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ECDL Approved Courseware

The ECDL Foundation has approved these training materials and requires that the
following statement appears in all ECDL Foundation approved courseware.

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are trade marks of The European Computer Driving Licence:Foundation Limited
(“ECDL-F") in Ireland and other countries.

Cheltenham Courseware is an entity independent of ECDL-F and is not associated with ECDL-F in
any manner. This courseware publication may be used to assist candidates to prepare for ECDL
tests. Neither ECDL-F nor Cheltenham Courseware warrants that.the use of this courseware
publication will ensure passing of ECDL tests. This courseware publication has been independently
reviewed and approved by ECDL-F as complying with the following standard:

Technical compliance with the learning objectives of ECDL syllabus 4.

Confirmation of this approval can be obtained by reviewing the Courseware Section of the website
www.ecdl.com

The material contained in this courseware publication has not been reviewed for technical accuracy
and does not guarantee that candidates will pass ECDL tests. Any and all assessment items and/or
performance-based exercises contained in this courseware publication relate solely to this publication
and do not constitute or imply certification by ECDL-F in respect of ECDL tests or any other ECDL-F
test.

For details on sitting ECDL tests and other ECDL-F tests in your country, please contact your
country's National ECDL/ICDL designated Licensee or visit ECDL-F's web site at www.ecdl.com.

Candidates using this courseware publication must be registered with the National Licensee, before
undertaking ECDL tests. Without a valid registration, ECDL tests cannot be undertaken and no
ECDL test certificate, nor any other form of recognition, can be given to a candidate. Registration
should be undertaken with your country's National ECDL/ICDL designated Licensee at any Approved
ECDL test certificate Test Centre.

Syllabus 4 is the official syllabus of the ECDL certification programme at the date of
approval of this courseware publication.
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Using the Application

Database Concepts

Understanding what a database is

What is data?

DATA is made up of text, numbers, images and in some cases sounds which
can be processed or stored by a computer. By itself data might not mean
very much. In order to understand it, it needs to be interpreted (or
processed) to become information.

INFORMATION is the meaning given to data by the way in which it is
interpreted.

To illustrate the difference, MURRAY, 15000 and 10 mean little as data. But
if we were able to interpret them as the name of a salesman, Murray, his
annual basic salary of $15,000 and_ his commission rate of 10%o, it would
assume more meaning and could be called information. This is not
necessarily the end of the story-as this information could be included in
another set of data and used to provide other information. Alternatively, the
same data could be interpreted in another way.

It is often helpful to think of data as the raw ingredients of a recipe which
when processed and mixed-in different amounts by differing techniques
produce different results.

What is a database?

A simple definition of a database is:
A STRUCTURED COLLECTION OF RELATED DATA ABOUT ONE OR MORE
SUBJECTS.

In normal daily life we make frequent use of databases, and probably don’t
realise it. Here are a number of simple examples:

- The telephone directory

- Bus or train timetable

- Personal address book

- Filing cabinet

What is a relational database?

A simple relational database, such as Microsoft Access, is a database which is
based on tables. Each column within a table defines the fields, while each row
defines the records. Different related data can be held in separate tables. For
instance information about suppliers can be held in one table, while
information about products can be held in a separate table.
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Understanding how a database is organised

What is a table?
¢ A table holds data about a particular item, such as products or suppliers.

What is arecord?

e A record is a collection of information which relates to a particular item within
your database table. For instance a record in an address book may consist of
the first and second name of a person, plus their phone number and address
details. Each item within a record is called a field.

What is a field?

e Fields are the individual items which make up-a record within your database.
In the example of an address book database, first and second names of your
contacts would both be field names, as would the telephone number.

What is meant by 'Field data types:?

e A field must have a specific data type format. We will see more about this
later, but for now the illustration shows you the data types which are
available within Microsoft Access, including TEXT, NUMBER, CURRENCY etc.

-

_1 Employees : Table
Field Mame | Data Tvpe |
% |EmployeeID Autokurmber
| |LastMame Tesk |
| |FirstMame
| Title Merno
|| TitleFCourtesy Murnber
| |EirthDate Dake/Time
| [HireDate CUrrency
| |Address AutaMumber
ity Yes/Mo
| |Reqgion CLE Object
| |PostalCode Hyperlink
| [Country Lookup Wizard. ..
[N Y - Tk

What is meant by ‘Field properties'?

e Each field has a range of field properties associated with it. For instance the
Field Size (set to 50 in the example shown), means that the field will hold a
maximum of 50 characters.
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General | Lookup

Field Size 50
Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

Required Mo

Allow Zero Length fes
Indexed Mo
Unicode Compression fes

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Other properties include items such as data validation, which means that the
sort of information which is being entered into a field makes sense!

Understanding what a primary key is

What is a primary key?
e Primary keys uniquely identify each record in your table and provide the
following advantages:

[

- An index is automatically created for the primary key.

This speeds up.data retrieval and sorting.

Also, the primary key.is often used in establishing relationships.

- Records in a form or Datasheet are displayed in primary key order.
- Duplicate records are not allowed. Therefore all records are unique
- A primary key can be made up of one or more fields.

Understanding what an index is

What is anindex?

e An index‘allows Microsoft Access to work faster when finding and sorting
records. They work in a similar way to the way you would use an index in a
traditional book, i.e. Access uses the index to find the location of the required
data. Indexes can be created using a single field, or using multiple fields.

Understanding the purpose of relating tables in a database
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Why relate tables?

When using Access you normally set up a number of tables, such as
Customers, Products, Orders, Employees etc. The next stage is to define
relationships between these tables so that the information within each table
can be linked with the information in the other tables. Once these table
relationships are defined we can create queries, forms and reports to display
information which is actually spread across several tables.

Understanding the importance of setting rules to ensure relationships
are valid

Design and document your database!

It is extremely important to spend time designing your database as time
spent here will often pay dividends later on in the process, as you know
where you are going and what you are trying to do.

How do you know if you’ve got there if you don’t know where you are going?

Questions to ask yourself

When setting out on the difficult design stage of producing the database
there are a number of questions which you should ask yourself or your user.

WHAT DO 1 WANT?: You must first establish why you require your database
and what you expect'to get from it. It is most important to define your output
needs first.

Mistakes are often-made because people try to decide what to put into their
database before they know what they want from it.

WHAT HAVE 1 GOT?: Knowing what you want then allows you to look
critically at what data you have and make decisions as to how it should be
structured in terms of fields'and tables.

WHAT DO 1 NEED TO DO?: This question asks you to look at any
manipulation you need to carry out in order to achieve your information
output: searches, sorts, and calculations.

Define your needs

In order to clarify your needs it is often useful to draw a simple diagram
and/or write a short narrative. If the database is being designed for others,
show them your sketch/narrative and use it to check your understanding of
their requirements.

EXAMPLE:

C.C.Toys is a retailer of toys for children of all ages. It buys its toys from a
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number of suppliers. It employs four staff. The store is laid out according to
themes under a number of categories (e.g. Soft toys, Games Software etc.).
Orders to suppliers can be for either single or multiple products.

The illustration below shows the tables needed for C.C. Toys.

ORDERS

EMPLOYEES Toy%

Basic design rules

If you stick to-a set of rules when designing your database, it will make your
life much easier when using the database!

MAKE EACH RECORD UNIQUE: Each table should be allocated a primary
key. A primary key is simply a field or a combination of fields which makes a
record unique. Give your table a primary key to ensure you have no duplicate
records. Select the primary key yourself. If you let Access define the primary
key, it will add a counter field at the beginning of each record. The counter
will be incremented on every new record added to the table. Although this
guarantees the unigueness of the record, it does mean that two records could
contain identical data (apart from the key itself).

