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Lab #5

 The objective of this lab 1s 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 1s created.

« As with the earlier labs, this lab 1s 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.
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Lab #5 — Downloads

* To complete this lab, you will need to download the following
files from either WebCourses or the course website.

PuttsForPaws.accdb
PuttsGolfers.xlsx
PuttsContacts.xlIsx

PuttsVolunteers.xlsx

A e

PuttsDonors.txt

r
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Lab #5 — Background

« We’ll start with the PuttsForPaws database which you can
download from WebCourses or the course website.

» This database 1s 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 1s
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.

{
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Lab #5 — Background

* Your database 1s not designed to track whether a participant 1s
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 1s 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.

r
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Lab #5 — Table Design Features

* 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:

r
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PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 file fo...

v

HOME CREATE EXTERNAL DATA DATABASE TOOLS

% Cut ,3 4 Ascending Y Selection == New Z g TN a
ABc (]
v

ER Copy _ &4 Descending —=' Advanced a8 Save _
Paste Filter Refresh s Find

¥ Format Painter '# Remove Sort Y. Toggle Filter All x Delete ~ |

Views Clipboard M Sort & Filter Records Find Text Formatting

All Access Obje... @ «

Search. yo
Tables A

EH tblitem

ER tblorder

e Step 1 — Open the
Queries tblParticipant table
B8 qryOrderOver1000
Forms

E frmltem

Reports

E rptTournamentOrders

NUM LOCK
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BEH S - s TABLE TOOLS PuttsForPaws : Database- G:\CGS 2545 - Database C.. 7 — 0O X

HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in |>
b/s % X Cut Y 2l Ascending Y Selection ~ ’/ == New Z H 2ac ’Calibri (Detail) v I11 v|i= iz
[ﬁ] ER Copy ] Zl Descending Yﬂ Advanced ~ o Save 3 ] 2~ B I U =& 1 B .
View ste Filter Refresh Find ) -
v ~Rauyat Painter 7# Remove Sort 'Y Toggle Filter All~ X Delete ~ D v [y ~ A - i & v EEE=E ﬁ v
Views Clipboard I Sorf& Filter Step 2 _ The table W|" Open in Text Formatting M -~
All Access Obje... ® « || = tolPartiapant the Datasheet view. Select _ _ *
[rom— yo ParticipantlD -  LastName the Design View from the City ~ | State ~ ZipCode -~ | Conta
abies N Last T y— inta Fe NM 87508 (505) 5
2 Trujillo nta Ana Pueblo NM 87045 (505) 5
= tolitem 3 McShane  lan 823 4th St NW Albuquerque NM 87106 (505) 5
B tbiorder 5 Fresquez Marge 534 Asiento Blvd Pueblo NM 81232 (505) 5
EH tblOrderline 8 Maestas Marcus 83 Vuelta Rancho Santa Fe NM 87508 (505) 5
T tblParticipant 9 Marquardt  Keith 228 E AlejoRd Palm Springs CA 92262 (760) 5
Queries A 11 Neidhart Kate 54 EDonaRosa Tr Las Vegas NM 87701 (505) 3
= qryOrderOver1000 15 Reed Thomas 743 Windstone Dr. Albuquerque NM 87105 (505) 5
Forms " 16 Reid Cynthia 158A Calle Derecho Las Vegas NM 87701 (505) 5
B frmitem 17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502 (505) 5
Reports A 19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507 (505) 5
B rotfournamentOrders 20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507 (505) 5
21 Schilling John 15365 Sombra Del Monte SantaFe NM 87508 (505) 5
24 Thomas Joe 4355 Celsior St Brougham CA 92267 (760) 5
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003 (505) 5
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001 (505) 5
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506 (505) 5
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003 (505) 5
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044 (505) 5
*
Record: M < [10f19 | » M| & [search | [[«] ]
: que ID de s € p P O 18 2
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Ed

HOME

£l B

View

Key
Views

Primary Builder Test Validation

E TABLETOOLS  PuttsForPaws: Database- G:\CGS 2545 - Database Concepts... ? - 0O X
CREATE EXTERNAL DATA DATABASE TOOLS DESIGN The Design view of the table Signin
= 2= Insert Rows — = r\ tblParticipant in the
o =X Delete Rows — = ) ) PuttsForPaws database.
- ) Property Indexes Create Rename/ Reld
Rules EQ Modify Lookups Sheet tos~ Delete Macro

Tools Show/Hide ield, Record & Table Events Relationships -~
= tblParticipant \, X

All Access Obje... @ «

Search.
Tables
EH tblitem
iz
iz
= tblParticipant
Queries

@ qryOrderOver1000

tblOrder

tblOrderLine

Forms
E frmltem
Reports

o)

X

»

»

»

rptTournamentOrders

Field‘Name

Data Type Description (Optional)
B Number A unique ID that identifies each participant
LastName Short Text Last name
FirstName Short Text First name
StreetAddress Short Text Street Address
City Short Text City
State Short Text State abbreviation
ZipCode Short Text Five digit zip code
ContactPhoneNumber Short Text Phone number for the individual participant
CorporatePhoneNumber Short Text Phone number for the corporation the participant represents
Field Properties
' General ‘.Lookup‘
Field Size Long Integer
Format
Decimal Places Auto
Input Mask
Caption
Default Value A field name can be up to 64 characters long,
Validation Rule including spaces. Press F1 for help on field
Validation Text names.
Required Yes
Indexed Yes (No Duplicates)
Text Align General
ol 0 [EIN &4
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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 1s stored, entered, and processed.
If you select the ParticipantID field, you can see that its Field
Size 1s Long Integer.

"
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B H S - - TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Concepts... ? - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
E I\ §f= By [ & =5 B
: . - —  ZX Delete Rows - - Ca S e
View  Primary Builder Test Validation - ) Property Indexes Create Data Rename/ Relationships Object
v Key Rules EQ Modify Lookups  gpheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships -~
- H tblParticipant \ X
All Access Obje... ® «||= s\ =
Search yo Field Name Data Type Description (Optional) =
are ¥ participantID Number A unique ID that identifies each participant
Tables ~ [ LastName Short Text Last name
B toiitem FirstName Short Text First name
EH tblOrder StreetAddress Short Text Street Address
B3 tblorderLine iy Short Tex City
= State Short Teft tate abbreviation
E tblParticipant . S
. ZipCode digit zip code
Quenes . ContactPhoneNumber number for the individual participant
& anyOrderOver1000 CorporatePhoneNumber Phone \umber for the corporation the participant represents
Forms S -
El frmitem Field Properties
gt 2 1| [ General [Lookup| Some of the specifics of the various
@  rptTournamentOrders Field Size 25 data types in this table. Previous
ot Miask slide illustrated a Number type.
Caption
Default Value
Validation Rule A field name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required No names.
Allow Zero Length Yes
Indexed No
Unicode Compression  Yes
IME Mode No Control
IME Sentence Mode None
Text Align General
pesig < 0 D g elp O iE L
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Importing Data

Access 1s somewhat unique in the world of DBMSs in that it 1s 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 1s 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.

r
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BE H © - & - = PuttsForPaws: Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in f
N % Cut Y 8| Ascending Y - T = New . i 3% Calibri (Detail) M =
‘i"A' * —tErcopy : Zl Descending T~ H Save v . 2+ B I U 5=é& B .
View Paste ) Filter — Refresh— Find .
. ¥ Format Painter Remove Sort Y All ~ X Delete ~ =~ g 2~ Switch back to the Datasheet
Views Clipboard 5 Sort & Filter Records Find view of the tblParticipant table. |~
All Access Obje... @ « 3 tolParticipant \ (Select thg Datasheet view X
Search. yo ParticipantlD - LastName -  FirstName -~ streetaddress | from the View option menu.) Co
. N l Last First 1563 Catalina Dr (50
2 Trujillo John 427 Kanengiser Rd Santa Ana Pueblo NM 87045 (50
= toltem 3 McShane  lan 823 4th St NW Albuguerque NM 87106 (50
B toiorder 5 Fresquez Marge 534 Asiento Blvd Pueblo NM 81232 (50
EH tblOrderline 8 Maestas Marcus 83 Vuelta Rancho Santa Fe NM 87508 (50
T tblParticipant 9 Marquardt  Keith 228 EAlejo Rd Palm Springs CA 92262 (76
Queries A 11 Neidhart Kate 54 EDonaRosaTr Las Vegas NM 87701 (50
= qryOrderOver1000 15 Reed Thomas 743 Windstone Dr. Albuquerque NM 87105 (50
Forms ~ 16 Reid Cynthia 158A Calle Derecho Las Vegas NM 87701 (50
5 frmitem 17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502 (50
Reports 2 19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507 (50
20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507 (50
E rptTournamentOrders
21 Schilling John 15365 Sombra Del Monte Santa Fe NM 87508 (50
24 Thomas Joe 4355 Celsior St Brougham CA 92267 (76
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003 (50
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001 (50
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506 (50
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003 (50
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044 (50
*
Record: M «[10f19 | » » »i [ ¥ 'Search K ]
i que ID that ide es each participa 0 =
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A= v

FILE HOME CREATE
b/‘ 3 Cut

= Em Co
View Paste Py

v Format Painter
Views Clipboard Mu

All Access Obje...

Search...

