Highline College

Busn 216: Computer Applications for Business

M365 Video #13: Create Database, Import Excel, Create Tables & Forms, Build Relationships

This handout will illustrate the steps of building an Access Database for a toy shop. The name of the toy shop is
Stuffed Animals. You will create a database that stores the product data, supplier store data and customer list
data.

The steps that we will use in this video to build the Stuffed Animal Database are listed here:

A.

mOO®

m

Create new database.

Import Supplier List Data Table and Customer List Data Table into the Database from Excel workbooks

Add Data Types to each of these two tables

Create a product table and add data types and field properties to it.

Use Data Type Lookup Wizard to connect the Products table with the other two tables with One-To-Many
Relationship. Use Lookup Wizard to create Wholesale Retail field.

Use Relationship Window to add Referential Integrity to One-To-Many Relationship between the three tables.
Create a Form for all the three tables

Add data to the Products table using the Product Form.
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To start Access:

On the Windows taskbar, click the start button to open the Start menu, scroll down the list of Apps and click
Access or on the Windows taskbar, click on the search bar and type Access to search the Access Application and
Access App shows on your Start menu, click on Access. Access opens and displays in Backstage view.

To create the new Stuffed Animal database:

1. After opening Access click on Blank database as seen in the picture below.

Click Blank : -

i : #a - ;
database to create .--"’H R . — v
a new database

2. Inthe File Name box, type StuffedAnimalDatabase to replace the selected Databasel name provided by
Access.

T — Button to choose

where the database
- is saved

The File Name box '
Hlank database O/ Click the Browse

3. Inthe File New Database window, navigate to the drive and folder where you are saving your files as seen

below, make sure the Save as type box displays “Microsoft Access 2007 — 2016 Databases” and then click ok
to return to the Blank database screen

‘@
I = My Busines ¢ 01Wiele 3022 ¢ Busa 28 o Voo Pl o 09 Boeis
pize = b =- 9
—
i. Select the correct
g Fbuint folder.
I — I ii. Click OK Button
Flg name  haesslnamaliFtehse
# HideFaldsn Tagk v o Cancel
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4, On the Blank database screen the File Name box now shows StuffedAnimalDatabase.accdb. The file name
extension “accdb” identifies this file as an Access 2007 — 2016 Database. Now click Create.

Blank database File Name

File Mame
StuffedanimalDatabase accdb =

DsvMary_ Business vl Winter 2022%00sn 2 160Wideo
Filends ACessh

Click Create to create a

new database.

5. Access creates the new database, saved in the specified location, and opens an empty table named Tablel.

s ®
File Home Create  External Data  Database Tools Help  Table Fields Table B Tell me what you want to do
3 = . _
N AB 12 @ F = b
View Short Mumber Currency Properties Field
- Text E - “' ¢ - Walidation ~
WiEws Add & Delebe Formatting h
All Access Obje... @ « EEEIN _
D = Click to Add -
Search fe
Tables . |E (New)

T Tabler \

Automatic Tablel is shown on the

Automatic empty Table is open

Mavigation Pane

Record: 4 4 [1 ol O : Search
Datashest View Mumloce B [of

i. Using Ctrl +S, name the table “Products”, then click OK. Tablel is now named as Products.

Save As ? >

Table Name:
Products

Ok Cancel
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ii. Hereisthe view of the database with the Products Table. Use the Close Button for the Products Table.
Do not close the database. See picture below.

3 [
File Home  Create External

| AB 12 @@

View Short Mumber Cumrency =

- Text

Wiews add & Delete

All Access Obje... @ « |5 Ppoducts <+

Search- p

*
Tables 3

Data Database Tools Help Table Fields Table N

(= B
Properties
3 R

Formattin

i/

This Close Button is for

=4 the entire database

Field
Validation ~

g T

D - Click to Add -
[Mew)

This Close Button is for the

Products Table that we created.

B ﬂ;au::s

Products Tabkle name is

seen in the Navigation

Tab above. Products table
shown in Datasheest view.

Products Takle name is seen in

Pane.

| Record: 14 1of1 M

Datasheet View

Search

MNum Lok E Iﬁ

Next, we need to import the Customer List Table and Supplier List Table from Excel Files named:
“SupplierStoreListFromExcel.xIsx” and “CustomerListFromExcel.xlsx”. (you download these files from our class

web page).

