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MS-Access 2016

7.1 Database Basics & Table
7.2 Form

7.3 Query

7.4 Report

7.5 Working with Multiple Tables
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7.1 Database Basics & Tables
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7.1 Database Basics & Tables

1) Database basics

2) Defining scope of problem and data

3) Designing a table

4) Data types

5) Create tables with microsoft access

6) Entering data into table

7) Managing fields (adding / moving / deleting field )

8) Managing table (copy, rename, delete table)
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(1) Database Basics

** Microsoft Access is a Database Management System
(DBMS), which is an application software that:

" Facilitate convenient working with data

® Enable us to store, search, edit and make report of the
data

¢
*%* In MS Access:

® Data are stored in tables

" Tables are organized inside a database f Database

Student

Table

Teacher

Course
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(1) Database Basics (cont.)

!

' !

}

Employee | First Last Home Address Telephone
ID Name Name Number
—> E001 James Smith 552 Main Street, New
York
—p| E201 Niranaam Raisakul 5555 Raiteeyuu Rd., 66-53-211451
Chiang Mai
=P E304 Jane Doe 517-355-5554
—p| E511 Harry Pascal
. An Employee Table
Records pioy




(1) Database Basics (cont.)

Example of database usage in a company

Marketing
Database Management
Human [€ System :DBMS l€
Resource
Production « Salespeople DB

e (Customer DB
 Merchandize DB
« Employee DB
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Microsoft Access Objects

® Tables Where data are stored. A table consists of rows

(records) and column (types of fields)

® Forms User-created interface for easy & quick data

entry and editing.

® Reports User-created display of data.

® Queries User-defined filter of data. How you ask

database questions.

Home Create External Data Database Tools @ Tell me what you want to do...
G Form Wizard ]
EE M RE E& O

= | | EI —l Report V
= : & Navigation ~ ‘
Application | Table Table SharePoint | Query Query Form Form Blank Report Report Blank [E] Labels
Parts ~ Design Lists~ Wizard Design Design Form [ More Forms ~

Design Rep
Templates ’ - ‘ Q
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(2) Scope of Problem and Data

7/ .
*%* Before we will create a database, we need to work out

1. What are we working on, and
2. The kind of data do we need to collect and maintain for this work

** This will help we define which data need to be on you database.

7 .
*%* Some questions you need to answer:

® What is the subject of your interest?

® Which data do we need/ don’t need?

® (optional) How do we want to collect the data?

** The answers to these questions will help you set the scope of your

data. Without it, you might collect too many irrelevant data, or
missing something.
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(2) Scope of Problem and Data (cont.)

*** For example, if we want to collect data about students,
there will be a lot of related data:

® Student ID, name, birthday, place of origin, address,
telephone number, faculty, major, minor, GPA,
hobby, etc.

** We need to work out what are our interest in the
students, and what do we want to know about them.

** Make sure to set up the scope, so that we have the list
of only relevant data, before moving on to the next
step...
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(2) Scope of Problem and Data (cont.)

** Back to student table example

> We start at basic information we want to know about
student: ID, Title (Mr., Ms.), First Name, Last Name, Birth
Date, GPA, Address...

> Maybe we want to conduct a research on student’s
income — Allowance

> We also might want a way to contact the student — E-
mail address

> And maybe blood type, in case of an emergency —
Blood Type

X Again, work out what we want to know.
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(3) Designing a Table

** The data will be about student, so we have a _

L)

Student table. The record will be information Student ID
about each student.
**  Once we know which data we want to store, Title
each piece of the information will be a field in a
. . . First Name
student record. The list of the field is on the
. right. Last Name
** Now we need to name and specify the fields, to
create the table on MS Access. Address
Field Name Restriction Birth Date
- No longer than 64 characters
- The name cannot: GPA
® Have special characters suchas. ! * [ ]
¢ Start with space Blood Type
** If our field name violates a restriction, MS- Allowance

Access will display “field name invalid” error
message dialog box. E-mail Address
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(3) Designing a Table (cont.)

With that in mind, we can select field names. Usually, we

don’t want any space in a field name
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What we want to store Field Name
Student ID idStudent
Title title
First Name firstName
Last Name lastName
Address address
Birth Date birthdate
GPA GPA
Blood Type bloodType
Allowance allowance
E-mail Address email




(4) Data Types

** After we have named the fields, we need to assign data

types for them.
** Data type will dictate what can be store in that field.

** The following tables will show data types available in MS
Access.
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(4) Data Types (cont.)

Data type

Description

Sizes

Short Text
(formerly known

as “Text”)

Alphanumeric data (names, titles, etc.)

Up to 255 characters.

Long Text

(formerly known

Large amounts of alphanumeric data:

sentences and paragraphs.