Tables

B3 tblitem

ER tblOrder

ER tblOrderLine

T tolParticipant
Queries

@ qryOrderOver1000
Forms

E frmitem
Reports

| rptTournamentOrders

) «

Jo

A
A

»

»

»

PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS O X
EXTERNAL DATA  DATABASETOOLS  FIELDS  TABLE On a Windows 7 0: 8tf1y8|tem’ Sign in
move your mouse 1o the iower
?lAscending Y- =] New z H ad . y
2| Descending T s H. o 5 right corner of the computer
Filter Fesce" "9 BT fresh ioavle é find || screen and the Charms will be
iemove Sort - te ~ v " . . .
e Al e displayed along the right side
Sort & Filt Record Find .
jT;'t” Sl "“I'| of the screen. Click the Search :
. rtf” _'c'pat':D“- — - - charm. Inside the search box |~
articipan »  LastName ~  FirstName -~ reetAfd . Code ~

that will r at the t f th
il Last First 1563 Catalinfa [ a aptpeaEa | e topotthe E
2 Trujillo John 427 Kanengjse SEED, Sllss = 5 S
3 McShane lan 823 4th St NW Note that this is NOT the 6 E
5 Fresquez Marge 534 Asientp Bl Search box shown at the 2 c
8 Maestas Marcus 83 Vuelta Rand bottom of the Access windo 8 :
9 Marquardt  Keith 228 EAlejp Rd wi W. 2 (7
11 Neidhart Kate 54 E Dong Rosa See next screen. 1 L
15 Reed Thomas 743 Windstone 5 C
16 Reid Cynthia 158A Calfe Der 1 Kk
17 Romero Joseph 819 Callg Don . . 2 S
19 Sanchez Ricardo 158 Tesfique Alternatlv_ely’ _you el JUSF start 7 E
20 Sanchez Julie 158 Teshque vi_EXCel, Which is often easier. b7 :
21 Schilling John 15365 Jombra Del Monte Santa Fe NM 87508 Kk
24 Thomas Joe 4355 Cplsior St Brougham CA 92267 (
26 Trent Eileen 433 Tgrtuga Ln Las Cruces NM 88003 S
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001 E
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506 Kk
30 Fox Jeff 1509]Las Cruces Drive Las Cruces NM 88003 c
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044 E

*

Record: 4 < [10f19 | » M » Search 4| )

A unique ID that identifies each participant
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. — |excel ?2 [ - A
This is the PuttsGolfers spreadsheet. It is . In Excel, drag to

jaa HOME 1 an Excel worksheet. You’ Il need to VIEW select cells A1
download this spreadsheet from . - B Conditional Formatting~ & through 19.
WebCourses or the course website. ,
Paste I == B < o 1 2. Onthe Home tab,
X i =768 5 [9 Cel Styles - in the clipboard
Clipboard ; Alignment % Number & group, click Copy to
copy these cells.

Calibri

[:‘ Format as Table -

Al : « || ParticipantlD

D H l

| \ ContactPhone CorporatePhone
[ParticipantID [LastName  FirstName StreetAddress City State ZipCode Number Number

50 Druplet  Brenda 1522 Watson Ln LasCruces NM '88001 (505) 555-1835
51 Maestas Marcus 83 Vuelta Rancho Santa Fe NM 87508 (505) 555-2525
52 Marquardt Keith 228 E AlejoRd Palm Springs CA 92262 (760) 555-4836
53 Nelson  Kris 915 Somerset Ln lasCruces NM 88018 (505) 555-4103 (505) 555-1800
54 Nelson ~ Rodney 915 Somerset Ln lasCruces NM 88018 (505) 555-3237 (505) 555-1800
55 Romero  Maria 819 Calle Don Roberto Santa Fe NM 87502 (505) 555-3242
56 Thomas  Joe 4355 Celsior St Brougham CA 92267 (209) 555-3227
57 Thomas  Lois 4355 Celsior St Brougham CA 92267 (209) 555-3227

1
2
3
4
5
b
7
8
9

b | b | b | -
W N s O

s
b~

Golfers

H E
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EH © * © 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in ’7
b /‘ By X Cut 21 Ascending T @ =) New > H ab. [Calibri (Detail) - |11 v|i= iz
fiﬂ] D ER Copy _ Zl Descending o~ - Save v ] 2~ B I U 3=& B .
View Paste | Filter ﬁ Refresh Find ) ] e
- - ¥ Format Painter Remove Sort Y All~ Delete D' [} v A - a5 & v = = = éﬁ v
Views Clipboard rx Sort & Filter Records Find Text Formatting rx -~
All Access Obje... ® « || = tiparticpant \ x
Search. yo ParticipantlD ~ LastName - FirstName -~ StreetAddress - City ~ State - ZipCode -~ Co
Tables m 1 Last First 1563 Catalina Dr Santa Fe NM 87508 (50
2 Trujillo John 427 Kanengiser Rd Santa Ana Duchln NAM 7045 (50
= toltem 3 McShane  lan 823 4th St NW | Back in Access in  B7106 (50
B tolorder 5 Fresquez Marge 534 Asiento Blvd the tblParticipant  p1232 (50
EH tblOrderline 8 Maestas Marcus 83 Vuelta Rancho table, position the Pp7508 (50
= tblParticipant 9 Marquardt Keith 228 EAlejo Rd cursor on the 2262 (76
Queries A 11 Neidhart Kate 54 € Dona Rosa Tr append row (in R7701 (50
= qryOrderOver1000 15 Reed Thomas 743 Windsto / Datasheet view) 37105 (50
Forms A 16 Reid Cynthia 158A Ca erecho : 37701 (50
5 frmitem 17 Romero Joseph 819.€alle Don Roberto Santa Fe NM 87502 (50
Reports A 19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507 (50
20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507 (50
E rptTournamentOrders
21 Schilling 15365 Sombra Del Monte SantaFe NM 87508 (50
24 Thomas Joe 4355 Celsior St Brougham CA 92267 (76
Eileen 433 Tortuga Ln Las Cruces NM 88003 (50
Jacque 23 Calle Montoya Bernanillo NM 87001 (50
Mary 157 Green Galliard Rd Agua Fria NM 87506 (50
Jeff 1509 Las Cruces Drive Las Cruces NM 88003 (50
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044 (50
Record: 4 4[200f20 | » M 4 \[searcn | [[«] ]
; que ID that ide es each pa pa O i= 4
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BEH S ¢* © 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE ign in ’T
Y /= Yoo ¥ SlAscending Y- [N mNew 3 CI!ck the Paste o_ption from the
e E®) Copy T Deccending 79~ =0 Hse =% - Clipboard group in Access.
View Paste Filter Refresh Fin
- - ¥ Format Painter 7.# Remove Sort Y All ~ < Delete ~ D v
Views Clipboard P Sort & Filter Records Find Text Formatting P ~
All Access Obje... ® «||Z toiparticpant \ g
Seorch. yo ParticipantlD - LastName ~ FirstName -~ StreetAddress v City ~  State - | ZipCode ~
Tables a 1 Last First 1563 Catalina Dr Santa Fe NM 87508 :
: 2 Trujillo John 427 Kanengiser Rd Santa Ana Pueblo NM 87045 G
= tolitem 3 McShane  lan 823 4th St NW Albugquerque NM 87106 :
EH tolorder 5 Fresquez Marge 534 Asiento Blvd Pueblo NM 81232 .
EH tblOrderline 8 Maestas Marcus 83 Vuelta Rancho Santa Fe NM 87508 :
T tblParticipant 9 Marquardt  Keith 228 E AlejoRd Palm Springs CA 92262 (7
Queries A 11 Neidhart Kate S54EDonaRosaTr Las Vegas NM 87701 .
= qryOrderOver1000 15 Reed Thomas 743 Windstone Dr. Albuquerque NM 87105 G
Forms A 16 Reid Cynthia 158A Calle Derecho Las Vegas NM 87701 E
5 frmitem 17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502 G
Reports 4 19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507 E
- 20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507 G
rptTournamentOrders
21 Schilling John 15365 Sombra Del Monte Santa Fe NM 87508 E
24 Thomas Joe 4355 Celsior St Brougham CA 92267 (7
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003 :
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001 G
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506 E
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003 c
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044 k
* |
Record: M 4 Moo| ¥ ' [Search [«] |
A unique ID that identifies each participant NUM LOCK
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E H © C 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
l‘/‘ X Cut 2| Ascending ¥ ” S = New 2. ﬁ When you click the Paste button, a
\fiﬂ ; ER Copy - Zl Descending '1:] v S H Save A\B/c . pop-up will appear Informlng you of
ew ‘aste iter - efres N4 . . . . '
v Format Painter Remove Sort All ~ X Delete ~ D N the Impendlng insertion. Click Yes.
Views Clipboard M - Sort & Filfer Records Notice that the recordS tO be ~
. — = iG : X
All Access Obje... @ «|| = tiparticpant \ inserted are already shown. When |
ParticipantlD -~ LastName -~ FirstName -~ Str . . . . c e v |
Search. o e ' you click Yes, the highlighting will .
1 Last First 1563 Cdts ] c ]
Tables 2 N remain on the newly inserted
E 2 Trujillo John 427 Kfane . )
= tbiltem 3| McShane lan g2/4th 5| records until you click somewhere |
ER tblorder S Fresquez  Marge 574 asier| ©lS€.. If you click No, the records |
EH tblOrderline 8 Maestas Marcus 3vueltd Will disappear immediately. ,
= tblParticipant : Parm Sprimngs CA 92762
Queries A Las Vegas NM 87701
B3 qryOrderOver1000 A You are about to paste 8 record(s). Albuquerque L s
Forms A i ) Las Vegas NM 87701
E] I ~—  Areyou sure youvant to paste these records? rto Santa Fe NM 87502
No Rd Agua Fria NM 87507
Reports X =
Rd  AguaFria NM 87507
i rptTournamentOrders o
21 Schilling John 15365 Sombra Del Monte SantaFe NM 87508
24 Thomas Joe 4355 Celsior St Brougham CA 92267
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044
50 Druplet Brenda 1522 Watson Ln Las Cruces NM 88001
51 Maestas Marcus 83 Vuelta Rancho Santa Fe NM 87508
£ 52 Marquardt  Keith 228 E AlejoRd Palm Springs CA 92262 3
Record: M 4 200f27 | » M » : Search | [ ' ]

