloads 
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•  We’ll start with the PuttsForPaws database which you can 
download from WebCourses or the course website. 

•  This database is a partially created database to which you will 
add new tables and import data into tables in this lab.  You 
will also define the relationships between the various tables in 
the database as well as the constraints on those relationships. 

•  The scenario for this lab is that the local golf club is 
sponsoring a charity tournament, Putts For Paws, to raise 
money for the local pet shelter.  You are in charge of 
modifying a database for the tournament that tracks money 
being raised from the event.  The scope of the database is 
limited to tracking monies. 

Lab #5 – Background 
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•  Your database is not designed to track whether a participant is 
a golfer, volunteer, or has some other role. 

•  Anyone can donate money in the form of a hole sponsorship or 
other donation item. 

•  Your database is designed to track the money derived from 
corporate sponsorship. 

•  In addition to modifying a database by adding new tables, you 
will also bring in data for the event form various external 
sources including Excel spreadsheets and text files. 

Lab #5 – Background 
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•  Open the PuttsForPaws database. 

1.  From the All Access Objects, double click the tblParticipant 
table object to open it. 

2.  By default, in Access, a table opens in the Datasheet view.  
You are familiar with this view from earlier labs. 

3.  Move to the first record in the table and replace the name 
shown with your last name and first name in the first two 
columns. 

4.  Switch to the Design View for this table. 

5.  The following few pages illustrate the steps listed above: 

 

Lab #5 – Table Design Features 
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Step 1 – Open the 
tblParticipant table 
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Step 2 – The table will open in 
the Datasheet view.  Select 
the Design View from the 
View option menu 
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The Design view of the table 
tblParticipant in the 
PuttsForPaws database. 
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Table Design Features 
•  Notice that the upper pane of the Design View has three 

columns: Field Name, Data Type, and Description. 
–  The Field Name is the column name that appears in the Datasheet view. 

–  The Data Types define the kind of data that can be entered into a field, 
such as numbers, text, or dates.  The data type tells Access how to store 
and display the field.  Number and Short Text are the two most 
commonly used data types.  Once your database has been created, the 
next step is to create the tables that comprise your database. 

–  The third column, Description, helps the user discern the meaning of 
the field. 

•  The Field Properties pane in Design View gives more 
information on how the data is stored, entered, and processed. 
If you select the ParticipantID field, you can see that its Field 
Size is Long Integer. 
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Some of the specifics of the various 
data types in this table.  Previous 
slide illustrated a Number type. 



CGS 2545: Database Concepts  (Lab #5)              Page 12              © Dr. Mark Llewellyn 

Importing Data 
•  Access is somewhat unique in the world of DBMSs in that it is part of 

the Microsoft Office suite.  The applications within this suite worl 
together which allows you to import data into an Access database easily 
from Excel, Notepad, and Access. 

•  We’ll import data from all three different applications, after which, you 
will be able to further analyze and refine the table structure for the 
database. 

•  It is quite possible, and often the case, that data from other sources is 
not in the exact format that you desire for your database.  Often it also 
contains extraneous or redundant data that you do not want to 
incorporate into your database. 

•  In our scenario, it is quite likely that some of these other data sources 
have been tracking the participant’s roles in the event, whereas we are 
concerned with tracking only corporate involvement. 
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Copy And Paste From Excel 
•  In the PuttsForPaws database, only a few participants were entered into 

the tblParticipants.  Other data was entered into an Excel worksheet. 

•  We’ll now copy the data from the Excel worksheet into the Access table 
tblParticipants in the PuttsForPaws database. 

•  Follow the steps on the next few slides to accomplish the importing of 
the spreadsheet data into the database. 
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Switch back to the Datasheet 
view of the tblParticipant table.  
(Select the Datasheet view 
from the View option menu.) 
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On a Windows 7 or 8 system, 
move your mouse to the lower 
right corner of the computer 
screen and the Charms will be 
displayed along the right side 
of the screen.  Click the Search 
charm.  Inside the search box 
that will appear at the top of the 
screen, enter Excel. 

Note that this is NOT the 
Search box shown at the 
bottom of the Access window. 

See next screen. 

 

Alternatively, you can just start 
Excel, which is often easier. 
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1.  In Excel, drag to 
select cells A1 
through I9. 