Up to about 1 gigabyte (GB),

but controls to display a

as “Memo”) long text are limited to the
first 64,000 characters.
Number Numeric data. 1, 2,4, 8, or 16 bytes. (more
later)
Large Number Numeric data. 8 bytes.

For more information, see

Using the Large Number dgata

type.




(4) Data Types (cont.)

Data type Description Sizes

Date/Time Dates and times. 8 bytes.

Monetary data, stored with 4 decimal

Currency 8 bytes.
places of precision.

Boolean (true/false) data; Access
Yes/No stores the numeric value zero (0) for 1 byte.

false, and -1 for true.

Pictures, graphs, or other ActiveX

OLE Object objects from another Windows-based | Up to about 2 GB.

application.
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(4) Data Types (cont.)

Data type : Number

. Byte - Use for integers that range from 0 to 255. Storage requirement is 1
byte.

. Integer - Use for integers that range from -32,768 to 32,767. Storage
requirement is 2 bytes.

. Long Integer - Use for integers that range from -2,147,483,648 to
2,147,483,647. Storage requirement is 4 bytes.

. Single - Use for numeric floating point values that range from -3.4 x 10% to
3.4 x 10% and up to seven significant digits. Storage requirement is 4 bytes.

. Double - Use for numeric floating point values that range from -1.797 x 103

to 1.797 x 10°°® and up to fifteen significant digits. Storage requirement is 8

bytes.
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(4) Data Types (cont.)

** For Student table, we may use the following data types:

Data Field Data Type
Student ID idStudent Short Text — 9 bytes
Title title Short Text — 4 bytes (Mr., Ms.,...)
First Name firstName Short Text — 20 bytes
Last Name lastName Short Text — 20 bytes
Address address Short Text — 40 bytes
Birth Date birthdate Date/Time
GPA GPA Number - single (2.51, 4.00)
Blood Type bloodType Short Text — 3 bytes (A+, B-, AB+,...)
Allowance allowance Number - integer
E-mail Address | email Short Text — 30 bytes

&\ NAJYIONYINISADUWILNDS
| ] COMPUTER SCIENCE DEFARTMENT, CMU
o/ Audnendas urnanetdodests



(5) Creating a Table with MS Access

Now, we will use Microsoft Access 2016 to create tables

First, we will create a folder to put the database in.

Create a folder with you student ID
Drive ? (Flash drive / Drive C / Drive D:)

For example G:\600501234>
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(5) Creating a Table (cont.)

First, we will open Microsoft Access 2016 by doing the

followings:

1. At the task bar click the windows icon

2. click Access 2016
AB Access2016

Acrobat Distiller 6.0

Adobe Aaobat 6.0 Professional

&) Aa
Sty

If you cannot find Access 2016 click search and type

) LITACCESS G
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(5) Creating a Table (cont.)

Once Microsoft Access start, we will see the screen below, we will

create MyStudent database with the following steps:

1. click Blank database
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(5) Creating a Table (cont.)

2. Then, do the following
2.1 At File name: put in the name of the database. MyStudent,
for this example
2.2 Specify where the database will be by clicking at L—'ﬁ'l
File and folder dialogue will appear, selec where you want to
put the database file. Also, specify Save as fype :
as Microsoft Access 2007-2016 Database

We will get MyStudent.accdb " Blank database
2.3 click Create 21 O 29
— D b3
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(5) Creating a Table (cont.)

What are on MS-Access’s User Interface
1 1.2

|B (.j » ¢}t s  MyStudent: Database- E\204100Access20...  Vattanan Naiyapo ? —

2 r“ Home Create External Data Database Tools Q Tell me what you want to do
> 2 Yr - Y ab 1
M RE Y oL “ 1 E B[

Oj
X

N

=N

3 View Paste . Filter : ] Refresh Find Sizeto  Switch Text
- . Ze Y All - v D '3 * | Fit Form Windows~ Formatting~
Views Clipboard & Sort & Filter Records Find Window ~
w I® [ ] | [ ] | [ ] | [ ] | [ ] | [ ]
CCE b...
B Student ol
5 | B teacher
Queries A I
1. Title bar 1.1 quick access 1.2 windows control
keys

2. Tabs, where commands are organized into

3. Ribbons, showing commands in a tab

i 4. Working space

‘ 5. Navigation pane : showing objects (table and others)
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(5) Creating a Table (cont.)

Before we start, we’ll learn to do the followings with MS
Access:

- Closing a database

- Closing MS-Access

- Opening a database

- Saving with Save / Save-as

After that, we’ll learn how to create a table
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(5) Creating a Table (cont.)