A unique ID that identifies each participant NUM LOCK
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BE 3. 3 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
FILE HOME CREATE DATABASE TOOLS FIELDS TABLE Sign in ’T
N = Ko Y 5| Ascending Y - T = New calibii 05 Close and save the
V.’M—Aﬂ ER Copy . %l Descending T~ H Save v . 2~ B I L tbIParticipant table.
View Paste Filter Refresh Find :
. . ¥ Format Painter RemoveSort Y All~ x Delete ~ D v v .A 4
Views Clipboard P Sort & Filter Records Find Text Formatting P -~
All Access Obje... @ « || = tipartiapant \ :
[—— yo ParticipantlD ~ | LastName ~ | FirstName -~ StreetAddress v City - State - ZipCode ~ |-
—— B 9 Marquardt  Keith 228 E AlejoRd Palm Springs CA 92262
: 11 Neidhart Kate 54EDonaRosaTr Las Vegas NM 87701
= tolitem 15 Reed Thomas 743 Windstone Dr. Albuquerque NM 87105 I
EH tolorder 16 Reid Cynthia 158A Calle Derecho Las Vegas NM 87701
EH tblOrderline 17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502
T tblParticipant 19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507
Queries A 20 Sanchez Julie 158 Tesuque VillageRd  Agua Fria NM 87507
= qryOrderOver1000 21 Schilling John 15365 Sombra Del Monte Santa Fe NM 87508
Forms " 24 Thomas Joe 4355 Celsior St Brougham CA 92267
BB frmitem 26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003
Repocts & 27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001
- 29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506 B
rptTournamentOrders )
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044
[ s0 Druplet Brenda 1522 Watson Ln Las Cruces NM 88001
51 Maestas Marcus 83 Vuelta Rancho Santa Fe NM 87508
52 Marquardt  Keith 228 E AlejoRd Palm Springs CA 92262
53 Nelson Kris 915 SomersetLn Las Cruces NM 88018
—> 7 54 Nelson Rodney 915 Somerset Ln Las Cruces NM 88018
55 Romero Maria 819 Calle Don Roberto Santa Fe NM 87502
56 Thomas Joe 4355 Celsior St Brougham CA 92267
57 Thomas Lois 4355 Celsior St Brougham CA 92267 -
Record: M 4 @ » oo | T ' [Search [«] |

Five digit zip code
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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 1s quite useful as Excel 1s 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.

"
CGS 2545: Database Concepts (Lab #5) Page 22 © Dr. Mark Llewellyn S’)j




I - PuttsContacts - Excel 7 EH - 0 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
A vy = v 1t " v r(Ecn v -

% Calibri Ju caa ==E %p/v E:’ General Fé]CondltlonaI Formatting : Insert Z éY H

: ER - $~% 9 [}Format as Table ~ i/ Delete ~ ' Gon % Fnd
t v MRS My, y === &&= v o ort In

y B 1 U - 2 AT EE=EE R G 0 DCeIIStyles' B Format & Fiker~ Select ~
Clipboard Font M Alignment  Number Styles Cells Editing A
Al v fe || ParticipantID v

A B C D E F G H I ] [~

1 ‘ParticipantIDlLastName FirstName CorporatePhoneNumber StreetAddress City State ZipCode ContactPhoneNumber
2 40 Levant  Ronald  (505) 555-1200 672 N Mesquite St  Las Cruces NM 83001 (505) 555-3878
3 41 Dearman Seth (505) 555-1000 1717 Junior HillsRd Santa Ana Pueblo NM 87044 (505) 555-9217
4 42 Reed Thomas  (505) 555-2000 43 Windstone Dr.  Albuguerque NM 87105 (505) 555-7943
5 .
; Open the Excel spreadsheet titled PuttsContacts.
7 | You should see this screen.
¢ | Notice that the data in this table looks like the tbIParticipants table in many ways. However, the
9

corporate phone number immediately follows the participant’ s name in this table rather than being at

0| the end of the record as it is in the Access table. An import from Excel into an existing Access table is

11| ideal for this type of import because as long as the columns have the same name, Access will match up

12 | the columns, skipping any missing columns.

same order.

Close Excel.

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

#H B M

CGS 2545: Database Concepts (Lab #5)
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v

HOME CREATE

% Cut
ER Copy
aste

Format Painter

Views Clipboard

All Access Obje...

Search.
Tables
EH tblitem

EH tblOrder

EH tblOrderline

] tblParticipant
Queries

@ qryOrderOver1000
Forms

-3 frmltem

Reports
Ei rptTournamentOrders

CGS 2545: Database Concepts (Lab #5)

PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil...
EXTERNAL DATA

DATABASE TOOLS
== New
. Refresh — Find
Remove Sor I All x Delete ~

Sort & Filter Records Find Text Formatting

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.)

NUM LOCK
X -
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil... 2

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS
% Cut 7| Ascending Y > &k 2

Paste

Yicws ¢ Select the source and destination of the data { v
All Access

Search... Specify the source of the definition of the objects.

Tables v
R tblitem File name: | :\Users\Mark Llewellyn\Documents\

EH tblOrder
EH tblOrderling
1 tblParticipa

Quernies

Specify how and where you want to store the data in the current database.

(® Import the source data into a new table in the current database.

@ OrderO If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwritg i
F  Qryorderlv contents with the imported data. Changes made to the source data will not be reflected in the database.

Forms

E_?_-| frmitem (_) Append a copy of the records to the table: »tblltem

Reports If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
P Changes made to the source data will not be reflected in the database.

Ei rptTournam
() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes m i Lgﬂ_will
be reflected in the linked table. However, the source data cannot be changed from withi Clle Browse navigate to where
H)

you saved the PuttsContract.xlsx
file, click it, and the click Open.

Cancel

NUM LOCK
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil.. 2 — 0O X

HOME CREATE EXTERNAL DATA DATABASE TOOLS
% Cut 4 Ascending Y, = New Z

Select the source and destination of the data

All Access Obj

Search.. Specify the source of the definition of the objects.

Tables )
B3 tolitem File name: | G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsContacts.xlsx

EH tblOrder

B3 tblOrderline Specify how and where you want to store the data in the current database.
] tblParticipant

. () Import the source data into a new table in the current database.
Queries

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
'_’Q-J qryOrderOver1000 contents with the imported data. Changes made to the source data will not be reflected in the database.

Forms

E frmitem
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Reports Changes made to the source data will not be reflected in the database.

Ei rptTournamentOrd

(® Append a copy of the records to the table: thPaltlupant v

@) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.

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. . Ok . Cancel

NUM LOCK
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil.. 2 — 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS

(®) Show Worksheets
(")\show Named Ranges

Sample data for worksheet 'Corporate contacts',

Parti¢ipantID [LastName [FirstName CorporatePhoneNumber [StreetAddress City

140 Levant Ronald (505) 555-1200 672 N Mesquite St [Las Cruces

141 Dearman [Seth (505) 555-1000 1717 Junior Hills Rd [Santa Ana P
142 Reed Thomas (505) 555-2000 743 Windstone Dr. Rlbugquerque

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.

Click Next.

NUM LOCK
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All Acces

Search.
Tables
EH tblitem

=

PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil...

Microsoft Access can use your column headings as field names for your table. Does the first
row specified contain column headings?

Pa&ticipantID

LastName

FirstName

CorporatePhoneNumber

StreetAddress City

140
21

Levant
Dearman

Ronald
Seth

(505) 555-1200
(505) 555-1000

Las Cruces
Santa Ana P

672 N Mesquite St
1717 Junior Hills Rd

?

142 Reed Thomas (505) 555-2000 743 Windstone Dr. Rlbugquerque

-3| frmltem

Reports

|

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.

NUM LOCK

S .
-
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s PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil...
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS

%Cut ' :z\,;l-:cendmg Y.

-

Views : That's all the information the wizard needs to import your data.

All Acces:

Search...
Tables

&3 toitem Import to Table:
EE tblOrder tblParticipant

B tblOrderli
1 tblParticip
Queries

@ qryOrderQ
Forms

@ frmitem
Reports

E rptTourna

I would like a wizard to analyze my table after importing the data.

Click Finish.

NUM LOCK
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PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil... 2

v

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS

A /

. . _ A = NP _ = —
X
g

Save Import Steps ‘ -/ .

Views C

Al | ACCQSS Finished importing file ‘G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsContacts.xlsx’ to table ‘tbIParticipant’.

Search.
Tables
B3 tblitem [] save import steps
EH tblOrder

EH tblOrderling

1 tblParticipa

Queries

@ qryOrderOv

Forms

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

=]

= 11. Don’tcheck the save
Repo import steps, we won’ t be
| repeating the process.

Click Close.

NUM LOCK
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BB H - & - s PuttsForPaws: Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in l
== ] Text File = _ ~ U— FAAccess
> @? @ ERXMLFile 2 ‘[:IU @ @ =1 Efly Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF Email
Imports  Manager Database ' # More~ Exports File  File orXPS 5 More -
Import & Link Export
All Access Obje... @ « || F toiparticpant \ ”
Seorch. yo ParticipantlD - LastName ~ FirstName -~ StreetAddress v City ~  State - ZipCode ~ |-
. N 17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502
19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507
= tolitem 20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507
EH tolorder 21 Schilling John 15365 Sombra Del Monte Santa Fe NM 87508
ER tblOrderLine 24 Thomas Joe 4355 Celsior St Brougham CA 92267
3 tblParticipant 26 Trent Eileen 433 Tortugadn Lacfricoc ALA 88003
Queries % 27 Brevard Jacque 23 calle Mo, Open the tblParticipant 87001
=0 qryOrderOver1000 29 Winston Mary 157 Greend table and you will now 87506
Forms A SNa LS ezl see the three new E
ER frmitem 31 Silva Jacki 1509 Main S Corporate contacts 87044
—> 40 Levant Ronald 672 N Mesq . 83001
Reports A | entered into the table.
B rptTournamentOrders o 41 Dearman Seth 1717 Junior Th h L. ID 87044
—> 42 Reed Thomas 743 windst{ 1€y have participantlDs 87105
50 Druplet Brenda 1522 Watso of 40-42. 88001
51 Maestas Ma.rcus 83 Vuelta. R Close the table. 87508
52 Marquardt  Keith 228 E Alejo 92262
53 Nelson Kris 915 Somers 88018
54 Nelson Rodney 915 Somers 88018
55 Romero Maria 819 Calle Don Roberto Santa Fe NM 87502
56 Thomas Joe 4355 Celsior St Brougham CA 92267
57 Thomas Lois 4355 Celsior St Brougham CA 92267
*
Record: M < [10f30 | » » | T Search K