6. From your Ribbon, click on the External Data Tab, click the New Data Source dropdown, click From File, then

click Excel.

File Home  Create

e Saved Imports

A 3 From File

[y
T _[—] From Database

Fg Linked Table Manager

External Data Database Tools Help  Table Fields  Table

Saved  BEwcel  Text

Exports File
=
> [;]'_ Excel

—

:EL From Other Sources > @ Text File
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a. Inthe “Get External Data — Excel Spreadsheet” dialog box:
i Use the Browse button to navigate to the Excel File named “SupplierStoreListFromExcel.xIsx”.
ii. Make sure that the “Import the source data into a new table in the current database” dialog
button is selected.
iii.  Click OK.
Get External Data - Excel Spreadsheet ? X

Select the source and destination of the data ‘ i
Specify the source of the definition of the objects,

Eile name: | cousersimkian\Desktop\Access Files\SupplierStoreList.xisx

i. Use the Browse button to

navigate to the Excel File named
ii. Make sure that the &

"n . .
SupplierStorelistFromExcel.xlsx.
”Import the source Specify how and where you want to store the data in the current database. Pp
data int tabl We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
ata Into a new table such as OLE Object.
in the current Search for “Import” In Microsoft Access Help for more Information.
database” is selected. import the source data into 3 new table in the current database.

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

iii. Click OK.

() Append a copy of the records to the table: ot

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

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

\_’ ) [ o

b. Inthe next window, make sure that “First Row Contains Column Headings” is selected and then click Next.

E|

Microsoft Aocess can use your column headings as field names for your table. Does the first

row spedfied contain column headings?

[B)Frst Row Contains Column Headings

Supplier Store Code [Supplier Store Hame |[Address ciecy State [Zip |Telephone
i.JS Fnion Stop 25 10th St Fhosnix RZ B5031 FOE58B9623
2BS Fiversidse Scation 23 20th st Fairview WA BE0E3 R255085325 |
Eh.“i l5t. Anne Square ME0T l84ch st fynnwood WA BE035 H25899T7504
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C.

In the next window, in the “Field Options”, on the “Indexed:” textbox dropdown arrow, select “Yes (No

Duplicates) and then click Next.

= Import Spreadsheet Wizard x
Yeus can spedfy information about each of the fiekds you are importing, Select fields in the area below. You can then modify field
information in the 'Field Options' area.
Field Options
Field Mame:  |Supplier Store Cade Data Type: Shork Text
Indexed: y (] Do nat impart field (Skip)
“‘—-——_________ Select “Yes (no Duplicates)”
plier Store Code |Supplier Store Name |[hddress City Scate |Zip Telephone
nion Stop B25 l0th S5t Fhosnix QI 35
iverside Station Lz3 20ch =t Failrview WA
t. HAnne 5-3_".1&‘_'!? E507 l1l24th =t '_‘_,'Z".!'t‘n'-:G_". e

[_ Cancel | < Back [ ext = Bnish
In the Next window, select “Choose my own primary key” for the supplier store code field. Then click

Next.

S

Microsoft Access recommends that you define a primary kay for your new table, A primary key is used to

= uniquely identify each record in your table. 1t allows you to retrieve data more quiddy,
1 o s xes
| s Select “Choose my own
2 (7)Let Access add primary key.
ko i key” for the
L) © Choose my own primary key.  Suppler Store Code primary Y
Supplier Store Code Field

No primary key.

5065889623
3 M259065325 | |

35 H258997504

ISBUBEIE

< Back ’f Next > ] ,E,n'Sh
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e.

In the next window, you can accept the table name “Supplier List”. Then click Finish

That's al the rformaton the wizard nesds: to mport your data,

[mport o Tabls:

11 wooud o & veizawdl b grasiyzes vy abie after imporang the data.

« ke |

f. Inthe last window click the Close button.

Save Import Steps

y

Fisiihed mmparting fie ' Clisernmisn Deiktapacten FlenSusplerent ALain b Babie Soppisr Lk .

Do pou mank dc v e mmpert 1laps? Thi wil slow you Bz quschly ep s Bie aprsios without ting the mzaed,

Sage imperk thipy

Llean
g. Now we can see the imported Supplier List Table in the Navigation Pane
File Home  Create  External Data

Database Tools
ﬁl [ saved Imports

s a2
New Data B Linked Table Manager .