2.  On the  Home tab, 
in the clipboard 
group, click Copy to 
copy these cells.  

This is the PuttsGolfers spreadsheet.  It is 
an Excel worksheet.  You’ll need to 
download this spreadsheet from 
WebCourses or the course website. 
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Back in Access in 
the tblParticipant 
table, position the 
cursor on the 
append row (in 
Datasheet view).  
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Click the Paste option from the 
Clipboard group in Access.  
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When you click the Paste button, a 
pop-up will appear informing you of 
the impending insertion.  Click Yes. 

Notice that the records to be 
inserted are already shown.  When 
you click Yes, the highlighting will 
remain on the newly inserted 
records until you click somewhere 
else..  If you click No, the records 
will disappear immediately. 
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Close and save the 
tblParticipant table. 
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Copy And Paste From Excel 
•  Copying and pasting data from Excel into Access requires that the 

columns be in exactly the same format in both Excel and Access. 
•  There cannot be any missing columns or columns in different 

orders between the two applications. 
•  You cannot paste fields that are nonnumeric into numeric fields. 
•  If you have any doubts about the data being compatible, use the 

Import feature to append the data to the able. 
•  Use Copy and Paste only when: 

–  You started in Access and exported the data to Excel, made additions, and 
now want to import it into Access.  This way you know the columns are the 
same. 

–  You are copying and pasting the contents of a single field from Excel into 
Access, such as a street address and you know the data types match. 
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Importing Data From Excel 
•  Access also allows you to import and entire worksheet or a 

smaller portion of the worksheet into a table. 
•  This is quite useful as Excel is so frequently used in organizations.  

Excel column headings are frequently imported as the field names. 
•  In our scenario, lets assume that golf club has been keeping 

corporate contracts for the event in an Excel worksheet. 
•  Follow the steps on the next few slides and you will import this 

worksheet into the tblParticipant table in the PuttsForPaws 
database. 
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Open the Excel spreadsheet titled PuttsContacts. 

You should see this screen. 

Notice that the data in this table looks like the tblParticipants table in many ways.  However, the 
corporate phone number immediately follows the participant’s name in this table rather than being at 
the end of the record as it is in the Access table.  An import from Excel into an existing Access table is 
ideal for this type of import because as long as the columns have the same name, Access will match up 
the columns, skipping any missing columns. 

You cannot copy and paste the same way that we just did however, since the columns are not in the 
same order. 

Close Excel. 
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Back in Access, click the External 
Data tab, then in the Import & 
Link group, click Excel.  

The Get External Data – Excel 
Spreadsheet dialog box will 
appear (see next page.) 
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Click Browse, navigate to where 
you saved the PuttsContract.xlsx 
file, click it, and the click Open. 
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Select Append a copy of the records to the 
table, click the arrow and select the 
tblParticipant table from the drop down list.   

Click OK. 
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The Import Spreadsheet Wizard opens, 
which displays worksheets and named 
ranges in the Excel workbook. 

1.  Make sure that Show Worksheets is 
selected and the Corporate contacts 
worksheet is highlighted. 

2.  Click Next. 
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Access will display the next page of the 
wizard which shows that Access found the 
column headings in Excel and matched them 
to the field names in the Access table. 

1.  Click Next. 
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Click Finish. 
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1.  Don’t check the save 
import steps, we won’t be 
repeating the process. 

2.  Click Close. 
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Open the tblParticipant 
table and you will now 
see the three new 
corporate contacts 
entered into the table.  
They have participantIDs 
of 40-42. 

Close the table. 
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Importing From A Named Range From Excel 
•  Access also allows you to import only a part of a worksheet, known 

as a named range, into a table. 
•  A named range is a group of cells that have been given a name that 

can then be used within a formula or function.  This part of the 
worksheet can then be referenced in formulas or charts by name 
rather than by cell address or range address. 

•  In our scenario, the golf club has been keeping information about the 
volunteers for the event in an Excel worksheet.  This worksheet 
contains other information about volunteering that we do not need in 
our database. 

•  The range containing the contact information for the volunteers has 
been named VolunteerNameAddress. 