{
A unique ID that identifies each participant NUM LOCK Em

> | |
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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, 1nto 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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H € S PuttsVolunteers - Excel T EH - 0 X

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
L o] = ' . . - . .
% Calibri M A A T == D S »General | F[:]Condltlonal Formatting : Insert > ,%Y H
: EE R ' $ + % » [JFormatasTable =X Deleta—x— L1 -
‘aste v bEE Ay y = = = &= 3= v 1ot
BIU- . O-A- E=E=&EE B o o (57 Cell Styles ~ Open the Excel
workbook named
Clipboard Font M Alignment  Number Styles PuttsVolunteers.xlsx
Al v fe || Volunteer Information for Putts for Paws available on
WebCourses or the
A B C : G H course website.
1 |Volunteer Inforthation for Putts for Paws Nsiee freh (s
2 worksheet contains
3 Volunteer Coordinator: Darlene Selbert Don't call before 2 pm information about the
4 volunteers as well as
5 |ParticipantlD  LastName FirstName StreetAddress City State  ZipCode ContactPhoneNumber | gther information.
6 60 Selbert  Darlene 1171 Lomax Dr LasCruces NM '33003 (505) 555-5131
7 61 Tapia Tim 811 Sandia Ridge Rd Albuguerque NM 87105 (505) 555-3221
8
g
10
1
12
13
14
Volunteers ©) 4 3
READ HH ] D0%
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5 PuttsVolunteers - Excel ? - 0 X

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW Signiin

:General +| FE Conditional Formatting~  §=Insert ~ 2 ~ AY H

P | $ - % ' [;‘FormatasTablev E"DeleA -

e e == B~ e o0 [ Cell sty Highlight the cells A5

_ through H7. Notice that
Clipboard T | | this is a named range.

“D % [Calir
g~

v

VolunteerNamesAddress E || ParticipantlD Close Excel and return

A B g to Access.

Volunteer Information for Putts for Paws

Volunteer Coordinator: Darlene Selbert Don't call before 2 pm

ParticipantlD  LastName FirstName StreetAddress City State ]ZipCode ContactPhoneNumber
60 Selbert  Darlene 1171 Lomax Dr LasCruces NM WS (505) 555-5131
61 Tapia Tim 811 Sandia Ridge Rd Albuguergue NM @7105 (505) 555-3221

Volunteers ® o 3
AVERAGE: 60.5 COUNT:24 SUM: 121 HH M e——+ 100%
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AR

=
)

Saved Link
Imports M

All Acc

Search.
Tables
B tbiite
|
B3 tblor
= tblPa

Queries
= anor
Forms

E5] frmite
Reports

Ei rptTo

tblOr
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HOME

- 5 PuttsForPaws: Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... ? - 0O X
CREATE EXTERNAL DATA DATABASE TOOLS Sign in
2z = = 17 Text File | r‘ f_| r_‘ . ,_l _ [@I:‘. PR Access

X Hf / &% X HJERS o2 O -
@y By =7 E52 XML File SE §8 Gl " Ef Word Merge

Select the source and destination of the data

<

Specify the source of the definition of the objects.

File name: | G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsVolunteers.xlsx Bro

Specify how and where you want to store the data in the current database.

O Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrit
contents with the imported data. Changes made to the source data will not be reflected in the database.

(@ Append a copy of the records to the table: lgtblParticipant v

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in
be reflected in the linked table. However, the source data cannot be changed from within Access.

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.

Page 35
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o

ue

Gl &

Repo

HOME CREATE EXTERNAL DATA DATABASE TOOLS

T ) FTedtFile ™M _

@J A .,l_ﬂAccess

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like

() Show Worksheets
(®) Show Named Ranges

VolunteerNamesAddress

Sample data for range "VolunteerNamesAddress'.

5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil... 2 —

O X

Sign in r

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

Then click Next.

lParticipantID LastName [FirstName [StreetRddress City State ZipC | A

360 Selbert [Parlene 1171 Lomax Dr .Las Cruces M 8800

261 Tapia Tim 211 Sandia Ridge Rd Rlbugquerque M 2710

| v

< >

Cancel 2 Back Next > l Finish
0
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@ H © & =

HOME  CREATE
/3 P ] L7 TextFile
o A 0 IEEE

Sapi=s

PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... 2 - 0O X

EXTERNAL DATA

DATABASE TOOLS

Microsoft Access can use your column headings as field names for your table. Does the first
A row specified contain column headings?

| rl r_! '_; ’_; [@J——.‘ L—.ﬂAccess

Signin A

Access will tell you that
it found your column
headings in Excel and

Se |First Row Contains Column Headings matched them to the
T . .
field names in Access.
Click Next.
ParticipantID |[LastName |FirstName [StreetAddress City Stdte ZipCi¢
160 Selbert [Parlene 1171 Lomax Dr Las Cruces M 2800 | A
o 361 Tapia Tim 211 Sandia Ridge Rd Rlbugquerque 2710
F b
R o
B v
<

uex{ > ‘ ’ Finish

CGS 2545: Database Concepts (Lab #5)
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@ H © o 5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil.. 2 — 0O X

HOME CREATE EXTERNAL DATA DATABASE TOOLS Sign in f

That's all the information the wizard needs to import your data.

Click Finish.

Import to Table:
:ti)IParﬁcipant

[]7 would like a wizard to analyze my table after importing the data. I

] e ] [ e
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@ H © c 5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil... 2

=
)
Saved Save Import Steps ‘ '/

Imports :
Click Close.
Finished importing file 'G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsVolunteers.xlsx’ to table ‘tblParticipant’,

All

Search..
Tabl [] save import steps
Bt
Bt
Bt
==

Quen

Form

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

Repo

Close
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A unique ID that identifies each participant
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Page 40

@ H © < 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
=) P T oo 17 TextFile =] r‘ == U— TR Access

) @7 ©F BF o ov sm 58 88 60 B9
_ [ XML File _ 5 Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF Email —
Imports  Manager Database '» More~ Exports File  File orXPS s More~
Import & Link Export -~
. ) tblParticipant \, - . b

All Access Obje... @ « Ep rtj"_""’at':o —— : o Double click the .

articipan v | Las amW ree ress - : v |

Search. o = _ : tblParticipant table and in -

Last First 1563 Catalina Dr ) .

Tables A N : the Datasheet view you will

e 2 Trujillo John 427 Kanengiser Rd

3 tblitem 3 McShane  lan 823 4th StNW see the two volunteers
EH tolorder 5 Fresquez Marge 534 Asiento Blvd added to the table. The
EH tblOrderline 8 Maestas Marcus 83 Vuelta Rancho new volunteers had ID
71 tolParticipant 9 Marquardt  Keith 228 E AlejoRd numbers 30 and 31.
Queries A 11 Neidhart Kate 54 EDonaRosa Tr

i Close the table.

= qryOrderOver1000 15 Reed Thomas 743 Windstone Dr.

Forms % 16 Reid Cynthia 158A Calle Derecho a5 Vegas TNV B770T
B frmitem 17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502

Reports R 19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507

20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507
E rptTournamentOrders q g g

21 Schilling John 15365 Sombra Del Monte SantaFe NM 87508
24 Thomas Joe 4355 Celsior St Brougham CA 92267
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506

o 30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003

—> 31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044
40 Levant Ronald 672 N Mesquite St Las Cruces NM 88001
41 Dearman Seth 1717 Junior Hills Rd Santa Ana Pueblo NM 87044
42 Reed Thomas 743 Windstone Dr. Albuquerque NM 87105 -

Record: M < [10f32 | » M » Search ||« | ]

NUM LOCK (=]

© Dr. Mark Llewellyn

‘ .
-



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 1n 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 1s done using delimiter characters. A delimiter i1s 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

/Note: when you open this file in Notepad, it might\ file in Notepad.

not look as pretty as the one shown below. This is Notice that this text file has
because Notepad does not save font formatting, a tabular appearance
but it does save the tabs, so don’ t worry, the data which was created with tab
\will be retrieved properly. ) characters (not visible by
default). Also there are
column headings.

File Edit Format View Help

ParticipantID  LastName Firstiame StreetAddress (ity  State ZipCode ContactPhonellumber

30 Ortiz Luis 1801 Brilliant Sky Dr Santa Fe M 87508  (505) 555-1722
33 Ramirez Alice 124 Nana Lou St. Avondale (0 81022  (719) 555-9247
34 Victor Llisa 988 Elguitarra Rd Santa Fe M 87507  (505) 555-2757
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HOME

Saved Linked Table

5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil... 2 —

CREATE

iz - .-
@ Er Er

Excel Access ODBC

EXTERNAL DATA

[]3 Text File
33 XML File

DATABASE TOOLS

|

BRERRE

Text XML PDF Email

L—ﬂ Access
?m Word Merge

o X

# More ~ File orXPS r: More ~

Export

Database
Import & Link

VAII Access Obje... @ «

Search.. yo,
Tables X

B3 tblitem

EH tblOrder

Imports  Manager

In Access, click the
External Data tab and this
time select Text File.

The Get External Data —
Text File dialog box will
open.

EH tblOrderline

1 tblParticipant
Queries

@ qryOrderOver1000
Forms

E frmitem
Reports

rptTournamentOrders

NUM LOCK

~
y .
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... 2?2 - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS

Select the source and destination of the data

Specify the source of the definition of the objects.

File name: | G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsDonors.txt

Specify how and where you want to store the data in the current database.

() Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might ove
contents with the imported data. Changes made to the source data will not be reflected in the database. |n thIS dlalog bOX navigate
1)

(® Append a copy of the records to the table: vétblParticipant ™ to where you stored the
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. PuttsDonors.txt file and
Changes made to the source data will not be reflected in the database. Choose It Select Append a

() Link to the data source by creating a linked table. copy of the records to the
Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to table and select the

text file. However, you can add new records.

tblParticipant table.
Then click OK.