MAKE EACH FIELD UNIQUE: If you have repeated the same kind of
information in a table, you should put it into another table.
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MAKE FIELDS FUNCTIONALLY DEPENDENT: Each field in the record
should relate to the subject of the record. If it doesn't, it's either redundant
or it belongs in another table!

ENSURE EACH FIELD IS INDEPENDENT: You should be able to alter any
one field in a record without affecting any of the others.

ENSURE FIELDS DON’T CONTAIN CALCULATED OR DERIVED DATA: As
an example, you need only hold gross pay and deductions/on a person's
salary record. Net pay can be calculated when it is required, when printing
the pay slip for instance.

ENSURE DATA IS IN ITS SMALLEST LOGICAL PARTS: It might be useful,

for instance, to keep customers' postcodes separate from the rest of their
addresses so that you can analyze sales based on postal regions.

First Steps with Databases

Opening and closing Microsoft Access

To start Access

e Click on the Windows START icon.

e Click on ALL PROGRAMS.

e Click on MICROSOFT OFFICE.

e Click on the MICROSOFT OFFICE ACCESS icon from within the submenu
displayed.

NOTE: The exact location of the MICROSOFT OFFICE ACCESS icon may
vary, depending on your particular version of Microsoft Access.

To closeiMicresoft Access

e Click on the application's- CLOSE icon, at the top-right of the application
window.

o
(D
£

Click Here

Opening an existing database
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To open a database

e Click on the FILE drop down menu and select the OPEN command, the
OPEN dialog box will be displayed. Select the database you wish to open and
then click on the OPEN button.

|@ Microsoft Access

| File | Edit  ‘iew Insert  Tools  Window  Help

L] Mew... ChrH-M |

|5 open... ko [
Get External Data 3
Close

Creating a new database

To create a new database

e Click on the FILE drop down menu & select the NEW command. This allows
you to open an existing database, or it gives you options for creating a new
database.

BEX|

Tvpe a question for help -

Mew File v

New
IEI_=J Blank database. ..
@ Blank data access page...
@J Project using existing data. ..

@ Project using new data. ..
[£]1] From existing file...

Templates
Search onling For:

8 Templates on Office Online
IEI_J Oy Compuber. .,

e BLANK DATABASE: Allows you to create a new, blank database.

TEMPLATES ON MY COMPUTER: Displays the TEMPLATES dialog box
allowing to the select from a wide range of Access templates.
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-Tem'plates'

General | Databases |

E B @ N []=1=

{Blank ! Blank data Project Project (Mew RS
idatabase...! access page...  (Existin... Database)

Seleck anicon ko
SEE 3 preview,

Templates on Office Online ] Ok

You can click on the DATABASES tab (at the top of this dialog box), to see
more options as illustrated.

.'I'eniplates'

:Genera|-| Databases |

N N & & @oo
N

g Conkack Event Expenses ReEvEN

s
Management  Management

Inventaory Ledger Crder Enkry Resource
Contral Scheduling Select an icon bo
SEE & preview,
Service Call Time and
Management Billing

Templates on Qffice Online Ok

Once you have selected the type of database you wish to create the FILE
NEW DATABASE dialog box will be displayed.
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File New Database

Save n: g studert v @ @ |Q X Ca EH - Toos~

s | [E]ms Form
|_-£3 (s Lavour
My Recent Izl__]MS PREPRIMT
Documents | s prIvary KEY
. [EH 15 PRINT
G [ ms query
Desktop | [2H]MS RELATE

[EHms rEFORTS
[Z]ms sEARCH

(s sorT

WMy Documents | (Z]ms viEws

-

58
My Computer

3} Filename:  [GrderEntrel |
My Netwark e ————— '.'.:"': L
Places Save asbype! | Microsoft Office Access Database R4 ]

e Enter a name for your new database into the FILE NAME box and click on
the CREATE button.

Saving a database to a location'on a drive

To save a database
¢ Choose SAVE AS fromthe FILE menu.

To save a database file to a diskette

NOTE: Many PCs are now supplied without a floppy disk drive installed.

e There is no easy way within the Access application to save a database opened
from the hard disk to a floppy disk. However, you may use the Windows
Explorer to copy a file to your floppy disk.

e Start the WINDOWS EXPLORER program.

e Select the database file on your hard disk which you wish to copy to a floppy
disk.

e Right click on.the file and select SEND TO 3 1/2" FLOPPY command.

Using Help

What is the Microsoft Office Assistant?
o By default this friendly little creature, will watch what you do and offer tips on
how to work more productively. You can ask it questions in plain English!
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Occasionally the Office Assistant will display information on the screen. If you
are unsure about how to use this product you should always read the help
offered. You can choose to implement the tip, have it explained, or to ignore
the tip.

what would you like to do?

estion here and

Options Search

To display the Microsoft Office Assistant

e Select the SHOW THE OFFICE ASSISTANT command from the HELP drop
down menu.

o | Help

@ Microsoft Access Help Fl

| Show the Cffice Assistank [
k2 what's This?
"FFiFa an Fha WWah

To hide the Microsoft Office Assistant

¢ Right click on the Office Assistant and from the menu displayed, click on the
HIDE command.

Hide

Optians...
Choose Assistant. ..

Animate!

To disable the'Microsoft Office Assistant

¢ Right click'on the Office Assistant and from the menu displayed, click on the
OPTIONS command.

o De-select the USE THE OFFICE ASSISTANT option.
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Office Assistant

Gallery | Options

Use the Office Assiskant
[ ] Help with wizards Maove when in the way
Display alerts Make sounds
[] search for both product and programming help when programming

Shiow tips aboot

[ ] Using Features more effeckively [ only show high priority tips
[] Using the mouse more effectively [ ] show the Tip of the Day ak startup

[ kevboard shortouks Reset my Hps

[ oK | [ Cancel

¢ Click on the OK button.

The Help drop down menu

e Click on the HELP drop down menu and select the command which you
require. Remember that if you move the mouse arrow to the down arrow at
the bottom of the menu, the menu will expand to show all available
commands, as illustrated.

Help

-t_.l) Microsoft Office Access Help F1

_| Shows the OFffice Assiskant

Microsoft OFfice Cnline
I Access Developer Resources

Contack Us

Sample Databases. .. 3

Check For Updates
Detect and Repair. ..
Activate Product. .

Customer Feedback Options. ..

About Microsoft OFfice Access

Help Menu - Microsoft Access Help command

o Click on HELP drop down menu and select the MICROSOFT ACCESS HELP
command. By default this will display the MICROSOFT ACCESS HELP side
panel.
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J=/e3

Tvpe aqueskion for help -

Access Help v X

Assistance

Search For:
|

&3 Table of Contents

Dﬂ Wecqmatt .
.4 Office Online

Conneck to Microsoft Office
Cinline

Get the latest news about using
ACCess

Aukomnatically update this lisk
From the web

Mare. ..

Q] Assistance
&2 Training

Q‘Jm Communities
ﬂ_-‘i Downloads

See also

What's Mew

Contack Us

Accessihbility Help

Cnline Content Settings. ..

Help Menu - Microsoft Office Online

Clicking on this option under the HELP drop down menu will open your web
browser and display the Office Online web site.

Through this web site you can download additional templates and software
updates for Access and other Office applications.

Click on the area of the map relating to your location, and follow the on-
screen directions.

Help Menu — Ae¢tivate Product

You need to select this option when you first install Access onto a PC. Itis a
way of registering the Product with Microsoft and represents Microsoft
attempts to prevent illegal copying of their products. You only need to
activate the product once, and if you try a second time you will see the
following message.
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-,

Microsoft Office Access

L]
\‘_1) This product has already been activated.

Help Menu - Detect and Repair
e Selecting this option under the HELP drop down menu will display the
following dialog box. Click on the START button and follow through the on-

screen prompts.

-,

Detect and Repair

'Detect and Repair,..' will automatically find and Fix errors in all OFfice Files,

Curing this process wou may be asked to provide the installation source andf'or exit open
applications.