Saved Excel  Text
Source -

Exparts File

Import & Link

All Access Obje... @

"
Search.. o
Tables

EH Producs

x

Supplier List Table in the

Mavigation Pane
1 supplier List "/_/
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7. Repeat the same Steps as in No. 6 (a — g) to import “CustomerListFromExcel.xIsx”.

Add Data Types and Field Properties to each Field in the Tables:

e Different Data Types:

DEVER S Usage Size
Up to 255 characters
Short Text Alphanumeric data (names, titles, etc.) by default is 255 characters
Large amounts of alphanumeric data: sentences and
Long Text paragraphs. 1to 65535 characters
Number Numeric data 1to 15digits
Large Number Numeric data -2°63 to 263
Date/Time Dates and Times 8 bytes
15 digits on the left side of the decimal point and
up to 4 digits on the right side.
Currency Monetary data, stored with 4 decimal places of precision |8 bytes
AutoNumber Unique value generated by Access for each new record 4 bytes -9digits
Boolean (true/false) data; Access stores the numeric value
Yes/No zero (0) for false, and -1 for true 1byte - 1character
Pictures, graphs, or other ActiveX objects from another
OLE object Windows-based application Up to about 2 GB
Up to 65,535 characters total for the four parts of
Hyperlink Alink address the hyperlink
You can attach files such as pictures, documents,
Attachment spreadheets, .... Up to 2 GB
Calculated You can create an expression (formula) Dependent on the data type
The lookup Wizard can lookup a value from another
Lookup Wizard column in a different table (Primary Key) Dependent on the data type of the lookup field

e Code for Input Mask (Like Number Formatting in Excel) for Field Properties:

Character Description

0 Digit (0to 9, entry required, plus (+) and minus (-) signs not allowed.
9 Digit or space (entry not required, plus and minus sign not allowed.
Digit or space (entry not required; spaces are displayed as blanks while in Edit mode,
# but blanks are removed when data is saved; plus and minus signs allowed).
L Letter (A to Z, entry required)
? Letter (A to Z, entry optional)
A Letter or digit (entry required)
a Letter or digit (entry optional)
&; Any character or a space (entry required)
C Any character or a space (entry optional)
Decimal placeholder and thousand, date, and time separators. (The actual character
used depends on the settings in the Regional settings Properties dialog box in
yii-/ Windows Control Panel).
Causes all characters to be converted to lowercase.
Causes all characters to be converted to uppercase.
Causes the input mask to display from right to left, rather than from left to right.
Characters typed into the maks always fill it from left to right. You can include the
! exclamation mark anywere in the input mask.
Causes the character that follows to be displayed as the literal character (for example,
\ \Ais displayed as just A).
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e Number Field Size Properties:

Byte Integer: Oto 255

Integer Integer: -32,678 to 32,767

Long Integer Integer: -2,147,483,648 to 2,147,483,648
Single Decimals with 7 significant digits Requires 4 butes of storage
Double Decimals with >'Single' significant digits: Requires 8 bytes of storage
Decimal Decimals with > 'Double’ significant digits: Requires 12 bytes of storage
Replication ID |Globally unique identifier (GUID) 16 bytes of storage

8. Open the Supplier List Table in the Regular view “Datasheet View”. In the Navigation Pane, double click the

Supplier List Table to open.

File

Home Create External Data Database Tools Hel Table Fields Table L+ Tell me what you want to do
\_E A Cut Y "} Supplier List Table is shown in Tab ) G Replace e
; [ Copy il . . » GoTo
View o above, table is in Datasheet view. d B I U A
[ Select -
Undo Wiews Clipboard Find
All Access Obje.., @ « [= Supplies List
— ] Supplier $to - Supplier Sto - | Address City State - Zip - | Telephone - Chek foAdd -
“T..Qn-- N A% St. Anne Sguar 4507 184thst  Lynnwood WA 98035  A5E997504
g - RS Riverside Stati 123 20thst  Fairview WA I[OGI  AF5I065325
N us Union Stap 925 100k 51 Phaenix AZ 85031 5065889623
2 Supplier List

Double-click Supplier List Table in
the Mavigation Pane to open the

Table in Datasheet view.

a.