Cancel

NUM LOCK
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@ H © - 5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil...
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS

==~ = Breehie T PR R U= FAAccess

¥ HE A =

Your data seems to be in a 'Delimited’ format. If itisn't, choose the format that more correctly
describes your data.

(®)Delimited - Characters such as comma or tab separate each field

C).Fixed Width - Fields are aligned in columns with spaces between each field

Sample data from file: G:\CGS 2545 - DATABASE CONCEPTS\SPRING 2014\LABS\LAB 5\PUTTSDONORS.TXT.
ParticipantIDLastNameFirstNameStreetAddressCityStateZipCodeContactPhoneNumb

300rtizLuis1801 Brilliant Sky DrSanta FeNM87508 (505) 555-1722 Access will realize that the
33RamirezAlicel24 Nana Lou St.AvondaleC081022(719) 555-9247 text f||e contains columns
34VictorLisa988 Elguitarra RdSanta FeNM87507 (505) 555-2757 that are dellmlted by tabs

or commas.
Click Next.

Advanced... { Cancel

NUM LOCK
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v

HOME

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

CREATE

PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil...

EXTERNAL DATA

T

(23 vng

Choose the delimiter that separates your fields:

[]3 Text File =
. .

DATABASE TOOLS

() Other: |

@Teb ‘\W@"‘"‘a O Space

[w]First Row Contains Field Names

Text Qualifier:

T

.

|

Hnone} EE]

@ > ﬁiAcass

=

Cin

?2 - 0O

ParticipantID

LastName

FirstName

StreetAddress

City ——

ZipCode

X

30
33
34

Ortiz
Ramirez
Victor

Luis
Blice
Lisa

1801 Brilliant Sky Dr
124 Nana Lou St.
988 Elguitarra Rd

Santa Fe
Avondale
Santa Fe

51022
57507

1 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.

Advanced...

| |

CGS 2545: Database Concepts (Lab #5)
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Finish

NUM LOCK
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v PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013 fil...
HOME CREATE EXTERNAL DATA DATABASE TOOLS

That's all the information the wizard needs to import your data.

Import to Table:
:thPartidpant

Click Finish.

T would like a wizard to analyze my table after importing the data.

Advanced...

NUM LOCK
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... 2?2 - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS

E X
S An error occurred because
That's all the information the wizard needs to import your data. one of the records that we

were importing contained a
ParticipantID value that
was already in the table.

Import to Table: Thus we violated the key
thlParticipant : integrity.

Click No.

Microsoft Access was unable to append all the data to the table.

The contents of fields in 0 record(s) were deleted, and 1 record(s) were lost due to key violations.
* |f data was deleted, the data you pasted or imported doesn't match the field data types or the FielgSize property in the destination table.

* |f records were lost, either the records you pasted contain primary key values that already exist in fhe destination table, or they violate referential integrity rules for a relationship defined between tables.
Do you want to proceed anyway?

T would like a wizard to analyze my table after importing the data.

Advanced...

NUM LOCK
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... 2?2 - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS

That's all the information the wizard needs to import your data.

Import to Table:
:thPartidpant

o Operation cangeled by user.

T would like a wizard to analyze my table after importing the data.

Advanced...

NUM LOCK
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@ H © - 5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... 2?2 - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS :
B

Sa
Im - That's all the information the wizard needs to import your data.

Import to Table:
thlParticipant

0 An error occurred trying to import file 'G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsDonors.txt’. The file was not imported.

T would like a wizard to analyze my table after importing the data.

Advanced...

NUM LOCK
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5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013fil... 2?2 - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS

That's all the information the wizard needs to import your data.

Click Cancel.

Import to Table:
:thPartidpant

1 would like a wizard to analyze my table after importing the daty

Advanced...

NUM LOCK
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File Edt Format View Help

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 ParticipantlD 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.

Parw LastName Firsthame StreetAddress (ity  State ZipCode ContactPhonellumber
30 Ortiz Luis 1801 Brilliant Sky Dr  Santa Fe M 87508  (505) 555-1722
33 Ramirez Alice 124 Nana Lou St. Avondale (0 81022 (719) 555-9247
34 Victor Lisa 988 Elguitarra Rd Santa Fe M 87507  (505) 555-2757
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(AT IS 3 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
12 Text File FA Access
= © 55 poun. oF oW 50 53 55 B9 g
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF Email e .
Imports  Manager Database '+ More~ Exports File  File orXPS 5 Mpre-| After mOdIfymg the text file
Import & Link Export and repeating the steps, the -
All Access Obje... ® « I tolParticipant \ f:lata was impo!'ted properly >
— yo ParticipantlD - | LastName - FirstName -~ eetaddress | into the tblParticpant table e - |-
Tables N Last First catalinaDr | and we now see the three
R 2 Trujillo John 427 Kanengiser Rd new donors.
3 McShane lan 823 4th StNW
EH tblOrder 5 Fresquez 534 Asiento Blvd Close the table.
EH tblOrderline 8 Maestas 83 Vuelta Rancho
T tblParticipant 9 Marquardt 228 E AlejoRd Palm Springs CA 92262
Quersies A 11 Neidhart Kate 54 EDonaRosaTr Las Vegas NM 87701
= qryOrderOver1000 Thomas 743 Windstone Dr. Albuquerque NM 87105
Forms & Cynthia 158A Calle Derecho Las Vegas NM 87701
5 frmitem Joseph 819 Calle Don Roberto Santa Fe NM 87502
Reports 2 Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507
B rptTounamentorders 20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507
21 Schilling John 15365 Sombra Del Monte SantaFe NM 87508
24 Thomas Joe 4355 Celsior St Brougham CA 92267
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506
_> 30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003
—> 31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044
. 32 Ortiz Luis 1801 Brilliant Sky Dr Santa Fe NM 87508
33 Ramirez Alice 124 Nana Lou St. Avondale co 81022
34 Victor Lisa 988 Elguitarra Rd Santa Fe NM 87507 -
Record: 4 < [10f35 | » M » Search |4 ' ]

A unique ID that identifies each participant

CGS 2545: Database Concepts (Lab #5)
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Entering Data Manually

« [f 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 1n Access.

* You’ve dealt with both techniques for manually entering data into
Access tables 1n 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.

r
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BEH S c 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ?2 - M X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in |
== BH == 7 Text File == r_l f_l ,_| U— F@Access

> B BEF 53 gonm. o0 ol S5 59 6 I g
) » le 5 Word Merge
Saved Linked Table Excel Access ODBC .’ Saved Excel Text XML PDF Email = M
Imports  Manager Database © # VIOTE€™ Exports File  File orXPS 9 Viore ™ )
’ | o ’ Open the TblOrder table in
mport & Link Export .
A” ACC@SS ObJe & « =] thPamcipantb i = thOrder\"-.\‘ Datasheet view. X
[y yo OrderlD - AmountPaid -~ MethodOfPaymen ResortRoorm Move to the append row -
+ . .
Tables N =E L :2'550'00 cc and in the AmountPaid
2 2,000.00 CC .
' column begin to type 200.
B3 tolitem R $1.000.00 | CC g yp
1 tblOrder 4 $2,850.00
B tblOrderline 5 $400.06” ROOM 217 24
EH tblParticipant 6 .00 CC 29

Quernes A 7 3,000.00 CC 15
@ qryOrderOver1000 5550.00 ROOM 283 9
Forms X $0.00 16
=8| frmltem 10 $0.00 8

11 $850.00 CC 19
Reports X 2 =
E rptTournamentOrders ( ew)
Record: 4 < [1of11 | » M » Search
Unique Identifier for Order NUM LOCK EL’.,
Y
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@ H ©- ¢ 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X

AL DATA q .
FILE HOME CREATE EXTERNAL DAT. DATABASE TOOLS FIELDS TABLE Notice that when you begln n
=25 0 e Ei g3 TextFile P [T '_lj [_'D g to type the number 200, a
7 7 B [BF g.q 9 SE SO S99 S ord Merg| pencil icon appears in the
Saved Linked Table Excel Access ODBC - Saved Excel Text XML PDF Email
Imports  Manager Database " » More~ Exports File  File orXPS 9 More~ record selector on the left
impovt & Uk , Export side of the table. The
All Access Obje... ® « || E torparticpant | =3 tbiorder’\ pencil icon means thatthe | >
[r— yo OrderlD -~ AmountPaid - Method@fPayment - ResortRoom record is actively being -
Tables A * ! $2,550.00 modified. Also notice that
[+ . .
B tolitem ; AL > the OrderlID field was filled
=] tblOrder a cc in with “12". This
EH tblOrderLine & 5 ROOM happeneq because the
3 tblParticipant 6 CC OrdeﬂD fleld haS a data
Queries A 2 $3,000.00 CC type of AutoNumber
‘ﬁj qryOrderOver1000 8 3550-00 ROOM
Forms " # 9 $0.00
-3| frmltem 10 $OOO 8
Reports A 11 $850.00 CC 19
£ 12 200|
ﬁi rptTournamentOrders
* (New)
Record: 4 4 120f12 | » M » Search
Total charge for order NUM LOCK
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BH S

FILE HOME

==z
)

Imports  Manage:

Search..

Tables

EH tblitem

= tblOrder
EH tblOrderline
B4 tblParticipant

Quernies

Forms
-3| frmltem

Reports

Saved Linked Table

B qryOrderOver1000

E rptTournamentOrders

5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS

CREATE EXTERNAL DATA

2z [z S ==
Er B Er
Excel Access ODBC

Database

Import & Link

[]3 Text File
53 XML File

+ More ~

=]
9
Saved
Exports

DATABASE TOOLS FIELDS TABLE

U—
BEHBO
Excel Text XML PDF Email

File File orXPS

Export

Jo)

A
A

»

»

»

All Access Obje ® «||E& tblParticipant 1j tbiOrder \

L_m Access

Sign in

?MWord Merge
r: More ~

OrderlD - AmountPaid - MethodOfPayment - RgsortRoom|

1
2
3
4
5
6
7
8
9

10
11
12
(New)

Record: 4 4 [13 of 13

M

$2,550.00 CC
$2,000.00 CC
$1,000.00 CC
$2,850.00 CC
$400.00 ROOM
$200.00 CC
$3,000.00 CC
$550.00 ROOM
$0.00
$0.00
$850.00
$200.00

Search

CGS 2545: Database Concepts (Lab #5) Page 58

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.

