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~ Chapters 17-19

Storing and organizing data




b0 0#mD .0 "D 0

Databases are used by:

Schools
Banks

Utility Companies

Governments
Stores (inventory, prices, customer lists)
Nature Conservancy

Anyone who has large amounts of data to store &
organize



Benefits of databases

reduce data redundancy
modify only one file

share data

Saves Space




Understanding Database Concepts

A database is an organized collection of related
information.

Each piece of data in a database is stored in a field.
Related fields are grouped into tables.

A record is a row in a table; all the fields in a table
about a single person, object, event, or idea.

Exhibit 17-1 A database table

fields

|

CustomerlD I.asiﬁame Firsi;‘l'ame Ph%ne
record F———» 1 Sanders Lily (408) 555-3999 4 field value
2 Runyon Seth (707) 555-7032
3 Bayers Jillian (707)555-4309
4 Heinen Aisha (408) 555-3323
5} Chung Mike (408) 555-4428




Data Type

O text

O memo

O number
) currency
O date/time

Autonumber

Fields

Field Name

O <= 64 characters

O can contain letters, numbers,
spaces and many punctuation
marks

O cannot contain periods, commas
exclamation points or square
brackets



A database that contains more than one related table is a
relational database.

Common field is a field that appears in more than one table.

Primary key is a field, or a collection of fields, whose values
uniquely identify each record in a table.

Exhibit 17-2 Database relationship between tables

primary key
Customer table
foreign .
CustomerlD | LastName | FirstName Phone
: key
BEmary 1 Sanders Lily (408) 555-3999
key 2 Runyon Seth (707)555-7032
Invoice table 3 Bayers Jillian (707) 555-4309
T N e — 3 Heinen Aisha (408) 555-3323
1302-001 1301KS $500.00 | 2/15/2013 < Chmg L VA0) 3559426
1304002 1305-KF $3,50000 | 5/12/2013 /
1309-003 1314-RR $35500.00 | 9/29/2013
1402:004 401-MP $8,000.00 | 2/12/2014 §omon field
1408-005 1417KS $6,500.00 | 8/28/2014
1409-006 1314-RR $4,500.00|  9/15/14
foreign key
primary key
Contract table
Enmon ContractNumber | Customerl Ci /al DateSigned
field 1301KS 1 $500.00 | 2/9/2013
1302KS 5 $14,000.00 |  3/3/2013y
1305-KF 3 $800.00 | 4/22/2013
1307-RR 2 $620.00 | 7/7/2013 three
1314-RR 5 $16,500.00 | 9/17/20134 gaptiacts
T315-MP 3 $690.00 | 9/30/2013 for Mike
1318-KF 5 $18,000.00 | 10/20/20134 Chung
1401-MP 2 $20,000.00 | 1/26/2014
14175 2 $6,500.00 | 8/9/2014




Access Key Terms:

Parts of an Access Database: A SED A ES0a D@ 2
00 Table - holds the data o

Al E
0O Form - see one record at a time Home | Creste | ExtemalC

R =& I ¢

5 5 Application Table Table SharePoint | C
O Query - ask question/manipulate data e
All Access Objects *l
0O Report - get info out (looking good) 3 conome :
j ‘Worker
Queries #
—'; Warker Qluery
Forms 3

ZS_| Customer

O  Primary key - uniquely identify a T Worker

Reports

I'e COI‘d B worker

el

O Relationship - ties tables together



Two Views

Datasheet view - Design View -
shows contents shows structure

Al s - -7 nt: Database (Access 200 alld9- -]

M Create External Data Database Tools Fields Table Home Create External Data Database Tools
:
B B8 D R EBBIOT (] o B & 2o~ B
L = = == B { E