Closing a DB CER
1 Home  Create  OternsiData  DatabaseTook  Fael
A8 12 [ [R0ste&Time 1.x.' [ Name &¢

1 . CIiCk File tab T EYesno N\ ootV MuStudent
o N Comeny oo More ik T ot FiekdSice : -
2. Click Close = — =
A
Centeer =
+
[
Compact &
Repor Dotabae

@

L] B ©- - s MyStudent: Database- E\My5St... Vattanan Naiyapo ? = m|
CIOSIng MS Access h Home | Create External Data Database Tools B QTellmcwhatyo_uwanHodo
_ AL-Hh A

At the top right corner veu | pase 3| o o) 3 meten S8| od 3

Filter Refresh Find
* |Formatting ~
Views |Clipboard Sort & Filter Records Find

.Y a- X~ B-

. . All A Obje... ® «
1. click X to close windows _—
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(5) Creating a Table (cont.)

1[.:1 S\- = Ad e N ts S A 2 £
Opening a database @B“ 12 @ Bowatee 5 Dumea

s & YeuNo 7N RO
View Shot Number Currency Delete

1 ) CI iCK Fi Ie tab Views o Adad & l;.:'ﬂ’:me"%- -

2. Click Open then select the

MyStudent : Database- E:\MyStudent...  Vattanan Naiyapo 7 = O
database: B
Open
2.1 Recent for databases that were - -
2 @ Recen@ \
open recently e \
EQ i rersoral e
Or 2.2 Browse look for a database ‘ 3] oo /
= RS ) N s
file EI:] This b @ gyStudent
Qlder
dl  Add aPlace " Qatabase1
The select database file will then be o _Browye = -
\&=-&/ | [r]

opened and appear.
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(5) Creating a Table (cont.)

Saving with Save / Save As
- Save will save changes on objects in the database
- Save As will allow you to save the database as another file, File Types to

make a copy. You can also make a copy of objects in the database

We will continue with more information on Save As

MyStudent : Database- E\MyStudent.accdb {Access 2007 - 2016 file format) - Access Vattanan Naiyapo — ? = a

I¥]

Save As

File Types Save Database As =
; N Database File Types
f& Save Database As %) Access Database

Default database format.

(.} save ObjectAs ] Access 2002-2003 Database
Save a copy that will be compatible with

Access 2002-2003.
{21 Access 2000 Database

Save a copy that will be compatible with
Access 2000,

& T
Save the current database as a database

template (ACCDT).
Advanced

@5 Package and Sign
Package the database and apply a digital [~]
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(5) Creating a Table (cont.)

Save As — Saving Database as Another File/ Another File Type

1. Click File tab

2. Click Save As

3. At File Types, select Save Database As

4. At Save Database As — Database File Type, select Access Database

Select the version you want, 2016 will be what we are working on

5. Click Save As and type in the file name Access2016 File

extension is

File Types 3 Save Database As
: .accdb
- Database File Types
Home | Create m Save Databgse As £l Access Database [ Access 2002-2003 Database
B, Cut 4. Default database format. Save a copy that will be compatible with
o ER Copy Access 2002-2003,
Z " ¥ Format Painter Save Object As [ Access 2000 Database £l Template

Views Clipboard B Save a copy that will be compatible with Save the current database as a database

[ = 2

All Access Ob. ® « Access 2000. template (ACCOT).

Tables P Advanced

| & student B Package and Sign 1% Make ACCDE
Package the database and apply a digital File will be compiled into an executable
signature. only file.

fyecank 22 Back Up Database Ty SharePeint
Back up important databases regularly to Share the database by saving it to a
Options prevent data loss, document managerment server,
5 k=
A\ N1AYIONEINIS Save As
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(5) Creating a Table (cont.)

Making a copy of an object (Sava As — Save Object As)

At navigation pane, double click Student table to select it, then:
1. Click File tab

2. Click Save As

3. At File Types, select Save Object As

4. At Database File Types, select Save Object As

5. Click Save As and type in the file name for the table

Mew
Hm Create File Types Save the current database object
0y e D

e i ;# - o= I Database File Types

View | Paste @ :opf_ . - Save Database As 4 E# Save Object As 21 PDF or XPS

\.ri;w; c”pm;ard- - Save the current database object as a new Publish a copy of the ob
f_\|| A Ob._® « T 2 A object. APS file,

cCcess .= ve :
I L I 3. PA’ Save Object As Advanced

| £ student i| Print

Close

5. k=

Account Save As
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(5) Creating a Table (cont.)

Creating a Table

" Usually, a database will have

multiple tables
MyStudent.accdb

"  Qur starting example will have one /\(

table ~

" The file extension (type) for Access

Student | .. Table

2016 (and some earlier) database

file is .accdb ~
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(5) Creating a Table (cont.)