© Dr. Mark Llewellyn




Record: 4 4 [170f17 | » M »
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B H - s PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
=23 DH == (577 Text File | r‘ f_| f_l l_l U— FAAccess
¢ ? @¢ @@ @?XML FiIe 9 ‘;U 9@ q@ ?'mword M ge Open the tblorderLlne
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF Email ] q
Imports  Manager Database ' # More~ Exports File  File orXPS 5% Mor table, click in the OrderlD
| import & Link _ Bxport column of the append row N
All Access Obje... © « = thiordertine \ and enter the value 12. x
[ro— yo OrderlD ~ | LineNum -~ ItemID ~ Quanti v | Click to Ag Continue fiIIing in the
1 1 CART 1 . .
Tables A - JTEAM : append row with LineNum
B3 tbiitem 5 1l CART R =1, ItngD =(G1, and
E tblOrder 3 1 FLAG 1 Quantlty = 1.
= tblOrderline 3 1 Close the table.
B tblParticipant 4 1
Quernies A 4 1
@ qryOrderOver1000 5 2
Forms P 6 -
-3| frmltem 7 1
Reports A : !
éi rptTournamentOrders z L
8 1
9 1
1
1
1




B HS

+ PuttsForPaws : Database- G:\CGS 2545 - Databas...

TABLE TOOLS

DATABASE TOOLS FIELDS TABLE

@J - L_mAccess

? -

? o X

Sign in

HOME CREATE EXTERNAL DATA
| N T B 7 TextFile
9 Er B B o
. »
Saved Linked Table Excel Access ODBC
Imports  Manager Database =+ More~
Import & Link
. — 3 tbiParticipant \
All Access Obje... @ «||= “pen
ParticipantID
Search. yeo,
Tables A
EH tblitem
B3 tblorder
B tblOrderLine
= tblParticipant
Quernes A E

@ qryOrderOver1000

»

Forms

E frmitem

»

Reports

rptTournamentOrders

: que |D de s ea o o

Record: 4 4|7 of 35

Saved Excel
Exports

Text XML
File

File

?'m Word
2

fge

PDF
or XPS

Export

Email
ore~

c LastName ~

1 Last
2 Trujillo

Marge

StreetAddress -
1563 Catalina Dr
427 Kanengiser Rd
823 4th StNW
534 Asiento Blvd

Data can be deleted from a
table easily in Datasheet
view. Simply right click on
the record selector for the

1% »

row to be deleted. Then .

select Delete record from
the pop-up selection menu.

Let’ s delete golfer Kate

8 Maestas Marcus 83 Vuelta Rancho Neidhart from the
9 Marquardt  Keith 228 E AlejoRd tournament.
11 Neidhart Kate 54 EDonaRosaTr Las Vegas NM 87701
15 Reed Thomas 743 Windstone Dr. Albuquerque NM 87105
16 Reid Cynthia 158A Calle Derecho Las Vegas NM 87701
17 Romero Joseph 819 Calle Don Roberto Santa Fe NM 87502
19 Sanchez Ricardo 158 Tesuque Village Rd  Agua Fria NM 87507
20 Sanchez Julie 158 Tesuque Village Rd  Agua Fria NM 87507
21 Schilling John 15365 Sombra Del Monte Santa Fe NM 87508
24 Thomas Joe 4355 Celsior St Brougham CA 92267
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044
32 Ortiz Luis 1801 Brilliant Sky Dr Santa Fe NM 87508
33 Ramirez Alice 124 Nana Lou St. Avondale Cco 81022
34 Victor Lisa 988 Elguitarra Rd Santa Fe NM 87507
> Search | [«
0 iE
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BB H - & s puttsForPaws: Database- G:\CGS 2545 - Databas... TABLE TOOLS ?

HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

[ (S— 12 Text File [ =} U— FAAccess
p © = Do D &2 5 5 & Wo,dM | Click Yes.
Saved Linked Table Excel Access ODBC 1 \ore~ Saved Excel Tgxt XML PDF  Email = M
Imports  Manager Database s Viore Exports File  File orXPS wi More Close the table.
Import & Link Export -~
All Access Obje... ® « || = tiparticpant \ =
Search. yo ParticipantlD - LastName -  FirstName -~ StreetXddress - 2=
Tables . 1 Last First 1563 Catdlina Dr
2 Trujillo John
= tolitem 3 McShane lan
B toiorder 5 Fresquez Marge 44 Asiento Blvd
EH tblOrderline 8 Maestas Marcus 83 Vuelta Rancho
= tblParticipant
Queries ~ || as Vegas NM 87701
B qryOrderOver1000 You are about to delete Ibuquerque NM 87105 ||
Forms A as Vegas NM 87701
ES frmitem anta Fe NM 87502
Reports . T [ guafda  NM__ 87507
rptTournamentOrders gua Fria M 87507
21 Schilling John 15365 Sombra Del Monte Santa Fe NM 87508
24 Thomas Joe 4355 Celsior St Brougham CA 92267
26 Trent Eileen 433 Tortuga Ln Las Cruces NM 88003
27 Brevard Jacque 23 Calle Montoya Bernanillo NM 87001
29 Winston Mary 157 Green Galliard Rd Agua Fria NM 87506
30 Fox Jeff 1509 Las Cruces Drive Las Cruces NM 88003
31 Silva Jackie 1509 Main Street Santa Ana Pueblo NM 87044
32 Ortiz Luis 1801 Brilliant Sky Dr Santa Fe NM 87508
33 Ramirez Alice 124 Nana Lou St. Avondale CO 81022
34 Victor Lisa 988 Elguitarra Rd Santa Fe NM 87507 v
Record: 14 4 »oro | T or | [Search Kl | ]
A que ID de es each pa D3 ® =] Cf_
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@ =l s PuttsForPaws: Database- G:\CGS 2545 - Databas... TABLE TOOLS ? - 0O X

HOME  CREATE ~ EXTERNALDATA = DATABASETOOLS  FIELDS  TABLE Sign in
’7« @’_.jl @ UET You can also modify table | b= E‘A“e“
Saved Linked Table Excel Access ODBC _:X schemas by deletmg_flelds Email +Word Merge
Imports  Manager Database -+ M from the datasheet view. S 5% More~
Import & Link _ Note that this is not a very \ "
All Access Obje... ® « | = ®IP=tiY common operation, but -
Search. yo i we’ llillustrate it here. 1PhoneNumber\vACorporatePhoneNumber = ClicktoAdd ~ |~
Tables ~ Santa Fe  p5-1754
santa Al SUpPpPOse we no longer wish §s-g217
& tbiten Albugud to record the Corporate 55-4149 (505) 555-1800
B tblOrder pueblo | Phone Number in the 55-3800 (505) 555-1111
EH tblOrderline santaFel tph|Participant. 5-2525
1 tblParticipant Palm Sp 5-4836
Queries 2 albugud Point to the column 55-7943 (505) 555-2000
= qryOrderOver1000 Las Vegd heading until the curso 55-0247
Forms A santafel changes to a black down ~ p5-3242
5 frmitem AguaFril arrow, then click so the ot (505) 555-1111
Reports A A8ua il antire column is highlighted %% [SO51555a T
Ei rptTournamentOrders slizli as Shown_ it
Brougha b5-3227
Las Cruc =0 5-4101 (505) 555-1111
Bernanillo NM 87001 (505) 555-1828 (505) 555-1111
Agua Fria NM 87506 (505) 555-1756
Las Cruces NM 88003 (505) 555-8786
Santa Ana Pueblo NM 87044 (505) 555-3355
Santa Fe NM 87508 (505) 555-1722
Avondale co 81022 (719) 555-9247
Santa Fe NM 87507 (505) 555-2757
Las Cruces NM 88001 (505) 555-3878 (505) 555-1200 -
Record: M 10of 34 L I 2 Search 4 >

Fhone berfo g COrpo 0 e pa o Eprese O iE
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@ H © (,‘3:' 5 PuttsForPaws : Database- G:\CGS 2545 - Databas... TABLE TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

eNumber - Click to Add

= . . Fp
’_; @'? @ 1Tl Since this type of delete U T Access
' o .,F Word Merge
Saved Linked Table Excel Access ODBC @_1 Ca_nnOt be Ur.]done, ACCGSS Email FP 2
Imports  Manager Database -+ M will ask you if you are sure s 51 More~
Import & Link you want to proceed.
: f blPartic
All Access Obje... ® « || 3 ¢ :
o ) . o Click Yes, then close the  |iohonenumber
arcn.
santa rd table. 55-1754
Tables A |
Santa Ar b5-8217
EH tblitem :
Albuque 55-4149 (505) 555-1800
B toiorder Pueblo 55-3800 (505) 555-1111
EH tblOrderline Santa Fe 55-2525
= tblParticipant
Quernies A
@ qryOrderOver1000 Do you want to permanently delete the selected field(s) and all the data in the field(s)?
Forms 2 To permanently delete the field(s), click Yes.
@ frmitem
Reports S
E rptTournamentOrders
Brougha 55-3227
Las Cruct ———b5-4101 (505) 555-1111
Bernanillo NM 87001 (505) 555-1828 (505) 555-1111
Agua Fria NM 87506 (505) 555-1756
Las Cruces NM 88003 (505) 555-8786
Santa Ana Pueblo NM 87044 (505) 555-3355
Santa Fe NM 87508 (505) 555-1722
Avondale CcO 81022 (719) 555-9247
Santa Fe NM 87507 (505) 555-2757
Las Cruces NM 88001 (505) 555-3878 (505) 555-1200
Record: M < |[10f34 | » » »i | T Search (4]
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Calibri (Detail)