Design

A

B2 2 =8 E

d Navigation = 2 Labels = Delete Rows
Application | Table Table SharePoint | Query Query Form  Form  Blank Report Report Blank M View Primary| Euilder Test Validation Property Indexes  Create Data Rename/Delete  Relationships Obije
Parts Design  Lists~ | Wizard Design Design Form More Forms ~ Design Report - Rules Gl Modify Lookups | speet Macros ~ Macro Depend
Templates | Tables | Queries | Forms | Reports | Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects (= « || 20 customer All Access Objects (=) « || =] Customer
Tables & Customer Ni - | Last Name rst Name - Street ity - |Telephone I - Tables 2 Field Name Data Type
E customer | Alvarez Frances 23 Robbins Grant City 555-4321 5 customer 2 c er Text
EH worker BR16 Breaton Alex 345 Levick Empeer 555-6987 = work Last Name Text
orker _
Queries % FE45 Ferdon Jean 68 Passmore  Grant City 555-3412 - —|_| First Name Text
B Worker Quey GM52 Gammort Frank 98 Magee Portage 555-8789 Queries = Street Text
F"; Hl07 Heijer Bill 314 0akley  Empeer 555-7889 & Worker Query [ City Text
rms E3
Cust KL12 Klinger Cynthia 44 Rising Sun  Grant City 555-4576 Forms ES Telephone Number Text
ustomer = _
- MA34 Manston Lisa 67 Fanshawe Empeer 555-8787 Customer || Balance Currency
Worker PRS0 Prestz Martin 40 Magee Portage 555-4454 Worker | Amount paid Currency
Reports S SA23 Santoro Maria 134 Castor Empeer 555-9780 v S ‘Worker Number Text
Worker TR35 Trent Gerry 167 Martin  Portage 555-8888 == =
Worker =
*
[ General |Lookup|
Field Size 255
Format
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required No
Allow Zero Length Yes
Indexed Yes (Mo Duplicates)
Unicode Compression Yes
Record: 4 1of10 LI | " Mo Filter | Search IME Mode Mo Control
Datasheet View IME Sentence Mode Mone
- = -, _ - Smart Tags
TS p
: e e o EE

Design view. F6 = Switch panes. F1 = Hell




Ribbons

Microsoft Access

Create External Data Database Tools

Cut ! b}

23 Copy 7 Spelling
X Delete ~ B
—— =

All Access Objects ® «
Tables 2
3 customer

53 worker

Navigation Pane - shows
objects (tables, forms, reports

and queries that are part of the
database

@A)

Button to Change from

All Access Objects

Datasheet to Design View is

on the Home ribbon

[a] ;" — T Dlant : Database (Access 2007 - 2010) = Microsoft Acc
&

ess

=l
¢
matti
Plant: Database (Access 2007 - 2010) - Microsoft Access
External Data Database Tools Fields Table
7 41 Ascending ¥y Selection ~ D = New = Totals
' %) Descending V) Advanced ~ 1]
Filter

., Repl;
Fh P Gation
=Hsae ¥ Spelling
Refresh
Al

= GoTo~
7 1~ X Delete - B More - Find Iy seect- | B £ U A-
Sort & Filter Records Find Text Formatting
v <« | =1 customer
S Customer Ni - | lastName - | FirstName -| Street ~-| City - Telephonet-| Balance -|AmountP
Alvarez Frances 23Robbins  GrantCity  555-4321 $45.00

$30

A i



You Can Create a Table
Datasheet View

Exhibit 17-6 Datasheet with field p
eld name I

A" Soiar: Database (A
File Home Create External Data Database Tools
IE'/“" AB I 2 [:___j £y Date & Time /\
— [¥ ves/No .
View Text Number Currency
. =3 More Fields ~ E
Views | Add & Delete i Properties
All Access Objects Ao« ] Table1
Search. yo ID + | FirstName ~ Clickto Add -~
Tables 2 || % (New) AB  Text
=] Tablel 12 Number
E! Currency
.-:) Date & Time
you can [ YesNo list of
click a data f, Lookup & Relationship data
type to A« Rich Text types
select it AW, | Messa
] Attachment
‘20 Hyperlink
Calculated Field >
Paste as Fields




Or You Can Create a Table in

Design VI€W (my recommendation)

Change the size
of a text field
from 255
(default) to
something
reasonable to
save bytes

Exhibit 17-9 Table in Design view

Home Create

e ] | “~=Insert Rows

=5,
/ ] J/ .
% bt - — <3 Delete Rows
VIeW View Primary Test Validation

<20 Modify Lookups

External Data

. Key Rules Sheet Macros ~ Macro
button € Toc how/Hide Field, Re Table Event elatic
All Access Objects v « | =] Customer
Search 0 Field Name Data Type
= " AutoNumber
B Customer FirstName Text
LastName Text
CustomerSince Date/Time

field names

General ;Lookup
Field Size

New Values
Format

Caption
Indexed

Field Properties p| | smart rags

pane Text Align

U
Design view, F6 = Switch panes. F1 = Heip.