•  Follow the steps on the next few slides to import this named range. 
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Open the Excel 
workbook named 
PuttsVolunteers.xlsx 
available on 
WebCourses or the 
course website. 

Notice that this 
worksheet contains 
information about the 
volunteers as well as 
other information.  
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Highlight the cells A5 
through H7.  Notice that 
this is a named range. 

Close Excel and return 
to Access. 
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Once the mask is defined 
(previous slide), click Finish 
and you’ll return to the 
design view of the table 
and the input mask will be 
set for that field.   

Try one on the 
BusinessPhone field in the 
Contact-Info table. 

As before, click the 
External Data tab in 
Access. In the Import & 
Link group, click Excel 
and the Get External 
Data – Excel 
Spreadsheet dialog box 
will appear as shown.  

Browse to the 
PuttsVolunteers 
worksheet and select 
Append a copy of the 
records to the table, and 
from the drop down list 
select tblParticipant. 
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Once the mask is defined 
(previous slide), click Finish 
and you’ll return to the 
design view of the table 
and the input mask will be 
set for that field.   

Try one on the 
BusinessPhone field in the 
Contact-Info table. 

Select Show Named 
Ranges (there will only 
be one).  

Then click Next. 
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Once the mask is defined 
(previous slide), click Finish 
and you’ll return to the 
design view of the table 
and the input mask will be 
set for that field.   

Try one on the 
BusinessPhone field in the 
Contact-Info table. 

Access will tell you that 
it found your column 
headings in Excel and 
matched them to the 
field names in Access.  

Click Next. 
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Once the mask is defined 
(previous slide), click Finish 
and you’ll return to the 
design view of the table 
and the input mask will be 
set for that field.   

Try one on the 
BusinessPhone field in the 
Contact-Info table. 

Click Finish. 



CGS 2545: Database Concepts  (Lab #5)              Page 39              © Dr. Mark Llewellyn 

Once the mask is defined 
(previous slide), click Finish 
and you’ll return to the 
design view of the table 
and the input mask will be 
set for that field.   

Try one on the 
BusinessPhone field in the 
Contact-Info table. 

Click Close. 
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Double click the 
tblParticipant table and in 
the Datasheet view you will 
see the two volunteers 
added to the table.  The 
new volunteers had ID 
numbers 30 and 31. 

Close the table. 
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Importing An Excel Worksheet Into A New Table 

•  In the previous examples of importing from Excel worksheets, we 
imported into already existing Access tables. 

•  You can also import into a new table.  Access creates the table using the 
column headings for field names.  Access will define the fields with 
default definitions. 

•  After performing the import, open the table in the Design view and 
adjust the fields and properties as necessary. 

•  Some things that should be considered in these adjustments are: 
–  What field did Access assign as the primary key?  Access will default to 

creating a new field called ID for the primary key. 
–  The default length for all short text fields is 255 characters.  Adjust the field 

size properties to sizes that are appropriate for your fields.  Check all field 
definitions for errors. 

–  Are the field names descriptive? The column headings in Excel might not be 
appropriate as field names in Access. 
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Importing From A Text File 
•  Access also has the capability of importing data from text and Word 

files. 
•  Typically, these files would have data organized in tables.  In Word, 

these tables would have actual rows and columns.  In true text files, 
the tables are generally implied by the separation of columns.  This 
separation is done using delimiter characters.  A delimiter is a 
character such as a tab or comma that separates the fields.  The rows 
in the text tables will be imported as records (rows) into the Access 
table. 

•  In our scenario, lets assume that the golf course has been keeping 
information about the donors for the event in a text file and we will 
now import that data into our database. 

•  Follow the next set of slides to accomplish a text file import. 
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Open the PuttsDonors.txt 
file in Notepad. 

Notice that this text file has 
a tabular appearance 
which was created with tab 
characters (not visible by 
default).  Also there are 
column headings. 

Note:  when you open this file in Notepad, it might 
not look as pretty as the one shown below.  This is 
because Notepad does not save font formatting, 
but it does save the tabs, so don’t worry, the data 
will be retrieved properly. 
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In Access, click the 
External Data tab and this 
time select Text File. 

The Get External Data – 
Text File dialog box will 
open.  
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In this dialog box, navigate 
to where you stored the 
PuttsDonors.txt file and 
choose it.  Select Append a 
copy of the records to the 
table and select the 
tblParticipant table.  