Reskore my shorbcuts while repairing

[ ] piscard my customized settings and restore default settings

Cancel |

Help Menu - About Microsoft Aecess

e Clicking on this option under the HELP drop down menu will display the
following dialog box. This screen will display the exact release version of the
application. It will also display. your Product ID (removed in the illustration for

security reasons).

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cctglobal.com



PAGE 19 - ECDL MODULE 5 (USING OFFICE 2003) - MANUAL

- - |

About Microsoft Office Access

Microsoft® Office Access 2003 (11.5614,5606)
Part of Microsoft Office Professional Edition 2003
Copyright © 1992-2003 Microsoft Corporation, Al rights reserved,

Paottions of Intemational CorrectSpell™ spelling comection systern & 1993 by Lemout % Hauspie Speech
Praducts M.\, Al rights reserwed, French spelling checker and dictionaries & 1934-2000 SYHAPSE
Déweloppernent, Toulouse [France), &ll Mghts reserved, Spanish Spelling Engine & 1998-2002 by SIGHUM
Cia, Ltda, Quito, Ecuador, All Hghts reserved,

This product is licensed to:

' Wiew the End-User License Agreement

‘WWarning: This computer program is protected by copeyright law and international
treaties. Unauthorized reproduction or distribution of this program, or any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted to the
) A a ! a Syskern Infa...

maximunm extent possible under the law, _
Tech Suppart. ..

Disabled Items. ..

Closing the database

To close a database

¢ Choose CLOSE from the FILE menu
OR click on the CLOSE icon:.in the top right of the DATABASE window.

Adjusting Settings

Changing between view modes in a table, form or report

To switch between views when using tables, forms or reports
e There are two views for tables, forms and reports.

e THE DESIGN VIEW: This view is used by the person who creates the
database in the first place (as opposed to the end user, who will later enter
data into the database). This view is used, as the name suggests, to design
the table, form or report. An example of a table displayed in Design View is
shown below. As you can see there are all sorts of options which you can set
relating to the fields within the database.
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ﬁ i rnsnﬁ iccess

Flle Edt Wew Insert Tools ‘window Help Type aquestion for help =
SE R A T g B g ] D08
_1 Customers : Table ! X
Field Name: | DataTepe | Description ~
KL Text Unique Five-character code based on custamer name. =
|| CompanyMame Text
|| Contacthame Text
| |ContactTitle Text
| |address Text Street or post-office box,
ity Text
|| Region Text Stats or province.
| |PastalCods Text
| [Country Text
| |Phone Text Phone number includes country cade or area code.
| |Fax Text Phone number includes country cade or area code.
Cl
Field Properties
General | Lookup |
Field Size 5
Farmat
Input Mask =LLLLL
Caption Cuskomer I0
Default Yalue
Walidation Rule
Validation Text A field name can be up to 64 characters long, including spaces. Press F1 for help on fisld names,
Required Mo
Allow Zero Length 'Eo
Indexed ‘s (No Duplicates)
Unicode Compressian es
IME Mode lo Control
IME Sentence Mode lone:
Smart Tags

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

e THE DATASHEET VIEW: This is used by the person entering data into a
database.

|#| Microsoft Access =
! Fle Edit Yiew Insert Format Records  Tools  window  Help Type a question for help «
g - | Id = N AR T T A=A S SN RANCN
ﬂ !u:tnmer: : HGE ; EE
Company Name [ Contact Name [ Contact Title [ Address
Alfreds Futterkiste Maria Anders Sales Representative Obers Str. 57
Ana Trujillo Emparedados y helados  Ana Trujillo Owiner Awda, de la Constitucian 2222
Antonio Moreno Tagueria Antonio Moreno Qwner Mataderos 2312
Around the Horn Thomas Hardy Sales Representative 120 Hanaver Sg
Berglunds snabbkip Christina Berglund QOrder Administrator Berguvsvigen 8
Blauer See Delikatessen Hanna Moos Sales Representative Forsterstr. 57
Blondel pére et fils Frédérigue Citeaux Marketing Manager 24, place Kléher
Balido Comidas preparadas Martin Sommer Qwner Ci Araguil, 67
Bon app’ Laurence Lehihan Owiner 12, rue des Bouchers
Bottorn-Dollar Markets Elizabeth Lincaln Accounting Manager 23 Tsawassen Blvd
B's Beverages Wictoria Ashworth Sales Representative Fauntleroy Circus
Cactus Comidas para llevar Patricio Simpson Sales Agent Cerrita 333
Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de Granada 9993
Chop-suey Chinese Yang YWang Owiner Hauptstr. 29
Comércio Mineirg Pedro Afonso Sales Associate Av. dos Lusiadas, 23
Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens
Drachenblut Delikatessen Swen Ottlieh Order Administrator Walserwey 21
Du ronde entier Janine Labrune Qwiner 67, rue des Cinguante Otages
Eastern Connection Ann Devan Sales Agent 35 King George
Emst Handel Roland Mendel Sales Manager Kirchgasse B
Familia Arquibaldo Aria Cruz Marketing Assistant Rua Ords, 92
FISSA Fabrica Inter. Salchichas S.A. Diego Roel Accounting Manager C/ Moralzarzal, 56
Folies gourmandes Martine Rancé Assistant Sales Agent 184, chaussée de Tournai
Folk och fa HB Maria Larsson Owner Akergatan 24
Frankenversand Peter Franken Marketing Manager Berliner Platz 43
France restauration Carine Schmitt Marketing Manager 54, rue Royale
Franchi 5.p.A. Paolo Accorti Sales Representative “ia Monte Bianco 34
Furia Bacalhau e Frutos do Mar Lino Rodriguez Sales Manager Jardirn das rogas n. 32
+ GALED Galeria del gastronomo Eduardo Saavedra Marketing Manager Rarnbla de Catalufia, 23
Record: (14 4 1 DI of 51 m

Unique five-character code based on custemer name.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cctglobal.com



PAGE 21 - ECDL MODULE 5 (USING OFFICE 2003) - MANUAL

To switch between Design and Datasheet View
Click on the VIEW icon on the toolbar.

o4

or

Displaying or hiding toolbars

To display or hide atoolbar (using the View menu)

To display a toolbar, select the TOOLBARS command from the VIEW menu
to display the TOOLBARS drop down menu. A list of toolbars is displayed
which includes: Standard, Formatting, Borders, Database, and Drawing etc.

Choose the TOOLBAR you want to display by clicking on it from the list.

Wiew | Insert Format Records Tools  Window  Help

e Design view | @ 4] Z| |V Vg 7|3
; Dratashest view o | Contact Marr
dig| PivatTable view Maria Anders

Wl PivotChart View y helados | Ana Trujilla

Antonio Moreno

Chject Dependencies. ..

Thormas Hardy

Toolbars 3 |

¥

Hlondel pere et fils
Bdlido Comidas preparads
Bon app’

Bottom-Dollar Markets

Formatting {Datasheet)

Table Datashest

Task Pane

weh

Cuskomize. .,

B's Beverages

To display or hide atoolbar by right-Clicking

A quick way of displaying/hiding toolbars is to right click on an existing
toolbar, this will display the TOOLBARS drop down menu, from which you
can select or deselect toolbars.
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Main Operations

Creating and saving a table and specifying fields with their data types

To create a table and specify field data types.

e In the OBJECTS section of the main dialog box, make sure that TABLES is
selected.