We can create a table and start it on different views
** To create a table, go to Create tab
‘:‘ Under Tables group, select a command to create a table from these

3 commands:

® Table to create a table and go to input data
® Table Design to create a table and go to Design view

¢ SharePoint Lists will link to SharePoint program

For now, we will select Table Design

H ©- - s MSwdent: Database- E\MyStudent.accdb (Access 2007 - A
“ Home @ External Data Database Tools Q Tell mew
f=Mll=E<simk
3 B &

Form Form Blank
Design Form c

Templates Queries Forms

I All Arrace Nhia & «l
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(5) Creating a Table (cont.)

Creating Student table on MyStudent database
1. Click Create tab
2. Click Table Design command

H ©- - s _MSwdent: Database- E\MyStudent.accdb (Access 2007 - X

“ Home , External Data Database Tools Q Tellmew
. T -
BEE 02
Application Form Form Blank
Pacts * Design form (=
Templates Foims

All Arrace NMhia @& «
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(5) Creating a Table (cont.)

We will input field

. ] COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl

names and data types as we have designed

® Field Name the name of the field«
® Data Type for that field <
" Description to put some notes about the fiefd I
B ©- - s MysStudent: Database- E\Myfudent.acc..  Table Tools VaﬂananNm;!pa ? = O X
Home  Create  ExternalData  Dafabase Tools Design gl’eilmewhal you want to do
BN @ = B g & =
View | Primary Builder Test Validation . Property Tndexs‘Creat Data Rename/ | Relationships N Object
- Key Rules  EQModifyLoofups | ghaet Macrlis~  Delete Macro Ddbendencies
Views | Tools _Spuwmide_‘FizId,“ nm&'l_ab_IeE!eﬂts- Belatiun ips ol
All Access Obje... @ «||= """2\! DI i - -
G B[ Fitrd Name Type [ Des®ption (Optional) E
Tables a
] Tablel
=
Field Properties
General Lookup
Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field
- - e e - Design view. F6 = Switch p.
amcy NIAJYIDNYINISADUWILNDS




Specifying a field for Student table
5.1 Type idStudent under Field Name

By default, the field size for
5.2 Select Short Text under Data Type Short Text will be 255 bytes

5.3 Below, under General tab — Field Size type in ¢ Y

7

5.4 Type some explanation under Description
| = 5.1 5.2 Table1 54
_ Field Name Data Type i Descrif
| idStudent Short Text _iﬁﬁﬁﬂﬁnm 1A,
5 3 Field Properties
General ookup :
Format

a0\ NMAYIINYINISADUWILODS
| *] COMPUTER SCIENCE DEPARTMENT, CMU
L pousSnendAtaas uridnendodoatul



(5) Creating a Table (cont.)

. Field Name _ Data Type |
Enter Field Name and Data Type as ¥ idStudent Short Text 9-digit ID for CMU Students
~ Title Short Text Mr, Ms., or Other
designed: | _IﬁrstName Short Text
| _llastName Short Text
° idStudent ShortText 9 bytes Jodres PR
~ birthDate Date/Time
- GPA Number 900 - 4.00
[ ] ) L ;
title Short Text 6 bytes bloodType W =
. \allowance Number
¢ firstName Short Text 20 bytes lemail Short Text
® lastName Short Text 40 bytes
o GPA Number Single General LCICIkLIFI
Field Size
® bloodTypeShort Text 3 bytes Format ~
¢ allowance Number Integer
¢* email Short Text
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(5) Creating a Table (cont.)

<A primary key (PK) is a field, or a combination of fields, with
a value that makes each record (row) in a table unique.

X Primary keys are another way to avoid duplicating your data,
because you can never duplicate a value in a primary key
field

O o : : :
** Primary key will make searching faster and more convenient

d Looking at the fields in the Student table, the only field that will never
repeat is idStudent. Therefore, we will set idStudent as primary key.

] After a primary key is set, if we enter a record with duplicate primary

key, MS-Access will not allow it, and will display an error message.
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(5) Creating a Table (cont.)

Setting idStudent field as the primary key for Student table
Follow these steps:

1. Click idStudent field name

2. Under Design tab, click Primary Key toggle

ield Name Data Type v
1. ‘w Short Text TAAlnAne Ny E '
K

title Short Text Fraiwiinda wiu wisam we View \ Primary fuilder T

v

Views

A key icon will appear in front of idStudent this means
that this field is the primary key, as shown:

Field Name Data Type
idStudent Short Text siaindnen u
title Short Text Antinmsinde i unear
firstName Short Text

If no primary key is selected, MS-Access will prompt to automatically create

one. If we answer Yes, field ID, which is Autonumber (counter) will be

JLIM1JU 1J11 HnIISrivuvyJuwivuo
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(5) Creating a Table (cont.)