Then click OK. 
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Access will realize that the 
text file contains columns 
that are delimited by tabs 
or commas. 

Click Next. 



CGS 2545: Database Concepts  (Lab #5)              Page 47              © Dr. Mark Llewellyn 

Tell Access that the file 
columns are delimited by 
tabs., and then click to 
select the First Row 
Contains Field Names 
check box. 

Click Next. 



CGS 2545: Database Concepts  (Lab #5)              Page 48              © Dr. Mark Llewellyn 

Click Finish. 
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An error occurred because 
one of the records that we 
were importing contained a 
ParticipantID value that 
was already in the table.  
Thus we violated the key 
integrity.   

Click No. 
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Click OK. 
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Click OK. 
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Click Cancel. 
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Let’s assume that an error was made 
entering this data into this text file and 
that for the first row of data, the 
intended value of the ParticipantID was 
supposed to be 32 not 30. 

Modify the text file to show the correct 
id value and then save it and repeat 
the previous steps to properly import 
this data. 
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After modifying the text file 
and repeating the steps, the 
data was imported properly 
into the tblParticpant table 
and we now see the three 
new donors. 

Close the table. 
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Entering Data Manually  
•  If the data that you need to enter into your database does not already 

exist in another form, then the data may be entered directly into the 
tables in Access. 

•  You’ve dealt with both techniques for manually entering data into 
Access tables in earlier labs.  The two techniques are from the 
Datasheet view or from a form. 

•  We’ll look at a few aspects of manual data entry from the Datasheet 
view over the next few slides. 
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Open the TblOrder table in 
Datasheet view. 

Move to the append row 
and in the AmountPaid 
column begin to type 200.  
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Notice that when you begin 
to type the number 200, a 
pencil icon appears in the 
record selector on the left 
side of the table.  The 
pencil icon means that the 
record is actively being 
modified.  Also notice that 
the OrderID field was filled 
in with “12”.  This 
happened because the 
OrderID field has a data 
type of AutoNumber 
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Press the Tab key to 
continue filling in the record 
with a MethodOfPayment 
of CC, leave the 
ResortRoomNumber 
empty, and type 1 in 
ParticipantID. 

Press the Tab key to go to 
the next record.  The pencil 
icon will disappear.  Unlike 
Word and Excel, Access 
will have immediately 
saved the data change. 

Close the tblOrder table. 
Notice that Access did not 
ask you if you wanted to 
save changes…they were 
already saved. 
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Open the tblOrderLine 
table, click in the OrderID 
column of the append row 
and enter the value 12. 

Continue filling in the 
append row with LineNum 
= 1, ItemID = G1, and 
Quantity = 1. 

Close the table.  
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Data can be deleted from a 
table easily in Datasheet 
view.  Simply right click on 
the record selector for the 
row to be deleted.  Then 
select Delete record from 
the pop-up selection menu. 

Let’s delete golfer Kate 
Neidhart from the 
tournament. 
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Click Yes. 

Close the table. 
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You can also modify table 
schemas by deleting fields 
from the datasheet view.  
Note that this is not a very 
common operation, but 
we’ll illustrate it here. 

Suppose we no longer wish 
to record the Corporate 
Phone Number in the 
tblParticipant. 

Point to the column 
heading until the curso 
changes to a black down 
arrow, then click so the 
entire column is highlighted 
as shown. 
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Since this type of delete 
cannot be undone, Access 
will ask you if you are sure 
you want to proceed. 

Click Yes, then close the 
table. 
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If you reopen the table, 
you’ll notice that the 
CorporatePhoneNumber 
column is now gone. 
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Assessment Point #1 
•  At this point you’ve been exposed to several different techniques to 

enter data into Access tables. 

•  Be sure that you are familiar with the basic techniques for each of 
these methods.  

•  Once you’re fairly certain you understand each technique, then move 
on to the next part of this lab which will deal with table creation.   
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Table Creation In Design View 
•  In our golf event scenario, you’ve been charged with maintaining the 

database to keep track of corporations who are involved with the 
tournament. 

•  You do not have a source that you can import, so you will need to 
design and create a new table to maintain this data. 