Change the View to Design View so that we can add the correct Data Types and Field Properties to each

Field. To show the table in Design View click the View Button in the View group in the Home Ribbon Tab.

File Home Create  External Data  Database Tools Help  Table Fields
A Cut ? 2 | Ascending iy Selectio
E@ Copy Filter El, Descending Eﬁkdvanc
M Sort & Filter
Datasheet View Supplier List
— upplier Sto ~ SupplierSto - | Address -
20T M
Tables ik | Design View S St. Anne Squar 4507 184th st
1S Riverside Statii 123 20th st
B Produds | N
us Union Stop 925 10th 5t
j Supplier List %

b. Design View for the Supplier List Table is shown below:
i Notice that the fields are listed vertically, the first field name is “Supplier Store Code” and there is
a key icon that indicates this is the Primary Key. This is the Primary Key we set while importing the

Excel Table.
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Help  Table Design 2 Telln

File  Home Create  External Data  Database Tools
e Primary Key
View Prirnsny

L

Supplier List Table name shown in

Tab above the table shown in

Elats  Rena
Macros = Delete

Wi

Al Access Obje.
agrch
Table=

3 Supplier List

Fields are listed

vertically

General Laakup

Field Size
Fodmat
riput Maik
Caption
Default Val

Design View.

Tesk SherHede Feeld, Recard & Table
- T Suppler List
v o Figld Name Data Type Description (Optional)
£ I supplier Store Code Short Text \

Supplier 5tore Name short Text

Address Shart Text Data T'lyrpe for

City shor Test

/ state short Text each Field
Zip Number
Telephone Mumibear

Field Properties

—

Field Properties for the selected
Field “supplier Store Code”

ue

For the Supplier Store Code Field Data type:

a) Data Type = Short Text
b) Description = Primary Key — 2 Capital Letters

c) Field Properties:
1. Field Size =2
2. Input Mask = >LL (this means only two letters can be entered and must be
uppercase)
3. Validation Rule = LL
4. Validation Text = Must enter 2 Capital Letters.
[ suppher List X |
Field Name Data Type Description (Optional)
B supplier store Code Short Text Primary Key - 2 Capital Letters
Supplier Store Name Short Text This is the name of the Store
Address Short Text The address where the store is located
City Short Text The city where the store is located
State Short Text The State where the store is located
Zip Short Text The suppliers Zip code
Telephone Short Text The suppliers phone number

General Lookup

Field Size 2

Format =5

Input Mask =LL

Caption

Default Value

Validation Rule LU

Validation Text Must enter 2 capital letters
Required Yes

Allow Zero Length Yes

Indexed Yes (Mo Duplicates)
Unicode Compression Mo

IME Mode Mo Control

IME Sentence Mode Mone

Text Align General

Field Properties
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Vi.

The remaining Data Types, Descriptions and the Field Types for each field are seen in the
following pictures, one for each field. Follow the pictures to update your Data Type, Descriptions
and Field Types.

Supplier Store Name:

5 Ssupplier List <

Field Name Data Type Description (Optional)

# | supplier Store Code Short Text Primary Key - 2 Capital Letters

Supplier Store Name Short Text This is the name of the Store

Address Short Text The address where the store is located

City Short Text The city where the store is located

State Short Text The State where the store is located

Zip Short Text The suppliers Zip code

Telephone Short Text The suppliers phone number

Field Properties

General |ookup

Field Size 35
Format
Input Mask
Address:
5 supplier List <
Field Mame Data Type Description (Optional)
% supplier Store Code Short Text Primary Key - 2 Capital Letters
Supplier Store Name Short Text This is the name of the Store
Short Text The address where the store is located
City Short Text The city where the store is located
State Short Text The State where the store is located
Zip Short Text The suppliers Zip code
Telephone Short Text The suppliers phone number

Field Properties

General Lookup

Field Size 50
Format
Input Mask
City:
5 supplier List <
Field Name Data Type Description (Optional)
% supplier Store Code Short Text Primary Key - 2 Capital Letters
Supplier Store Name Short Text This is the name of the Store
Address Short Text The address where the store is located
- Short Text The city where the store is located
Short Text The State where the store is located
Zip Short Text The suppliers Zip code
Telephone Short Text The suppliers phone number

Field Properties

General Lookup

Field Size 15
Format

Input Mask
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Vii.

viii.

iX.