After primary key is selected, we will save the table:

® Click Save

Save As

® The Save As dialog appears Table Neme:

|Student

® Type Student under Table Name:
® Click OK

After saving, then table will appear as below.

All Access Obje... ® % (I SRR\

Seorch. LI
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(6) Entering Data into a Table

Now we will enter data into Student table:
1. Click View to get view options
2. Select Datasheet View

E - - ¥ Table Tools
| | H ©-2- =
Home Create External Data Database Tools ‘ Design | Q Tellme
ﬁ; ? \ @ ‘E“ [EatReus :? ELT 5 Home Create
el PP - — X Delete Rows — =F ) - ¥ Primary Key
1 Primary Builder Test Validation = ] Property Indexes = Create Data |
. Key Rules EQ Modify Lookups  gheet Macros~ De N Builder
Views Tools Show/Hide Field, Record &~ L= I Test Validation Ru
Field Name Data Type o
All Access Ob...® «||_ - | yP 2, ¢
Tables ~ ||* |idStudent Short Text =
title Short Text -
! &5 Student — bf Design View
5 Teacher _|firstName Short Text o)
Quesies . || _lastName Short Text
Forms ; ~|address Short Text
Reports v || |GPA Number
allowance Number
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(6) Entering Data into a Table (cont.)

3. Datasheet view will appear, where you can enter data

into Student table.

H I
b s m'( Cut C| 2l Ascendirg Y Selecﬂ - =1 New 2. Totals Sac Replace Calibri (Detail) - ‘11 e
i, | -—
D =E ) %| Descending T Advanced ~ EHsave S Speling © 2 2> GoTo-
View Paste . ., Filter | Refresh Find BT U A L aky & sl ==
= < Format Painter 7# Remove Sort Y Toggle Filter ~ pj~ 2< Delete ~ F=EMore ~ [ Select - = # ===
Views Clipboard P Sort & Filter Records Find Text Formatting
A” Acc... ® « =3 Student | | | | | | | | X.
pe— §e ~ idStudent - Title + firstName ~ lastName ~ Address =~ birthDate - GPA = | bloodType -
* | 0
Tables 2 ' '
&= Student

MAIYIINYINISADUWILODS
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(6) Entering Data into a Table (cont.)

4. Enter data into Student table

We can widen a field by moving the mouse to cell edge, the
mouse cursor will change (like in excel ) click and drag to
change the field’s width, or double-click to automatically adjust
the width
5. Click Save to record the data

title ~ firstName -~ lastName - address @GPA +  allowance -~

wie wiash NS 77 1.7 a.dufiida a.las A 31 1500

_ uwan 113 Snanzw 5531, 3 auuwiEia a.ulad 2w 2.5 2000

4. 159061281 uwa dssaun 1918 56 4.5 @.6in1W1Y a.ulas 3.8 Twa 19 2500
59061599 WA W L6l 89/7 auuniiiag a.wlas a.uHae Tus 2 1800
60051234 Wil ans SIGTGIRTE 125/8 auusa’ld a.ulas 2.8y 2.9 2200

* 0 0
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(7) Managing Fields — Adding, Deleting and Moving

Select a table, then you can make change to the fields in that table
We will work with example Student table

1. Select the Student table

2. Click Home — View

2.1 Select Design View

8 ©-¢- = Table Tools Student - Ac:
“ Home = Creste  BxternalData  Database Tools Fields  Table  Q Tell me what you want 1o do... H ©-¢- =
bf T Y X Cu Y tlascending W Selection™ | = New 2 Totals p 83 Replace -: E al-bn Home Create
- -~ By Copy il Descending  To)Advanced + = Bowve % Spelting 2 GoTo~
2@ Paste Ri— Filter b, menonsca Y Togalerues Refresh % Delete = Bl Mooe B sects Sueto Switch g 5 oy .ﬂ - T Primary Key
v v e N . All- o Fit Form Windows = =
Views Clpboard 0 Son & Filter Records Fing window N Builder
All Access Ob...® « idStudent - title - firstName - | lastName - | address GPA = | allowance -i = CgTestVahdatlon Ru
Tat + i 5505122 JCT VIR 172 ngon 7707 a.dufda aadlav a. timnn [ 3.1 1500
1 ; 59051281 unwan i $nartin 553, 3 ouunduilas 2.1 rdun 2.5 2000 @ Datasheet View
59061281 uwan  dnsoun asnd $631.5 AN D.45109 A1 Tuslwi 19 2500
59061599 UNAN WS nsysl $9/7 ouumingiae o.44709 aaduslw 2 1800 b /6‘ o
¥ || e00s1224 i ins AN 125/8 auusa v a.4dia9 3.dwu 29 2200 < heha| Qesign View
M| £ 0 0 _