B I U = €

? - 0O X
Sign in
v]ﬂ |z =
B .
=== A-
M N
X

i A unique ID that identifies each participant

BB H - & - s PuttsForPaws: Database- G:\CGS 2545 - Databas... TABLE TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
N/ db Cut Y 211 If you reopen the table,
View  pae EBCoPy e, 4| you’ Il notice that the
- ¥ Format Painter CorporatePhoneNumber |-
Views Clipboard = sd column is now gone_
All Access Obje... @ « || 3 torPar
Seorch. yo StreetAddress - City -
. N 1563 Catalina Dr Santa Fe NM
427 Kanengiser Rd Santa Ana Pueblo NM
= tolitem 823 4th St NW Albuquerque NM
BB tolorder 534 Asiento Blvd Pueblo NM
EH tblOrderline 83 Vuelta Rancho Santa Fe NM
= tblParticipant 228 E AlejoRd Palm Springs CA
Queries A 743 Windstone Dr. Albuquerque NM
= qryOrderOver1000 158A Calle Derecho Las Vegas NM
Forms A 819 Calle Don Roberto Santa Fe NM
5 frmitem 158 Tesuque Village Rd  Agua Fria NM
Reports A 158 Tesuque Village Rd  Agua Fria NM
B rptTounamentorders 15365 Sombra Del Monte Santa Fe NM
4355 Celsior St Brougham CA
433 Tortuga Ln Las Cruces NM
23 Calle Montoya Bernanillo NM
157 Green Galliard Rd Agua Fria NM
1509 Las Cruces Drive Las Cruces NM
1509 Main Street Santa Ana Pueblo NM
1801 Brilliant Sky Dr Santa Fe NM
124 Nana Lou St. Avondale Cco
988 Elguitarra Rd Santa Fe NM
672 N Mesquite St Las Cruces NM
Record: 4 < [10f34 | » M » Search

State -  ZipCode ~

87508
87045
87106
81232
87508
92262
87105
87701
87502
87507
87507
87508
92267
88003
87001
87506
88003
87044
87508
81022
87507
88001
]

ContactPhoneNumber - ClicktoAdd ~ =

(505) 555-1754
(505) 555-8217
(505) 555-4149
(505) 555-3800
(505) 555-2525
(760) 555-4836
(505) 555-7943
(505) 555-0247
(505) 555-3242
(505) 555-6243
(505) 555-6243
(505) 555-9244
(760) 555-3227
(505) 555-4101
(505) 555-1828
(505) 555-1756
(505) 555-8786
(505) 555-3355
(505) 555-1722
(719) 555-9247
(505) 555-2757
(505) 555-3878

v

\

NUM LOCK BL
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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.

o
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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 1s 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.

"
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@ H € 3 5 PuttsForPaws : Database- G:\CGS 2545 - Database Concepts\Spring 2014\labs\lab 5\PuttsForPaws.accdb (Access 2007 - 2013... ? - 0O X

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS Sign in
D E e— ,_L_‘ m B ﬁ D 3 Form Wizard i’ ] :J {7 Report Wizard D BE
= (== " [ | I )
— S . N T — Navigation ~ — Labels g
ication able Table rePoin ue ue orm Form an eport Repo an acro
Applicat Table Table S Point Query Query F F Blank Report Report Blank M .
Parts ~ Design Li Wizard Design Design Form More Forms ~ Design Report
Templates Tables Queries Forms Reports Macros & Code -~

All Access Obje...

Search...

Tables

EH tblitem

EH tblOrder
B3 tblOrderline
] tblParticipant

Queries

B qryOrderOver1000 Click the CREATE tab and

Forms A then click Table Design in

=] frmitem the Tables group.

';;po::;oumamenwr . Access will open a blank
table in Design View as
shown on the next page.

NUM LOCK
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@ H © - s TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co... ?
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

D ) -;- | [: €= |nsert Rows E E\r :ﬂ?‘_r Eﬁ%‘ [@

i A A ~' ZX Delete Rows . ‘ ‘
View | Primary Builder Test Validation Property Indexes Create Data Rename/ Relationships Object

[

- Key Rules £Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships -~
: Table1 \, X
All Access Obje... ® «||= |
Field Name Data Type Description (Optional)

Search. yo,

Tables X

B tblitem

B tblOrder

EH tblOrderline
E tblParticipant

Queries A

B qryOrderOver1000

Forms X -
@ frmltem Field Properties

Reports S

General Lookup

rptTournamentOrders

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field
names.
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BEH ©- = TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co... ? - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Sign in
€= |nsert Rows — = F ﬁl =) F
D e Delete Rows — - LJ =0 DD A
View | Primary Builder Test Validation ) Property Indexes Create Data Rename/ Relationships Object
v Key Rules zQ Modify Lookups Sheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
- @) 3 Table1\ X
All Access Obje... ® « || F Tablet \ ~
Field Name Data Type Description (Optional) -
Search... jo =
CompanyName Short Text Company name
Tables A
B3 tblitem
EH tblorder 1. Enter CompanyName for

the Field Name, then tab
to the Data Type column
Queries and select Short Text,

@ qryOrderOver1000 finally, enter Company
name for the Description.

B tblOrderline
=zz | tblParticipant

»

Forms S -
=8| frmitem Field Properties
Reports A General Lookup'
E rptTournamentOrders Field Size 50 2 Wth th D . t f |d
. | e bescriptuon t1ie
Format
Input Mask highlighted, in the Field
O e Properties box, enter 50
Validation Rule for the field size (default is |
Validation Text u
Required No 255) €.
Allow Zero Length Yes
Indexed No
Unicode Compression Yes
IME Mode No Control
IME Sentence Mode None
Text Align General

Design view. F6 = Switch panes. F1 = Help. NUM LOCK
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@ H - & - TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co... ? - 0 X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Sign in
E ? €= Insert Rows —| = F H=” EKD F—
- — X Delete Rows — L =Ll = d
View  Primary Builder Test Validation - ) Property Indexes Create Data Rename/ Relationships Object
v Key Rules £Q Medify Lookups Sheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
- @) Table1 \, e
All Access Obje... ® «||= —
Field Name Data Type Description (Optional) -
Search. yo, -
CompanyName Short Text Company name
Rables . StreetAddress Short Text Company's street address
B toiitem City Short Text Company's city
ER tblOrder State Short Text State abbreviation
BH tblOrderLine ZipCode Short Text Zip code either 5 or 9 character format
PhoneNumber Short Text Phone number with akea code

=zz | tblParticipant
Queries

@ qryOrderOver1000

»

»

Forms

@ frmitem

»

Reports

General vLookup‘
E rptTournamentOrders ) i

Field Size 14
Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

Required No

Allow Zero Length Yes
Indexed No
Unicode Compression Yes

IME Mode No Control
IME Sentence Mode None

Text Align General

CGS 2545: Database Concepts (Lab #5)
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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

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.
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@ H ©- @ - TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co... ?

HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

D ? -;. , [: €= Insert Rows = E\r :ﬂ}. E@ @

] ) _ — SXDelete Rows T .
View  Primary Builder Test Validation Property Indexes Create Data Rename/ Relationships Object

(1

v Key Rules £Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
: Table1 \, X
All Access Obje... @ « = -
Field Name Data Type Description (Optional) E
Search. yo,
CompanyName Short Text Company name
Rables . StreetAddress Short Text Company's street address
B toitem City Short Text Company's city
ER tblOrder State Short Text State abbreviation
B3 tblOrderline ZipCode Short Text Zip code either 5 or 9 character format
PhoneNumber Rhane number with akea code

=zz | tblParticipant

Queries A
- Table Name: .
& anyOrderOver1000 tblCorporate +— Save the new table with the
%nns A name tblCorporate. b
=8| frmltem £s
Reports PN

General Lookup

Field Size 14
Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

rptTournamentOrders

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.

Required No Press F1 for help on descriptions.
Allow Zero Length Yes
Indexed No
Unicode Compression Yes
IME Mode No Control
IME Sentence Mode None
Text Align General
Desig e 6 pane elp O iE L
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@ H ©- @ s TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co...
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

D & 8 [

Primary Builder Test Validation = ) Property Indexes Create Data Rename/ Relationships Object
Key Rules EQ Modify Lookups Sheet Macros ~ Delete Macro Dependencies

Views Tools Show/Hide Field, Record & Table Events Relationships

All / )

Search..

Tablg

fa)
@ Lk Although a primary key isn't required, it's highly recommended. A table must have a primary key for you to define a relationship between this table and other tables in the database.
Do you want to create a primary key now?
=

&

- —

prp—

? N €= Insert Rows —
e X Delete Rows

There is no primary key defined.

= tblParticipant

Queries

B anyOrderOver1000 | Click No, we’ Il define a

Forms | primary key later.
B2 frmitem Field Properties

Reports Close the table.
) General Lookup

=
rptTournamentOrders Field Size

Format

Input Mask
Caption
Default Value

—— The field description is optional. It helps you

Valldation Rule describe the field and is also displayed in the

Valld'atlon Text status bar when you select this field on a form.
Required No Press F1 for help on descriptions.