—1db2 : Database (Access 2000 file format) M=%

Fopen B Design Snew | X | 2o T |

Objects fm:ei ECreate table in Design viewé
1 Tables | E:'J Create table by using wizard

_Eﬂ Ao E'_,:J Create table by entering data

e Double click on the CREATE TABLE IN DESIGN VIEW option, which will
open a dialog box allowing you to create a table.

||£| Microsoft Access [._]@]ﬁ
i Fle Edit Wiew Insert Tools Window Help Type & question for help -
=R Kl e Ll Cal B i oe = | E8 N | (B ) ©
j Eva
I= =3
1 Table1 : Table M=
Field Mame [ DataType | Description ~
1 v
Field Properties
General || Lookup
A field name can be up to 64 characters long, induding spaces. Press F1 for help on fisld names.

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

¢ In the FIELD NAME section of the dialog box, enter the name of the first
field. In this example we have entered 'FIRST NAME".
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Microsoft Access

P File Edit VWiew Insert  Tooks  window  Help

Field Mame | Data Type |
B | 'First name

Press the TAB key (the key with the two opposing, horizontal arrows on it).
This will take you to the next column, called 'Data Type'.

Microsoft Access

! Fle Edit Wew Insert Tools  window Help

& -

Field Mame
'First name

Notice that the default data type displayed is TEXT. Click on the down arrow
which is now displayed within the right side of this column and a popup menu
will be displayed.

Microsoft Access

I File Edit YWiew Insert Tools  Window  Help

= B ¥ Ea [ - 2 o | g8 SN | T

Field Mame | Data Type |
B | 'First name

DatejTime
Currency
AutoMurnber

Yes Mo

(OLE Object
Hyperlink,
Lookup Wizard. ..

You can use this popup menu to change the data type for that field. As the
field will be the first name of a record, i.e. text, we will keep the default data
type of text.

Press the TAB key again and this will take you to the DESCRIPTION field.
This optional field allows you to describe the purpose of the field.
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e As the field name in this case is self-evident we have no need for this

optional field and can press the TAB key again. This will take you to the next

row down in the 'FIELD NAME' column.

¢ We can enter another field, such as 'SECOND NAME'. Pressing the TAB key

again allows you to set the data type, which again we will keep as text.

Microsoft Access

! Fle Edit Wew Insert Tools  Window Help

Figld Mame | Data Type |
Firsk name Texk
b | Second name Text

¢ We will now add a field called 'COMPANY REFERENCE NUMBER', which this

time we will set as a number.

. l lcrnsn“ : CCess

! Fle Edit Wew Insert Tools  Window Help

& -

Field Mame | Data Type |
Firsk name Text
Second name Text
Company Reference Number |m W
Texk
Merma
Date) Time
Currency
AutohMurnber
Yes Mo
CLE Object
Hyperlink,
Lookup Wizard. ..

|

¢ When we have finished the table will look like this.

Microsoft Access

i File Edit  Wiew Insert  Tools  window  Help

Field Mame | Data Type |
First name Texk
Second name Text

Company Reference Mumber  Mumber
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e We can now save the table by clicking on the SAVE icon.

L@ Microsoft Access
! Fle Edit Wew Insert Tools  Window Help

JERA = 15N AW RS R AR A EaS == RN

o

] Table1 : Table

Ficld Mame | DataTvpe |
| |First name Texk
Second name Text

Company Reference Mumber | Mumber

| I+

e You will see a dialog box in which you can enter your table name.

Save As -\

Table Mame:;
My Table

-~

¢ Clicking on the OK button may display a further dialog box.

Microsoft Office Access @

There is no primary key defined.

! } Although a primary key isn't required, it's highly recommended. A kable must have a primary key for you ko define a
L relationship between this table and other tables in the database.
Do ou wank to create a primary key now?

[ oves | ’ Na ] [Cancel ]

e Clicking on the YES button will save and set a primary key.

e Close the table (by clicking on the close icon at the top-right of the table
window).

=J=Es
ion Far hel

You will see the table displayed within the DATABASE dialog box. In the
example shown the table is called ‘MY TABLE".
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EE db2 : Database (Access 2000 file format) ; E E

Uopen B Design  New | A | 2o T |E

Objects . Create table in Design view,
1 Tables | 2] Create table by using wizard
ﬁ Queries 2l create table by entering data
—_ O MyTable

Adding and deleting records in a table

To add records to a table

e In the previous section we saw how to create‘a table.

e Double click on the name of the table which you wish to open. The table will
be displayed, into which you can enter your data.

ll£| Microsoft Access

! File Edit Wiew Insett  Format  Records  Tools  Window  Help

" RN" B WE= N AR RN R RN A

N NN,

&2 db2 : Database (Access 2000 file format)

" MyTable : Table

ID | First name | Second name |Company Refer
0

(AutoMumber)

e We can enter data as illustrated. (using the Tab key to jump from field to
field).

ll£| Microsoft Access

I File Edit Wiew Insert Format  Records  Tools  Wwindow  Help

1 RIN" B SE= NN AR RN NN % 1 AR

@ db? : Database (Access 2000 file format)

" MyTable : Table

D | First name | Second name | Company Refer]
1 Diavid hurray 100934
2 Lou Srith 100857]

[AutoMumber) a

o If we try entering letters, rather than numbers into the company reference,
we will see the following message displayed (as we set the data type to
number, not text).
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Microsoft Office Access -

The value you entered isn't valid for this field.

\.!' For example, you may have entered text in a numeric field or a number that is larger than the FieldSize setting
permits.

¢ When we have finished entering our records, we can save and close the
table.

To delete records within a table
e Select the entire record row as in the example shown.

||E Microsoft Access

! File Edit Yiew Insert  Format  Records  Tools  Window  Help

1oAIN" B NI RN AR TR NN T TR AN WL

,ﬂ db2 : Database (Access 2000 file format)

_1 MyTable : Table
ID | First name | Second name | Company Refer
1 David Murray 100954
2 Lou Smith 10
3 Howan
[AutaMumber)

e Press the DELETE key. A warning dialog box will be displayed.

Microsoft Office Access

You are about to delete 1 record{s).

! '}' If vou click Yes, you won't be able ko undo this Delete operation,
Are wou sure you want to delete these records?

ues { [ Mo ]

¢ Click on the YES button to confirm the record deletion.

Adding a field to an existing table

To add a field to an existing table

¢ In the previous sections we saw how to create a table and then how to add
records to the table. Let’s say that after using the table for a while, we have
decided that there should have been one or more extra fields within the
table. First we need to open the table, which we can do by double clicking on
the table name, displayed within the DATABASE window.
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Click on the VIEW icon (top-left within the Access window).
—

This will change the view to the design view, allowing you to modify the
structure of the table. The screen will resemble that illustrated.

ll£| Microsoft Access

I File Edit Yiew Insert  Tools  Window  Help
H=RAN" Kie EENENe A WE= NN RN RS

@ db2 : Database (Access 2000 file format)

"1 MyTable : Table

Field Mame | Data Tvpe |
ECEC AutoMumber
- Firsk name Text
| |Second name Text

| | Company Reference Mumber Mumber

Within the FIELD NAME column, click in the cell under the '"COMPANY
REFERENCE NUMBER'.

We will enter a field relating to whether the person is in the company
retirement scheme or not. We will call the field ‘IN COMPANY PENSION?".

ll£| Microsoft Access
P File Edit  Wiew Insert  Tools  Window  Help
H=RAN" Kie = NER AR NN W R X RN

@ db2 : Database (Access 2000 file format)

"1 MyTable : Table

Field Mame | Data Type |
T |ID AutaMurnber
First narne Text
Second name Text

Compary Reference Mumber | Murmber
B | In compare pension?