2.1
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(7) Managing Fields — Adding, Deleting and Moving

(cont.)
Design View will appear:
Field Name Data Type |

¥ idStudent Short Text 9-digit ID for CMU Students
| .!Title Short Text Mr, Ms., or Other
| .]ﬁrstName Short Text
___“astName Short Text
__}Address Short Text
| \ birthDate Date/Time
~ GPA Number 0.00 - 4.00
_.!bloodType Short Text
___!ailowance ‘Number ‘Baht/Month

!email ‘Short Text

&\ NAJYIONYINISADUWILNDS
| *] COMPUTER SCIENCE DEPARTMENT, CMU
LT pousnenAidas uriangauidualsg



(7) Managing Fields — Adding Field

On Student table field name pet, which is the type of pet the student keep,
with data type of Short Text, and field size of 15 bytes.

Do the followings:

1. Click to highlight the field we want to insert a field above it.

Field Name | Data Type |

¥ jdStudent Short Text 9-digit ID for CN
Title Short Text Mr, Ms., or Othe
firstName Short Text
:IastName Short Text
Address Short Text
birthDate Date/Time

1 |:> ~ GPA Number 0.00 - 4.00

jbloodType Short Text
allowance Number Baht/Month
‘email Short Text
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(7) Managing Fields — Adding Field (cont.)

. ' firstName |Short Text
2. Then, do either: | |lastName ‘Short Text
. . . address | Short Text
21 nght CIle the fleld and Ir'ﬂ' Primary Key %Number
X cut | Number
select Insert Rows . |
B EFE“‘ Lopy Field Prope
OR ] T-_L‘ Paste
2_1 (&= Insert Rog® e
2.2 Under Design tab — Tools i DeleteRows ||
Auto
= = Properties
group, Click Insert Rows icon _Ctiﬂ; :
- v 3 Student - Access Table T... Vattanan
B o
Home Create External Data Database Tools | ‘ Q Tell
2.2 rm
' ¥ Primary Key ( &= ) =K ﬁl
=] E‘. > y E
@ 2N Builder : - % — .
View Property Indexes Create Data Rename/ Relatit
v BE’T& Validation Rules E-Q Sheet Macros~ Delete Macro
Views Show/Hide Field, Record & Table Events
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(7) Managing Fields

— Adding Field (cont.)

And empty field will appear.

—

Field Name
¥ _!idStudent
~ Title
__IfirstName
__ _IiastName
~ Address

_|birthDate
[

GPA

_!bloodType
~ allowance

‘email

_ Data Type
Short Text
Short Text
Short Text
Short Text
Short Text
Date/Time

‘Number
Short Text
Number
Short Text

9-digit ID for CMU Students

Mr, Ms., or Other

0.00 - 4.00

Baht/Month

We then can enter field name and set data type for that

field.
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(7) Managing Fields — Adding Field (cont.)

3. v'iwmﬁ’aﬁf
3.1 click 1 Field Name WNW dateOfBirth
3.2 9 Data Type cllck \aan Date/Time
3.3 LL‘VI‘LI General 7 Format \aan Short Date
3.4 ‘Vl description ‘WNW‘II’ﬂﬂ’J"IﬁJ ’J‘L!Lﬂ’ﬂuﬂl,ﬂﬂ

Field Name Data Type
¥ idStudent Short Text saindnun w
title Short Text Fminwings w
firstMame Short Text
lastName Short Text
address Short Text
3.1 dateOfBirth 3.2 @i‘u wou 1l tim 3.4
| GPA Number
allowance Mumber
7
NPUL las General Date 11/12/2015 5:34:23 PM Q
Caption Long Date Thursday, Movember 12, 2015
Default Value Eip-Brate———t =15
Validation Rule short Date 2015
valdationTet | redumTime |34 o
MA3EBNe I:dqe'i:z Short Time 17:34

COMPUTER SCIE | |;psF pMode Mo Contral
FII.'LI'-E!I'HEJ'IFF'IFIE’IS; UHI2NEauLdaIiKy




(7) Managing Fields — Adding Field (cont.)