Property Indexes

Database Tools Design

A = - 3 =
=1 ?

Wi ey 2
Create Data Rename/Delete  Relationships

Field Properties

Long Integer
Increment

Yes (No Duplicates)

General

lirabtecr ~1M,:Dmmemm_lwié%%
A

Object
Dependencies

Description -

table design
grid

Help box
A field name can be up to 64 characters long

induding spaces. Press F1 for help on field
names.

Design View button

i 63 @)%
Datasheet View button '/W




Enter Data into a Table using
Datasheet View

Exhibit 17-8 First field value entered

pencil symbol

Alld 9~ se (Access
Home Create External Data Database Tools Fields Table

./ Ci)\ )pate&Time - & Name & Caption .

(74 AB 1| -~ ) : X

S [¥ Yes/mo "o Default Value

View Text Number Currency Delete ___ .

= 4 More Fields . Field Size 255
Add ¢ Properties
All Access Objects v) <« \ -] Customer

CustomeriD ~ | FirstName = LastName ~ ‘ CustomerSince -~
1 Lily,

Search.. peal
Tables

oad Customer

star
symbol

primary key value for first field value insertion
first record entered point




Or Enter Data by Using a Form

Forms allow you to view one record at a time for easier
data entry or retrieval.

You can create a form for a table using the form wizard.

Or with the table selected that you want to create a form
for, select the Create tab and chose the Form option.

You can also create forms in design view, but it is easier to
let the wizard do the work for you. You can always modify
the form in Design view later.



Forms

Exhibit 17-23 Form created by the Form tool

i) a4l Form Layout Tools
Home Create External Data Database Tools Design ng For :

=< Aa Colors ~ = — i Logo B E
==  |43a) H ﬁlﬁ’— ] Ag ] j&jjj_@@ g - j ] Titie M;ﬂmqp@m

Vi Th v
- e [A] Fonts age (53 Date and Time Fields Sheet
Views Themes Controls ‘ Header / Footer | Tools
Al Access Objects © « | Simoice = —-‘_—
searc ‘ new tab for form
=T d | Invoice
Tables A ™
B3 contract eeeenenn .
B3 customer Inv0|ce Number |1302.001
& 1woice Contract Number ‘m - - - o -
Queries A
3 InvoicePayments w J2/18/2013 L
-
i Amount $500.00
field values for ‘
the first record Paid? @
——
depending on your
computer’s settings,
your field value
boxes might be a
different width
form displayed
in Layout view first record
—
Record: 4+ 10f82 » M ¥ | & NoFilter | Search | < " —
ut View =1
A By




Goodies

These properties can make data entry easier and less error prone:

(These properties are found in design view)

Note: Only the Input Mask is in the book

Input Mask - forces a format,

for example a phone number : (xxx) xxx-xxxx

Lookup Wizard - creates a pull-down menu for easier and more error free data

entry. (found under data types)

Validation Rule - makes sure the data entered meets a specific criteria. An error

message is displayed if the data does not meet the criteria.



Required Skills

You should know how to

Create a new database

Design an Access table

Create a table in a database

Define fields in a table

Understand the rules for naming tables and fields
Determine data types for fields

Modify field properties

Determine the field that will be the primary key
Add, delete or modify fields in a table

Change from design view to datasheet view (and vice versa)
Enter data into a record

Add additional records to a table

Change data in a table

Use a form to view a record

Save a table

0 Sie ikt Bl e Mo fc e s e INe Be Bis See 2o (e

Understand the terms used when working with an Access database
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Homework/Labs

Review Chapters 17 - 19 in the CMPTR book

Make sure that you can:

Build a table in datasheet view or design view.

Enter records into an Access table.

Add new records, modify or delete existing records.
Create a form using the form button or form wizard.

Use a form to add, modify or delete records.

If you are not comfortable with these skills, re-do the in-class

lab on your own or work with the exercises in the book.