In the Data Type section we will set the option to YES/NO.
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ll£| Microsoft Access
I File Edit  Wiew Insert  Tools  window  Help

HERAN" Kie SR RSN WEENN L ERCRS A = N oY

i1 db2 : Database (Access 2000 file format)

"1 MyTable : Table

Field Mame | Data Type |
T I AutaMumber

First name Text

Second name Texk

Compary Reference Mumber | Mumber

B | In company pension? Textl hd
Text

Merno

hurmber
DatefTime
Currency
AutoMumber

COLE Object
Hyperlink
Lookup \Wizard. ..

e The finished table will look like this:

ll£| Microsoft Access

! File Edit View Insett  Tools  window  Help

HERANS Kis AR NG N TR N RN R

2 db2 : Database (Access 2000 file format)
"] MyTable : Table

Field Name | DataTvpe |
T |ID AukoMumber
First name Text
Second name Text
Company Reference Mumber | Mumber
In company pension? Yes/Mo |

e If we click on the VIEW icon (top-left within the Access window) we can see
the new field displayed

i

You may first be prompted to save your changes.

[ o

Microsoft Office Access H

i : You must first save the table.

Do wou wank to save the kable now?

ues J [ Mo ]

You will then see the tables as illustrated.
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ll£| Microsoft Access

I File Edit Wiew Insert Format  Records  Tools  window  Help

1A B SE= RN AR RN RN EENE T N AR =T - WA 2 W =

&2 db2 : Database (Access 2000 file format) >
"] MyTable : Table
0 | First name | Second name |C0mpany Refer||n Campany per
» il David Murray 100954 O
2 Lou Smith 100857 L
3 Rowan Jones 100447 [l
#*| (AatoMurnber) 0 O

e We can either click or not click these company pension check boxes, as
illustrated.

ll£| Microsoft Access

! File Edit Wiew Insert Format  Records  Tooks  Window  Help

1-AAN" BENI= RN AR TR AN TR VAR A=A - N2

&2 db2 : Database (Access 2000 file format)

"I MyTable : Table

D | First name | Second name |Cnmpany Refer||n company per
1| David hlurray 100954 [l
2 Lou Srmith 100857
3 Rowan Jones 100447 Cl
{AutoMumber) ] Ol

Adding and maedifying data in a record

To add data,to a record

¢ Open the table containing the record which you wish to add data to.
e Click within-the field you wish to enter your data into.

o Enter your data.

To modify data.within a record
e Open the table containing the record which you wish to modify.

e Edit the data within the record which you wish to modify (using the same
techniques as you when using a word-processor).

Deleting datain arecord
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To delete data within a record

Open the table containing the records which you wish to modify.

Delete the data within the record which you wish to remove (using the same
techniques as you would when using a word-processor, i.e. select and then
press the DELETE key).

Using the Undo command

To use the Undo command

Click on the UNDO icon in the toolbar.

|

Navigating within a table

To navigate through a table to editrecords

Whether you edit your records through a Datasheet or a form, there is, as
usual, a variety of ways to do it. As far as your user is concerned, you should
make it as straightforward and uncomplicated as possible: for the user, there
should only be one right.way.

Many editing operations first involve selection. To replace a field, you first
select it and then type in the new value.

The grey area to the left of each record in the Datasheet is called the record
selector. The following symbols indicate the status of the record:

4
L Current record.

u. Record is selected.

W

Record is being edited.

Last (empty) record.

To move to a field using the mouse

Move the mouse pointer over the required field and click.
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NOTE: If you click in the leftmost position in the field, the whole field is
selected.

To move through the table using the keyboard

¢ To move from field to field and record to record, use one of the following
methods:

TAB: to the next field.

SHIFT+TAB: to the previous field.

HOME: to the first field of the current record.
END: to the last field of the current record.
(DOWN ARROW KEY): to the next record.

(UP ARROW KEY): to the previous record.
CTRL+HOME: to the first field of the first record.
CTRL+END: to the last field of the last record.
PAGE UP: scroll up one page.

PAGE DOWN: scroll down one page.

To move from record to record@sing the,scroll bar and mouse
e To move from.record. to record:

E] to the nextrecord

E] to the previous record

E to the last record

E to the first record

To move to a specific record using the Edit menu

¢ Choose GO TO from the EDIT menu and select FIRST, LAST, NEXT,
PREVIOUS or NEW RECORD.
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Edit | Wiew Insert Format Records Tools  Window  Help

| =} Undo typing Chrl+2 ‘_1| ) | & | %l il | \,;,;
f0 Cut Chrl+¥
== Sopy Chrl4+C

] Lfg‘- Cffice Clipboard. ..

|y Bete S [Categary 1D Supplier ID]In

| Delete Dl 1 5

4 Delete Column 3 1
4 3

1 Select Record 5 4

: Select All Recards  CrrlH-A 2 =

148 Eind... Chrl+F f ?

_| Go To ’ | [ First

i | i Ml Last

| 10 Kanga & Roo | b Net

| 11| Tie Fighter P_ .

i 12 Double 9 Domimo Ehit

| 13 Action Man ko Mew Record  Chr+

To move to a specific record using the keyboard
e Press F5 to highlight the record number on the scroll bar.
o Type the number of the record you want.

Record: (14) 4| 5 D JDIJpE] of 53

e Press ENTER.

Deleting a table

To delete@a table

e Select the table which you wish to delete, such as a table in the example
below.
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_1M5 PRINT : Database (Access 2000 file format)
UHopen B Design  TMew | X | 2o T |G| EE

Ohijects Create table in Design view
Tables Create table by using wizard
Create table by entering data

Queries
Farms
Reporks
Pages
Macros

Modules

=
=l
&
|
2
e

Groups

[#] Favorites

e Press the DELETE key and you will see a warning dialog box.

Microsoft Office Access X |

': Do you want to delete the table ‘Products’?

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

Lges ] [t | [ tee |

e Clicking on the YES button will delete the selected table.

Saving and closing a.table

To save atable
e To save a table, click on the FILE drop down menu and select the SAVE

command.

To close a table
e To close a table, click on the CLOSE icon at the top-right of the table

window.

=Jogs

|

Defining Keys
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Defining a primary key

To define a primary key (automatically when creating a table)

¢ When you create a new table part of the process will automatically assign a
primary key to the table, as in the following example where we used the
CREATE TABLE IN DESIGN VIEW option. We created the following fields.

—] Table1 : Table

Field Mame | Data Type |
| |FirstMane Text
| |secondMame Texk
| |CompanyID Murnber
Il

¢ We then save the table, as illustrated.

-

rSave As

Table Mame:;

Table1

A dialog box is then displayed, offering to create a primary index.

-

Microsoft Office Access @

There is no primary key defined.

1 E Although a primary kew isn't required, it's highly recommended. & table must have a primary key Far you to define a
- relationship between this table and other tables in the database,
Do you wank to create a primary key now?

| Yes | [ Mo ] [Cancel ]

¢ Clicking on the YES button will create a primary index as illustrated (using an
AUTONUMBER Data Type).

—] Table1 : Table

Field Mame | Data Tyvpe |
% |ID AutoMumber
| |FirstMane Texk
| |5econdMame Text
[ CompanyID Mumber
i

To define a primary key (manually after a table has been created)
e You can add a primary key to a table which does not already have a primary
key set. In the following example we have a table with no primary key.
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—] Table1 : Table

FirstMane | SecondMame | CompanylD
| |Dave Mlurray 10095
| Low =mith 10026
| |Rowan Cobert 10073
4 1]

¢ Click on the VIEW icon which will display the table in design view.

] Table1 : Table

Field Mame | Data Type |
| |FirstMane Text
| |5econdMame Text
| CompanyID Mumber

You will notice that the PRIMARY KEY icon is visible within the Design View
toolbar.

|

-

¢ In this case, select the COMPANY 1D field and then click on the PRIMARY
KEY icon.

_] Table1 : Table

Figld Mame | Data Type |
| |FirstMane Text
| |5econdMarne Texk
|FH CalnparyID Muriber

If you look at the information displayed towards the bottom of your screen,
you will see that by default NO DUPLICATES will be allowed.