3. Do as followed:
3.1 Click the box under Field Name and type pet
3.2 Under Data Type click select Short Text

3.3 Under General —> Field Size, type 15
3.4 Add appropriate notes to Description

i Field Name _ Data Type _
v iidStudent Short Text 9-digit ID for CMU Students
| [Title Short Text Mr, Ms., or Other
firstName Short Text
ilastName Short Text
‘Address Short Text
~ birthDate ‘Date/Time
3.1 | |pet ‘Short Text @
3.2
General Lookup
Field Size 15 3.3
Format

Input Mask
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Deleting a Field

If you want to remove dateOfBirth field from Student table

1. Click to highlight the field you want to remove, as shown below

Field Name Data Type
¥ idStudent Short Text sainfAne uy
| title Short Text Aiwiinda i
firstName Short Text
lastName Short Text
address Short Text
dateOfBirth Date/Time Ju bonll e
GPA Number
allowance Number
2. Then do the following
2.1 Right Click — Delete Rows
OR
Under Design tab — Tools group, Click Delete Rows icon
-?"-"P-ri;a-;‘;f"ﬁ-ey H ©-¢- = Student - Access able T..  Vattanan Naiyapo ? —
b Cut File Home Create External Data Database Tools Q Tell me —
Ed Copy . . '
- - Primary Key &= —| =L @ =] |
0 E *\ Builder @ = =/ % = == %
€= Insert Rows View ,P o —Property Indexes | Create Data Rename/ Relationships Object
2 Dilats Bows v G Test Validation Rules pQl | gheet Macros~ Delete Macro Dependencies

Properties

ave LNALIUNN Table 49

Views < Tools > Show/Hide Field, Record & Table Events Relationships
9 .

(- v . a
AINUU click Nilu S



(7) Managing Fields — Moving a Field

For example, if we want to move address field to the bottom, we can
do it by:

1. Student table — Design View

2. Click to highlight the field we want to move

Home Create External Data Database Tools Design @ Tell me what you want to do,
v I:“'-QH E‘;‘.} {EE Insert Rows — ; - H_._” E
- = 2% Delete Rows =i == L] =Lt E
View  Primary Builder TestValidation - _ Property Indexes Create Data Rename/ Relation:
- Key Rules EQ Modify Lookups gheet Macros - Delete Macro
Views Toaols Show/Hide Field, Record & Table Events F
All Access Ob. @ « Field Name Data Type _
e . ||¥ idStudent Short Text siailn@nen
1 P (| |title Short Text Fawride
firstName ort Te
" (I [firstN Short Text
gacher i ;
Quer lastName Short Text
ueries i '
o 2* address ‘Short Text
Reports v || GPA Number
~|allowance Number
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(7) Managing Fields — Moving a Field(cont.)

3. Drag mouse to the location you want to move the field to, and release.
For example, dragging address field to the bottom.

Note that while you are draggin to mouse, you will see a thick black bar,
showing where the field will be moved to.

Field Name Data Type
¥ \idStudent Short Text TalndAnen vy
(title Short Text Aniiwninda i s
firstName Short Text
lastName Short Text
address Short Text
3 GPA Number
‘allowance Number
Field Name Data Type
Result of moving ¥ idStudent Short Text Tﬁﬂbﬁﬂﬁﬂ"dﬁ
title Short Text Fiinwsinda
address field _firstNarne Short Text
lastName Short Text
GPA MNumber
allowance Number
address Shnrt Text

4. Click Save to record the change to Student table.
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(8) Managing Table : Copying a Table

If we want to copy Student table and name the new copy StudentNew, we

can do the following:
1. Click Student table
2. Click Home tab

@ Create External Data Database Tools Fields

Table @ Tell me what youwant to do..,
i '*:‘!_I .-_K;, Cut Y %l Ascending Y: Selection r = Pew 2 Totals p EE:: Replace ’:‘:'" i r—
h{ B = . . % i . |2 em] :.D |Ca||hr|
] " EEy Copy ; Zl Descending | Advanced ~ ol Save o Spelling . = GoTo- % :
View Paste Filter Refresh Find Sizeto  Switch B I U A
. * Format Painter o RemoveSort T Toggle Filter All~ 7% Delete ~ Mare ~ [% Select ™ | Fit Form Windows ™ =
Views Clipboard P Sort B Filter Records Find Window
AH ACCE‘SS Ob@ & ; |d5tudept | F.I.tle - I\ﬁr_.r..‘JT'N‘::.'qmre - ._..!_‘?5“_‘!3'“9 = | GPRA . v.' allowancg. v R ad?lr:.asiﬁ. . '.
——_— X | R 5 wiasé nIn i 1500 77 4.7 o dufiida a.uiias A fiaens
9 studodt 59051281 wwan 1% Snatiw 2.5 2000 55 4. 3 avuwindias a.dias 2w
. 58061281 uwan isEseun 29 1.9 2500 56 3.5 @.6iN1111 a.Ldad A.1ea Tua
59061599 UWATT WS nsys 2 1800 89/7 auwwnindias a.uias a.dsslw
60051234 e ans @ 2.9 2200 125/8 auusa'ld a.ulas a.d 1wy
* 0 0
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(8) Managing Table : Copying a Table (cont.)