Allow Zero Length Yes

Indexed No
Unicode Compression  Yes

IME Mode No Control
IME Sentence Mode None

Text Align General

Design view. F6 = Switch panes. F1 = Help. NUM LOCK
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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 1t without
concern. However, if the field 1s made shorter, and there 1s data in
the table that require a length longer than the resulting length will
be, you can truncate those values. Access will warn you 1f 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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E H © C 5 TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co... ? - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Sign in
= €= |nsert Rows - = —
= g 5% B A = 0
- o ZX Delete Rows . L =L = &
View  Primary Builder Test Validation = ) Property Indexes Create Data Rename/ Relationships Object
v Key Rules £Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
- @) tblitem \, X
All Access Obje... ® « || F toitem\ —
Seorch yo Field Name Data Type Description (Optional) |~
areh % 1temiD Short Text Unique Identifier of the item
Rables x ItemDescription Short Text Description of Item
ER tbicorporate QuantityAvailable Number Quantity available to be sold
2 tblitem AmountToBeCharged Currency Amount charged for item
Bl tblorder Notes Short Text Further description of Item
ER tblOrderLine
EH tblParticipant .
- g Open the table tblitem in
uernes PN . - .
0 aryOrderoverions Design view. Notice that the
E3d qryOrderOver100 . . . -
Forme N Notes field is defined as short
B fmitem . : _ text. Modify it to be Long Text
; o ||| enera! [Lookup by clicking in the Data Type
Reports 2 || | Field Size 50 :
@ rptTournamentOrders Format column and selecting Long
Input Mask Text.
Caption
Default Value
Validation Rule A field name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required No names.
Allow Zero Length Yes
Indexed No
Unicode Compression Yes
IME Mode No Control
IME Sentence Mode None
» Text Align General




| Design view. F6 = Switch panes. F1 = Help.
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@ H - ¢ - TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co... ? - 0O X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Sign in
D ? [g/ €= Insert Rows =] = FB gj_7| DE] ,*r‘
. . o —  SX Delete Rows . - T e
View  Primary Builder Test Validation o ) Property Indexes Create Data Rename/ Relationships Object
v Key Rules EQ Modify Lookups Sheet Macros ~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
- @ tblitem \ X
All Access Obje... ® « || = titem —
Seorch yo Field Name Data Type Description (Optional) =
arei. % 1temiD Short Text Unique Identifier of the item
Tables . ItemDescription Short Text Description of Item
ER tbicorporate QuantityAvailable Number Quantity available to be sold
ER tblitem AmountToBeCharged Currency Amount charged for item
B3 tblorder Notes Long Texti v | Further description of Item
B tblOrderline
B tblParticipant .
) Notice that Long Text no
Queries A . . . .
longer impose a field size — it
‘_’? qryOrderOver1000 . -
: , does not show the maximum
Forms A Field Propertie field | th
— , . _ iela len :
E frmitem General »LookupA g
Reports 2 Format
{d rptTournamentOrders Caption
Default Value
Validation Rule
Validation Text
Required No The data type determines the kind of values
Allow Zero Length Yes that users can store in the field. Press F1 for
Indexed No help on data types.
Unicode Compression  Yes
IME Mode No Control
IME Sentence Mode None
Text Format Plain Text
Text Align General
» Append Only No

NUM LOCK
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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, 1f 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 1n 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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TABLE TOOLS
HOME

CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

e
Create Data
Macros ~

€= |nsert Rows ﬁ
iy
Rename/

[
0 —
rp—

EE

View

v

) Delete Rows
Primary Builder Test Validation Property Indexes

Sheet
Show/Hide

B tblitem i 73 tbiCorporate \,

Kev Rules Q! Modify Lookups

Views Tools

Delete Macro
Field, Record & Table Events

PuttsForPaws : Database- G:\CGS 2545 - Database Co...

)=
=i

Relationships

S

Object
Dependencies

Relationships

All Access Obje... @ «

Search.. yo

Tables N

Field Name
CompanyName
StreetAddress
City
State
ZipCode
PhoneNumber

Data Type
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text

tbiCorporate
tblitem
tblOrder
tblOrderLine
tblParticipant
Queries
“_; qryOrderOver1000
Forms
@ frmitem
Reports

, General ‘Lookup.

Field Size

Format

Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

rptTournamentOrders

No

Yes

No

Yes

No Control
None
General

| Design view. F6 = Switch panes. F1 = Help.
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Description (Optional)
Company name
Company's street address
Company's city
State abbreviation
Zip code either 5 or 9 character format
Phone number with area code

Field Properties

Open the tbiCorporate 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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= TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co...

HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

x- Insert Rows P E]. E]_IET E@ @

o ;X Delete Rows
View  Primary Builder Test Validation Property Indexes Create Data Rename/ Relationships Object

v Key Rules £Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies

Views Show/Hide Field, Record & Table Events Relationships

All Access Obje..

Search..
Company name
Tables Company's street address

tbiCorporate Compa ny's city
tblltem To see how a selected mask works, use the Try It box. State abbreviation

Description (Optional)

Which input mask matches how you want data to look?

To change the Input Mask list, diick the Edit List button. Zip code either 5 or 9 character format
Input Mask: Data Look: Phone number with area code

tblOrder

tblOrderlLine

EPhone Number (206) 555-1212
tbiParticipant Sodial Security Number 831-86-7180
Zip Code 98052-6399
Extension 63215
@ qryOrderOver1000 Password EXEEXEE

Long Time 1:12:00 PM d Properties

Queries

Forms

E frmltem Try It: I
Reports
rptTournamentOrders

| EditUst | | Cancel | <Back ' ‘ =

Validation Rule Access will suggest a format.

Validation Text 5 .
Required Let’ s accept this template
Allow Zero Length Yes Value.

Indexed No
Unicode Compression  Yes .

IME Mode No Control CIICk NeXt'
IME Sentence Mode None

Text Align General

| Design view. F6 = Switch panes. F1 = Help.
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TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co...
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

X Delete Rows
View  Primary Builder Test Validation _ Property Indexes Create Data Rename/ Relationships Object
e Rules £Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies

Tools Show/Hide Field, Record & Table Events Relationships

Description (Optional)
Company name
Input Mask Name: Phone Number Company's street address
tbiCorporate Input Mask: I ' Company's city

tblitem ‘ ' State abbreviation
What placeholder character do you want the field to display? Zip code either 5 or 9 character format

Do you want to change the input mask?

tblOrder

Placeholders are replaced as you enter data into the field. Phone number with area code
Placeholder character: | ™

tblOrderlLine
tblParticipant
Queries

@ qryOrderOver10

Forms Field Properties
@ frmltem

Reports This means that the area code
i@ rptTournamentd | |  Next> | | ‘ is optional and will be

_ ‘ ‘ enclosed in parentheses if
Default Value present_

Validation Rule
Validation Jext The | means that the

Required No

Allow Zero Length Yes characters should be typed

Indexed No 5

Unicode Compression  Yes from Ieft to rlght'
IME Mode No Control .
IME Sentence Mode None Click Next.

Text Align General ‘

in this field

| Design view. F6 = Switch panes. F1 = Help. NUM LOCK
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HOME

View
v Key

Views

All Access

Search..
Tables
tblCorporaf]

tblltem
tblOrder
tblOrderlLin

tblParticipa

CREATE

)

—

Primary Builder Test Validation

EXTERNAL DATA

f: Insert Rows
=X Delete Rows

=Q' Modifv Lookups

How do you want to store the data?

TABLE TOOLS

DATABASE TOOLS

Property Indexes Create Data

DESIGN

Rename/
as v Delete Macro

ord & Table Events

PuttsForPaws : Database- G:\CGS 2545 - Database Co...

=5

Relationships

===

Object
Dependencies

Relationships

 Type

@;With the symbols in the mask, like this:

(264) 316-8517

() Without the symbols in the mask, like this:

4442315281

Description (Optional)
Company name
Company's street address
Company's city
State abbreviation
Zip code either 5 or 9 character format
Phone number with area code

Field Properties

[ Cancel } ’ < Back ‘[mele ’ Finish ‘

Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression

IME Mode
IME Sentence Mode
Text Align

No

Yes

No

Yes

No Control
None
General

Select With the symbols in the
mask, like this.

Click Next.

in this field

| Design view. F6 = Switch panes. F1 = Help.
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- TABLETOOLS  PuttsForPaws : Database- G:\CGS 2545 - Database Co...

v

HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

2 & =5 B

View  Primary : ata Rename/ Relationships Object
v Delete Macro Dependencies

ord & Table Events Relationships

- Insert Rows

[

v Key

Views That's all the information the wizard needs to

create your input mask.
All Access
3 Type Description (Optional)

Search.. ’
Company name
Eaiies Company's street address
tbiCorporat Company's city
tblitem State abbreviation
Zip code either 5 or 9 character format
Phone number with area code

tblOrder
tblOrderlLin

tblParticipa

Field Properties
Cancel

Click Finish.

E rptTournamentOrders Format
Input Mask Save the changes to the

Caption table’ s design.
Default Value

Validation Rule

Validation Text

Required No

Allow Zero Length Yes
Indexed No
Unicode Compression  Yes

IME Mode No Control
IME Sentence Mode None

Text Align General

in this field

| Design view. F6 = Switch panes. F1 = Help. NUM LOCK
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BH®S & = TABLE TOOLS PuttsForPaws : Database- G:\CGS 2545 - Database Concepts.. 2?2 — O
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
N/ X, Cut Al Ascending Y Selection @ & New 3 Totals 2% |Calibri (Detail MM =
vm] : ER Copy . %l Descending Y] Advanced ~ Refrech o Save ¥ Spelling y 2+ B I U =& 9 B .
lew aste ) iiter — efres n L ] g
- ¥ Format Painter Remove Sort Y Toggle Filter All~ Delete DMore' [ ~ A - 4 & === ﬁ v
Views Clipboard M Sort & Filter Records Find Text Formatting M
All Access Obje... ® « || F ticororate |
Seorch yo CompanyName - StreetAddress - City - State  + ZipCode ~ PhoneNumbe ~
arch.
Tabl Tesuque Mirage Market 8 Tesuque Mirage Rd Santa Fe NM 87506 (505) 555-1111
ables S
Hotel Playa Real 125 Madison Avenue Santa Fe NM 87508 (505) 555-1800
=] tbiCorporat Y
sl Bouzouki Museum 716 Camino Cercano Santa Fe NM 87505 (505) 555-1200
B toitem McDoakes Restaurant 2017 High Street Santa Fe NM 87501 (505) 555-1000
B3 tblOrder Benson & Diaz 1953 A Piazza Place, Suite 101 Santo Domingo NM 87052 (505) 555-2000

B tblOrderLine
EH tblParticipant

Queries

@ qryOrderOver1000

»

»

Forms
@ frmltem
Reports

»

rptTournamentOrders

Record: 4 4 [6 of 6 ] M
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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 111" by 11:59 pm (WebCourses time) — 25 points

Import the four Excel worksheets contained in the spreadsheet

“suppliers-parts-jobs-shipments.xsIx” 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:

HWO0S5_LastNameFirstName.accdb
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