General | Lookup

Field Size Long Integer
Farmak

Decimal Places Auto

Input Mask

Caption

Default Yalue 0

‘alidation Rule
Walidation Text

Required Mo
Indexed es (Mo Duplicates)
Srark Tags

e Save the table. If in this example we were to switch back to the Datasheet
View and try to enter a record containing a Company ID field number which
had already been used, as below:
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_I Table1 : Table

Firsthlane | SecondMame | CompanylD
| |Louw Smith 10026
| |Rowan Cobert 10073
| |Dave Murray 10033
| | Ellict William ji009s
el 0

You would see the following error message.

Microsoft Office Access

index, primary key, or relationship, Change the data in the Field or fields that contain duplicate data, remove the

f The changes vou requested to the table were not successful because they would create duplicate values in the
indezx, or redefine the index to permit duplicate entries and kry again,

[ ook { [ Help ]

Indexing a field without duplicationsallowed

Modifying the way a field is indexed

Your primary key field will automatically be indexed so that duplicated entries
are not allowed. Thus in the previous example, we created a primary key
based on the Company ID Number. This Company ID Number was
automatically indexed, so that no two people could have the same Company
ID Number. If you wish to change this indexing, you need to display the table
in Design View and then select the field to which a primary key has been
applied. The field properties:will be displayed towards the bottom of your
screen. If you click on the down arrow to the right of the INDEXED property,
you will see the various options listed from which you can select.

General | Lookup

Field Size Long Integer
Forrmnak

Decimal Places Auko

Input Mask,

Capkion

Default Yalue ]

‘alidation Rule
Walidation Text

Required Mo
Indexed ‘es (Mo Duplicates ] v
Srark Tags Mo

es (Duplicates OK)

‘¥es (Mo Duplicates)

Table Design/Layout

Changing field format attributes
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To change field format attributes.
e Open the table which you wish to modify.

o If necessary, click on the VIEW icon (top-left within the Access window) so
that we can see the table displayed in design view.

The screen should resemble that illustrated.

] Table1 : Table

Field Mame | Dpatatype |
| |FirstMane Texk
| |SecondMame Texk
| B W CompanyID Mumnber

e Click on the field which you wish to modify the attributes of. In_this example
if we click in the DATA TYPE cell for the FIRST NAME field. We will see the
following information displayed.

— Table1 : Table

Field Mame | Data Tvpe |
I [FirstMane Text]|
| |5econdMame Texk
|7 | CompanyID Mumber

Towards the bottom of the screen you can see information displayed relating
to field attributes.

@eneral | Lookup

Field Size 50
Farmat

Input Mask,

Caption

Defaulk Yalus

Yalidation Rule

YWalidation Text

Required Mo

Allow Zero Length es
Indexed Mo
Unicode Compression Yes

IME Mode Mo Conkrol
IME Sentence Mode Mone
Srmatt Tags

e TO MODIFY FIELD SI1ZE: Click within the FIELD SI1ZE section of the dialog
box. You can see a description of the attributes function displayed to the right
(in blue).

General | Lookup

Field Size 50

Enter the maximum size that you wish to set for this field. The size being the
maximum number of characters which can be entered into this field.

e TO MODIFY NUMBER FORMAT: Within a table (in design view), click on a
field which has a NUMBER Data Type.
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Click within the FORMAT section of the dialog box, a description of the
attributes function is displayed to the right (in blue). When you click on the
down arrow to the right of the FORMAT section you will see the different
number formatting options displayed. Click on the required format.

General | Logkup

Field Size Long Inkeger

Format W
Decimal Places General Mumber | 3456,789
Input Mask, Currency £3,456,79
Caption Euro £3,456,79
Defaulk Yalue Fixed 3456, 79
‘alidation Rule Standard 3,456.79
Walidation Text Percent 123.00%
Required Scientific 3 46E+D3
Indexed ‘es (Mo Duplicates)

Smark Tags

e TO MODIFY DATE FORMAT: Within a table (in design view), click on a field
which has a DATE/TIME Data Type: Click within the FORMAT section of the
dialog box (towards the bottom of your screen). When you click on the down
arrow to the right of the FORMAT section you will see the different options
displayed, click on the required date or time format.

—1 Table1 : Table

Field Mame | Data Tvpe |
| |FirstMane Text
| |secondMane Texk
% | CompanylD Murmbier
| B[ DateCreirth C i “
General | Lookup
Formak W
Input Mask, General Date 19/06/1994 17:34: 23
Caption Long Dake 19 June 1994
Default Yalue Medium Date 19-Jun-94
Walidation Rule Short Dake 19)06)1994
‘Walidation Text Long Time 17153423
Required Medium Time 05:34 PM
Indexed Short Time 17:34
IME Mode Mo Control
IME Sentence Mode Mone
Smark Tags

Understanding consequences of changing field size attributes in a table

Make sure that your field size attributes are long enough!

¢ If you make a field attribute too small you will not be able to enter all your
data (when entering data in Datasheet view). In the following example the
field is set to a maximum of 20 characters, which is too short for some
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names.

General | Lookup

Field Size 2h
Farmak

Input Mask

Caption

Default Value

Walidation Rule

Walidation Text

Required Mo

Allowe Zero Length es
Indexed Mo
Unicode Compression s

IME Maode Mo Conkrol
IME Sentence Maode Mare
Smart Tags

If we wished to enter information for a company called CHELTENHAM
OFFICE SUPPLIES it would not fit into the available field space.

NOTE: The consequences of changing field size to a smaller value is that
data already entered in the table would be truncated or lost.

Creating a simple validation rule for number, text, date/time or currency

To create a validation rule for a number

In table design view, select a field which has a NUMBER Data Type.

In the FIELD PROPERTIES section of the dialog box (towards the bottom of
the screen), click on the VALIDATION RULE section. The screen will
resemble that illustrated.

General | Logkup

Field Size Long Inkeger

Farmat

Decimal Places Auko

Input Mask,

Caption

Default Yalue n

Y alidation Rule | [e=e)

Click on the small icon with the 3 dots to the right of the Validation Rule
section.

This will display the Expression Builder, as illustrated.
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-

Bx]
| Ok

Expression Builder

Cancel
Lndio
+- ¢ el == <] and or not ke (3] | help |
(4] Functions
1 Constants
3 Operators

Let’'s say we want to limit numbers to'between 1 and 10,000. We can use the
Expression Builder to achieve this.

e Within the left section of the dialog box, click on OPERATORS. The dialog
box will display a range of operators, as illustrated.

-

.
Expression Builder
% (0].4
Cancel
Lndio
+-I*|ﬂ=:=—::::::|p.nd or Mok Like||:;|| Paste | Help |
(%] Functions zAll= = A
7 Constants Arithrnetic *
i v Zomparisan !
(== Operators | s 't !
o
+
<
=
e
> vl

¢ In this case we wish to limit valid entries to between 1-10,000, so we
DOUBLE CLICK on the following item:

The screen will be as illustrated.
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-

-
Expression Builder
== oK,
Cancel
Lndio
+-.I'*|ﬂ=:=~::::::~|.ﬁ.nd Or Mok Like||{]|| Paste | Help |
(%] Functions zAll= - A
(1 Conskartks Arithrnetic *
Comparisan !
E‘Dperaturs Logical ! |
o
+
<
=
e
> vl

¢ We can then type in the value 10000+ The screen will be as illustrated.

-

.
Expression Builder
<= 10000] oK

Cancel
Lndio
+-I*|ﬂ=:==:=::=—|n.nd o Maok Like||:;|| Paste | Help |
(%] Functions <all= - -
(1 Conskartks Arithrnetic *
Comparisan !
BOperatDrs Logical | |
Fa
+
<z
o=
<=
> ]

e Click on the OK button and the Field Properties section of the dialog box will
be as illustrated.