3. Under Home tab — Clipboard group, click Copy icon
4. Under Home tab — Clipboard group, click Paste
5. A window will appear for us to name the new table

H ©-¢&- = Student

4Iome Create External Data
Y ""l Y - |—|__l:
Vlew Paste ’ Filter A Refres

. 2 ? All~

Views Clipboard Sort & Filter

Paste Table As

Table Name:

[Gopy Of Student

Paste Options

O Structure Only

(@ Structure and Data

(O Append Data to Existing Table
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(8) Managing Table : Copying a Table (cont.)

5.1 Type in the new name. From the example: StudentNew

5.2 Paste Options give us some options to copy the table differently:
¢ Structure Only - The new copy will have the same structure, but no
data
¢ Structure and Data - The new copy will have the same structure, AND
data
® Append Data to Existing Table - Data will be put in another table
In this case we will choose Structure and Data to copy both structure and
the data in Student table

5.3 Click OK

Paste Table As ? X

Table Name: 5. 3
|

51 [StudentNew[
Paste Options
(O structure Only

52 (® Structure and Data
(O Append Data to Existing Table
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(8) Managing Table : Copying a Table (cont.)

A new table, StudentNew, will appear

H ©-¢- = Student - Access Table Tools

‘ Home ’ Create External Data Database Tools Fields Table

b B2 Ve B s L% E

AR E
View Paste | Filter Refresh Find Size to
A -
. - © 70 Y All~ X-E- ¥ ~ Fit Form W
Views | Clipboard Sort & Filter Records Find Wind
idStudent. - | title - |firstName =| lastName ~ |
All Access ...® « L !
59051234 s Wiesé GEg 77
59051281 wea” 1e Snaniw 55
| 59061281 uwan  dmsaun wé 56
~ |59061599 uNAT WS 1nsal 29
| 60051234 e ans ey 12
* |
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(8) Managing Table : Renaming a Table

If we want to change the name of StudentNew table to
StudentChange, we can do the followings:

1. At navigation pane

2. Click StudentNew

H ©-¢- = Student - Access Table Tools

Home Create External Data Database Tools Fields Table Q Tellr

b/ &Dg{) Y - (2 IE - $ % ED'-] |E

Z| ™o 3. | =

View Paste | Filter A Refresh Find Sizeto  Switch
. . W 2257 | m- X-B- R * | Fit Form Windows~ | «
Views Clipboard & Sort & Filter Records Find Window
All Access ... ® « idStudent - title - firstName - lastName - add
1. | | Tables M I ww fesd ngan 7776 duimda
T student _i 59051281 P13 FRE) an E'l"'lzjﬂ 351.3 ﬂ‘li‘ll“"l«l g%
(59061281 a1 is1saun 130 56 1.5 R.HAWITY
2 StudentNew) Il B i =

. N = .i 59061599 A7 i k] "I.n'i'qau Eﬂj‘r? SUuUWUIL A
60051234 It qns duand 125/8 auusa'ly ¢
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(8) Managing Table : Renaming a Table (cont.)

3. Right click to open the command list

4. Select Rename

All Access ...© «|]|  'dStuden
Tables A 59051234
E Student ;:gzigzi
3. 35, 81
= Open 293
g Design View 1&

Import o

Export k

4

Hide in this Group
Delete

¥ Cut

Em Copy

T-_n, Paste

L_E Linked Table Manager
Convertto Local Table

Takle Properties
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(8) Managing Table : Renaming a Table (cont.)

4. The name will change into textbox, for we to enter a new name
4.1 Type in the new name. From the example: StudentChange
4.2 Press Enter

5. New table name will appear at the navigation pane

All Access ..® « All Access ..® « All Access ..® «
Tables A Tables 2 Tables N
B Student B student E5 student

4.1 = Studentiew 4.2 = studentChangd | B 1 studentchange
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(8) Managing Table : Deleting a Table

To remove StudentChange table from MyStudent database, do the
following:

At navigation pane

All Access Objects  ® «

1. Click StudentChange table . "
2. Right click to open the command list 1 g Z::::::cm,,g, e
3. Select Delete 2. bL Design View
:
&l Rename

Hide in this Group
3.
& Cut

E® Copy

T Paste

7] Linked Table Manager
Convert to Local Table

@ Table Properties
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(8) Managing Table : Deleting a Table (cont.)

4. A confirmation window will appear
Click OK and StudentChange table will be remove form MyStudent

database

Microsoft Access X

i Do you want to delete the table ‘StudentChange™? Deleting this object will remove it from all groups.

For more information on how to prevent this message from displaying every time you delete an object, click Help.

| Yes l | No | | Help
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With what you have learn from this chapter, you

should be to...

® design and create tables

® manage individual tables, including records and

fields inside them

® enter data into tables
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