•  As we dealt with table design extensively in class, what we’ll focus 
on here is now to implement a table design in Access.   

•  As you are aware, part of the design of any database table is 
deciding what data types should be applied to a given field 
(attribute). 

•  Let’s augment the PuttsForPaws database with a new table to 
maintain information about the corporations involved with the 
tournament. 



CGS 2545: Database Concepts  (Lab #5)              Page 67              © Dr. Mark Llewellyn 

Click the CREATE tab and 
then click Table Design in 
the Tables group. 

Access will open a blank 
table in Design View as 
shown on the next page. 
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1.  Enter CompanyName for 
the Field Name, then tab 
to the Data Type column 
and select Short Text, 
finally, enter Company 
name for the Description.   

2.  With the Description field 
highlighted, in the Field 
Properties box, enter 50 
for the field size (default is 
255).  
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Continue entering the data as 
shown in this screen shot.  
Make the field sizes as 
follows: StreetAddress and 
City = 40, State = 2, ZipCode 
= 10, PhoneNumber = 14 
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Save the new table with the 
name tblCorporate. 
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Click No, we’ll define a 
primary key later. 

Close the table. 
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Changing Data Type 
•  You can change the size of a data field in Access quite easily. In 

the field needs to be made longer, you can change it without 
concern.  However, if the field is made shorter, and there is data in 
the table that require a length longer than the resulting length will 
be, you can truncate those values.  Access will warn you if data 
may be lost due to a change in field size.  You can elect whether 
or not to proceed. 

•  We’ll change the data field length to a longer value on the next 
couple of slides. 
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Open the table tblItem in 
Design view.  Notice that the 
Notes field is defined as short 
text.  Modify it to be Long Text 
by clicking in the Data Type 
column and selecting Long 
Text. 
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Notice that Long Text no 
longer impose a field size – it 
does not show the maximum 
field length.  
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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.  

•  Delete any tables you create at the end of this step. 
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Creating An Input Mask 
•  One of the nice features of a DBMS is that it can ensure that data is 

entered, stored, and displayed in a consistent manner. 
•  Masks and formatting are two of the methods that Access uses to ensure 

this consistency. 
•  Input masks are used to ensure that data is entered in a consistent 

fashion for any field for which an input mask is defined.  For example, 
phone numbers can be typed as (555) 555-5555, 555-5555, or 
555-555-5555. 

•  An input mask defines a consistent template and provides the 
punctuation, so you do not have to type it. 

•  Access contains wizards that will create automatic masks for Social 
Security numbers, zipcodes, passwords, file extensions, dates, and times. 

•  You can also create your own custom masks.  You will now create an 
input mask. 
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Open the tblCorporate table in 
Design view and select the 
PhoneNumber field. 

In the Field Properties pane, 
click in the Input Mask box. 

Click the … box to start the 
Input Mask Wizard. 
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Access will suggest a format.   

Let’s accept this template 
value.   

Click Next. 
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This means that the area code 
is optional and will be 
enclosed in parentheses if 
present. 

The ! means that the 
characters should be typed 
from left to right. 

Click Next. 
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Select With the symbols in the 
mask, like this. 

Click Next. 
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Click Finish. 

Save the changes to the 
table’s design. 
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Enter the data shown above 
into the tblCorporate table.  

Notice how the input mask 
operates as you enter the 
various phone numbers. 
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Lab Assignment #5 
Lab Assignment #5 – Due April 11th  by 11:59 pm (WebCourses time) – 25 points 

Import the four Excel worksheets contained in the spreadsheet  
“suppliers-parts-jobs-shipments.xslx” available on the course website and WebCourses to create a new 
blank  Access database named SPJX.accdb.  Create four tables in the new database from the Excel 
worksheets mentioned above. 

Adjust the field definitions as follows: 

    In the Suppliers table, the status field is an integer, all others are short text. 

    In the Parts table, the weight field is an integer, all others are short text. 

    In the Jobs table, the numworkers field is an integer, all others are short text. 

    In the Shipments table, the quantity field is an integer, all others are short text. 

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

Provide screen shots from the design view of the table which clearly illustrate your input masks.  Add 
some additional data into each table using datasheet view to enter the data. 

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

      HW05_LastNameFirstName.accdb 
 