General | Lookup

Field Size Long Inkeger

Formak

Decimal Places Aok

Input Mask

Caption

Default Yalue n

Yalidation Rule == 10000] =
Welidakimem Tawk
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¢ |If we were to switch to Datasheet View and enter a number into the validated
field which was over 10,000, we would see a rather confusing message such
as the one below.

Microsoft Office Access @

' One or more values are prohibited by the validation rule '<=10000" set for 'Tablel. CompanyID', Enter a value that
. the expression For this field can accept,

ook ] | Hep |

We can make this message clearer by creating a custom message. To do this
we would click within the VALIDATION TEXT area of the dialog box and
enter our message, such as 'PLEASE RE-ENTER A NUMBER BETWEEN. 1
AND 10,000°.

General | Lookup

Field Size Long Integer
Farmak

Decimal Places Auko

Input Mask,

Caption

Defaulk Yalue a0

Yalidation Rule £=10000

Walidation Text Please re-enter a number between 1 and 10,000

e If we were to switch to Datasheet View and enter a number which is between
1 and 10,000, it would be accepted. If however the number was over 10,000,
we would see the following error message.

Microsoft Office Access

! "_" Please re-enter a number between 1 and 10,000

[ ok | [ Help ]

To createavalidation rule for text
¢ In'table design view, select a field which has a TEXT Data Type.

_] Table1 : Table

Field Mame | Data Type |
FirstMane Text | |

- .

v

e In the FIELD PROPERTIES section of the dialog box (towards the bottom of
the screen), click on the VALIDATION RULE section.
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General | Lookup

Figld Size 20

Format

Input Mask

Caption

Default Yalue

‘Walidation Rule -

Click on the small icon with the 3 dots to the right of the Validation Rule

section.

f = '\

Expression Builder

K

Zancel

LIndo |

+- 4 *|al=> << and or ot kel (3] Fee | e |

EI Funickions
(3 Conskants
. Operators

| ,,A

DOUBLE CLICKING on the + to the left of FUNCTIONS will display the

following:
Expression Builder

{
Cancel

Lndio |

+- 0 *al = << and or mot tke| (3] P | Hem |

-IE:I Functions
L3 Built-In Functions

7 Constants
. Qperatars
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Clicking on the BUILT-IN FUNCTIONS icon will display the following:

-

.
Expression Builder
{ OK
Cancel
Undo
+-,|'*|ﬂ=:=—<:<::=—|.ﬁ.nd or Mot Like| (3] paste | Hep |
(=1 Functions =hll= abs |
L [=Euilt-In Functions E':'t"'VFFV_SiD” if‘i [
ake| Time n
O Constants General CBool
03 operators Math CByte
Texk CiZur
CDate
Lalw]a]
CDec
Chr i
Chri sl
Abs{number)

In the central column, click on TEXT to display text validation functions.

-~

-
Expression Builder
: OK
Cancel
Lndo
+- ¢ *al=> << and or mot tke| (3] Paste | He |
(=1 Functions <All= Asc Y
L [=: Built-In Functions Corversion Chr B
£ Constants DateiTime Chri
General Formak
(3 operators Math Format$
Text {| | GUIDFromSkring
InSkr
InSkrRew
LZase
LCase$ i
Left 4
Asc{stringexpr)

You can pick the text validation function that you require.

You can use the ‘WHAT IS THIS’ help icon to get more information about
these functions. To use this click on the question mark at the top-right of the
dialog box and then click on an item to get more help.

Ok I
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A sample help screen is illustrated. Get into the habit of using the help which
is available!

i oK
Cancel

Undo

+ - f*|a|=> <] and or mot ike| (3] paste | nelp |

(=1 Functions <all= Asc s
L == Built-In Functions Canyersion chr
Date/Time Chrf

IilCu:nnstants
(£ Operators Dizsplays expression elements depending on the
selected folder in the left-tmost box and selected
suhcategaory in the middle box. To inzsert a selected
element in the Expression box, click Paste ar
douhle-click on the element in the right-most hox, If
the element is a function, its arguments are
dizplayed in the lower [ef-hand corner ofthe

Ascistringexpr) Expression Builder.

To create a validation rule for a date or time
¢ In table design view, select a‘field which has a DATE/TIME Data Type.

o In the FIELD PROPERTIES section of the dialog box (towards the bottom of
the screen), click on the VALIDATION RULE section. You can enter an
expression such as the following; which would only allow a date to be entered

using the year 2002.

>=#1/1/02# AND < # 1/1/03#

To create a validation rule foreurrency

¢ In table design view, select a field which has a CURRENCY Data Type.

o In the FIELD PROPERTIES section of the dialog box (towards the bottom of
the screen), click on the VALIDATION RULE section. You can enter an
expression such as the following, which would only allow an amount to be
entered.in the range of 1 to 10000.

>0 AND <=10000

Changing width of columns in a table

To change the width of a column
¢ Move the mouse pointer to the line at the right of the field (column heading).
It will change to resemble a solid vertical bar intersected by a double-headed

arrow.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cctglobal.com



PAGE 47 - ECDL MODULE 5 (USING OFFICE 2003) - MANUAL

Prefix.  «fb First Name

¢ Drag the column border to the size you want.

Moving a column within a table

To move a column(s)
o Select the column(s) and release the mouse button.

e Click on the field selector and drag the column(s) to the new location. As you
drag the columns a solid bar between columns indicates the current position
of the columns being moved.

Table Relationships

Creating a one-to-one or one-to-many relationship between tables

To create a relationship betweéen tables
e Open the Access application.
e Open a database

__1M5 RELATE : Database (Access 2000 file format) =JoJEd
(e |adesin tew | X | 2, - [E]
_EEE-E-LC':S Create table in Design view

1 Tables | Create table by using wizard

.
_'31:] ST ,=J Create table by entering data
= Customers
= Forms an

e Click.on-the RELATIONSHIPS icon on the toolbar.

Relationships
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The RELATIONSHIPS window will be displayed.

3 Relationships E]@
PN
CustomerID fadl OrderID kad
CompanyMame CustomerID
ContactFirstMame PurchaseCrderhumber
- ContactLastharme il RequiredByDate ™|
vl

In this example, drag the CUSTOMERID field from the CUSTOMERS table
and drop it on top of the CUSTOMERID field in the ORDERS table. The

EDIT RELATIONSHIPS dialog box will be displayed.

-~

[]Enforce Referential Integrity

Relationship Tvpe:

One-To-Mary

Create Mew,

-
Edit Relationships
Table/Cuery: Related TableCuery:
CuskomerID % | CustomerID -~
— Join Type..
" [Gomeen)

Click on the CREATE button to establish a one-to-many relationship between

the 2 fields.
[ - -
5 Relationships E]@
S
CustomerID - OrderID -~
Campanyharme o | '_\— CustomerID
ContactFirstMame PurchaseOrderMumber
- CantactLasthame ] RequiredByDate ]
vl
<] 2]

Edit the relationship you have just created by double clicking on the line
which connects the 2 fields. The EDIT RELATIONSHIPS dialog box will be

displayed once more.
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'Edit Relationships Bx]

Tahle/Cuery: Related Table/Cuersy: o
Customers | Orders

i Cancel
CustomerID | CustomerID

Jaoin Tvpe.,

: : Create Mew.,
[ ]Enforce Referential Integrity! =

Felationship Tvpe: Cne-To-Mansy

Select the ENFORCE REFERENTIAL INTEGRITY check box.
Select the CASCADE UPDATE RELATED_ FIELDS check box.
Select the CASCADE DELETE RELATED RECORDS check box.

Selecting these options will ensure that changes made to the CustomerID
field in one table are reflected in the related field in the other table.

Click on the OK button to apply the changes.
Close the database.
Close the Access application.

Deleting relationships between tables

To delete a relationship betweentables

Click on the TOOLS drop down menu and select RELATIONSHIPS.
Click on the relationship line which you wish to delete.

Press the DELETE key, and you will see a warning dialog box, asking if you
wish to PERMANENTLY delete the relationship. Click on the YES button to
confirm the deletion.

Applying rule(s) to relationships

To enforce referential integrity

When you create a relationship, or when you double click on an existing
relationship line (within the RELATIONSHIPS window), you will see the
EDIT RELATIONSHIPS dialog box. You can apply relationship rules, by
clicking on the ENFORCE REFERENTIAL INTEGRITY check box. This
ensures that relationships between records in related tables are valid. It
means that you will not be able to accidentally modify related data.
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v Enforce Referential Integrity

| Cascade Update Related Fields
| Cascade Delete Related Records

Selecting CASCADE UPDATE RELATED FIELDS means that if you change
the primary key in the record of a table, Access updates the corresponding
fields in related records with the new value. Example: If you change the
number of an order, i.e. the primary key of the Orders record, Access will
update the order number field on all of the associated Order Details records.

Selecting CASCADE DELETE RELATED RECORDS means that if you delete
a primary record, the corresponding records in related tables will be deleted.
Example: If you delete an Order record, all of the Order Detail records
relating to that order will be deleted.
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Forms

Working with Forms

Opening a form

To open aform

¢ Within the main DATABASE window, select FORMS from the Objects list'and
then select the form you wish to open, such as SUPPLIERS within the
database in the example shown.

M5 FORM : Database (Access 2000 file format) M=%

Chjects
1 Tables

I_E',—_.I Queties

E Farms

o Double click on the selected form to open, as illustrated.

ig| == Suppliers E]@
e
Supplier Detailz
4 Supplier ID | il
Supplier Hame |Has|:n:|r0
Address |? Games YWay
City |Middlese
Poztal Code M5121TH
Contact Mame |Martin Spokes
Contact Title |Sa|es kanager
Phone Murmber |[D1 2341567890
CCT Toys Ltd
record: (€] « [ 7 )06

Creating and saving a form
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To create a form using the AutoForm Wizard

In the DATABASE window select either TABLE or QUERY from the Objects
list.

Click on a TABLE or QUERY name to select it.

1 M5 FORM : Database (Access 2000 file format) =Jo/&d
LHopen Bl Design Thew | X | 2 e |5
Ohijects @‘] Create table in Design view
] Tahles | @ Create table by using wizard
jj s @J Creste table by entering data
= gSuppIiersE
= Forms

Click the down arrow next to the NEW OBJECT icon (within the STANDARD
toolbar)

E=IEIRRE

and from the drop down menu displayed, select the AUTOFORM command.

4 ef

AukaFarm ‘

AutoRepork
Table
Query
Farm

Report

IE="1
T < O T W Ll

Page

¥

This will display a form which you can use to enter the information into the
table or query.

| = =
== Suppliers [._"E]ﬁ
4 Supplier 0 I—ﬂ'
Supplier Mame IHaszrD
Address |? Games Way
ity |Mil:|d|esex
Postal Code [Ms1z 17TH
Contact Mame IMartin Spokes
Contact Title |Sa|es Manager
Phone Mumber I(IZI1234]| S67E90
Record: E 4 I—l E]E
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The Form Wizard
o If possible, use the FORM WIZARD to create your forms. It is easy to use
and effective. You can modify the design later if you wish.

To create a form using Form Wizard
e In the DATABASE window select FORMS from the Objects A
M : Database (Access 2000 file format \

open B2 Desion  FMew | K | 2o e

Objects Create form in Design view
Tables Create Form by using wizard

Queries @ -

Forms

Pages

Macros

=
=
Reparts
‘a
a
&

Modules

GEroups

[l Favarites

e Choose the NEW bu di e NEW FORM dialog box.

ﬁ't_jpen ggesign |

Click Here
Objects Crea
Tables B cres
@ Queties e m
3 roms |
49 Reports

D 4
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L - |

Mew Form

* Farm Wizard
Bw AutoForm: Columnar
e AukoFarm: Tabular
) AukoFarm; Datashest
Cr,aate S =t Form without AukaFarm: PivotTable
using & wizard. AukaoFarm: PivokChart
Chart Wizard
PiviotTable Wizard

Choose the table or query where
the object's data comes From;

Ik ] [ Cancel

e Select the FORM WIZARD.

Hew Form

Design Wiew

s Form Wizard
- AutaFaorm: Columnar

e AukoForm: Tabular

e Choose the table or query where the objects data will come from.

Mew Form -\

Design Yiew

— Farm Wizard
e &utoForm: Columnar

e AukaFarm; Tabular
AukoFarm: Datasheet
AukoFarm; PivotTable

-

This wizard autornatically

creates wour form, based on AubaFarm: BivabChart
the Fields vou select. Chart Wizard
PivotTable Wizard

Choose the table or query where =
the object's data comes From: Supplers|

[suppliers |
[ Ik ] [ Cancel ]
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e Click on the OK button to display the next page of the FORM WIZARD.

-~

-,

Form Wizard

Which fields do wou wank an ywour Form?

FE N ==

% | e You can choose From more than one table or query,

TablesQueries

Table: Suppliers ™|

Available Fields: Selected Fields:

SupplierID
Suppliertame
Address

by
PostalCode
ContackMarne
ContackTitle
Phonetumber

bW
HI

Mexk = l [ Einish

e Click on the field which you wish to add to the form, click on the right printing
arrow button to add it to the SELECTED FIELDS section of the dialog box.

e Repeat this procedure so that all the required fields are added.

-~

Form Wizard

Which fields do wou wank an your Form?

%% e

% | You can choose From more than one table or query.

Tables/Queries

Table: Suppliers bl
fvvailable Fields; Selected Fields:
SupplierID
Suppliertlame
Address
ity

PostaliZode
ContactMame
ContactTitle

Phonerumber

o> ] (o]

Remember that you can use the down arrow in the TABLES/QUERIES

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2008 www.cctglobal.com



PAGE 56 - ECDL MODULE 5 (USING OFFICE 2003) - MANUAL

section of the dialog box to select a different data source which will contain
other fields.

¢ When you have added the required fields click on the NEXT button.
¢ The next page of the dialog allows you to define the layout of the form.

~

Form Wizard

What layout would you like For your Farm?

é

(" Tabular
() Datasheet
) Justified
) PiwotTable
() PiwakChart

|

Cancel ] ’ + Back " Mexk = l ’ Einish

¢ Choose the desired option and then click.on the NEXT button.

e The next page of the FORM WIZARD allows you to choose a pre-defined
style.
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[ - o

Form Wizard

What style would vou like?

Blends
Blueprint
Expedition
Industrial

- Inkernational
Ricepaper
SandStone
Standard
Skone

Label [Data Sumi Painting

Cancel ] ’ < Back " Mexk = l ’ Einish

Select the required option and click on the NEXT button to continue.

This next page of the FORM WIZARD. allows you to name the form and set
final options for using the form.

[ - ™

Form Wizard

Wi'hat kitle do wou wank For your Farm?

That's all the information the wizard needs to create your
Farm.

Do wou wank to open the Form or maodify the Form's design?

(%) Open the Form ko view or enter information,

() Modify the form's design,

[ ] Display Help on warking with the Form?

Cancel + Back Einish
[ ||

Click on the FINISH button to create the form.

If you chose to "OPEN THE FORM TO VIEW OR ENTER INFORMATION",
then the form will be displayed as illustrated.
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Recard: E|I|I—1 EE of 12

To enter data into a form
e Open the form you wish to
the DATABASE window and
FORM WINDOW will be di

rom the Objects list in
name of the form. The

data into a table. Type your
he TAB key to move to the next
you to the next record.

W (BLANK) RECORD icon at the
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This is the end of the preview.

To see the rest of this manual you need to purchase the
courseware from Cheltenham Courseware.

Please see our web site at:
http://Iwww.cctglobal.com
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