X.

=3 Suppfier List

State: (State is two capital letter abbreviated so we will use the input mask >LL).

Field Name
% supplier store Code
Supplier Store Name
Address
City
Zip
Telephone

General |pokup

Field Size 2
Format

Input Mask >LL
Caption

[ supplier List X

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

Description (Optional)
Primary Key - 2 Capital Letters
This is the name of the Store
The address where the store is located
The city where the store is located
The State where the store is located
The suppliers Zip code
The suppliers phone number

Field Properties

Zip: (Zip Code not a Number Data Type because we will never do math operations on this field).

B supplier Store Code

Address
City
State

Telephone

General Lgokup
Field Size
Format

Input Mask

Caption

Field Name

Supplier Store Mame

Data Type Description (Optional)
Short Text Primary Key - 2 Capital Letters
Short Text This is the name of the Store
Short Text The address where the store is located
Short Text The city where the store is located
Short Text The State where the store is located
Short Text The suppliers Zip code
Short Text The suppliers phone number

Field Properties

Telephone: (not a Number Data Type because we will never do math operations on this field).

E= supplier List 3

Field Name

t supplier Store Code

Supplier Store Name

Address

City

State

Zip

Telephone

General Lookup

Data Type Description (Optional)
Short Text Primary Key - 2 Capital Letters
Short Text This is the name of the store
Short Text The address where the store is located
Short Text The city where the store is located
Short Text The state where the store is located
Short Text The suppliers zip code
Short Text The Suppliers phone number

Field Size 10

Format
Input Mask "y
Caption

Field Properties

The finished list of fields, Data Types and Description is seen below. Save the changes using the
keyboard shortcut: Ctrl + S, to save the changes you made to the Supplier List Table. Then close
the Supplier List Table.
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F5 Customerlist <

B

File  Home Create External Dats  Databa

= L] =
Wiew  |Primany Test Validatign — Loere Rows Fropety Inde
. Ky Ruber [ Modidy Leskoups Sheet
igws Taah Show i
A - - 2 o« |EH B Ling ¥
All Access Objects ' sl
= -~ Figld Mamse
g Ay

Tables

M cu
B rrosu
T scopplies Lz

Ctrl + § to save the

changes to your Supplier

List Table.

Finished list of Fields

Supplier Store Code
Supplier Store Name
Addiess

ity

State

Tip

ie Toolk  Help  Table Design B Tell e whart you wan? 15 do
m O 5B After Saving, click on the
s Ceselats Beamp=Tiuonni:  Obet]  close button to close the
acros = v Dependen
Terord s Tatle Frents Seltiznnhips Supplier LiSt Table.
Data Type Description [Dpticnal)
Short Text Primary Key - 2 Capital Letters
Short Text This is the name of the Stone
Shea Text Thee address where the stere is lacated
Short Text The city where the store is located
Shoet Text Thee State where the store ks located
Shedt Taxt T supsplieds 2ip code
Short Text Thee suppliers phone number

Telephone

Genaral Leakep
Fiald Lo
Formyt

ripsat PASLE

Caption

Firldl Prapars

Mgzt eridar T capial letber

Fes fHa Duplcaie]

Repeat the Steps 8 (a — b) to view the CustomerList Table in Design View and make the changes to the Field
Properties, Data Type and Description.
i. Design view for the CustomerList Table:
a. Forthe Customer Code Field Data type:
b. Data Type = Short Text
c. Description = Primary Key — 2 Capital Letters and 3 Numbers
d. Field Properties:

1.
2.

Field Size =5
Input Mask = >LLO0O(this means only two letters can be entered and must be
uppercase and only 3 numbers)

Validation Rule = LLO0O

Validation Text = Must enter 2 Capital Letters and 3 numbers.

Field Mame
Customer Code
Last Name
First Name
Address
City
State
Zip
Telephone
Email Address

General Lookup
Field Size 5
Format
Input Mask > LLODO
Caption

Default Value

Validation Rule “LLOOO"
Validation Text
Required Yes
Allow Zero Length Yes
Indexed

Data Type

Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text

Yes [No Duplicates)

Must enter 2 capital letters and 3 numbers

Description (Optional)
Primary Key - 2 Capital Letters and 3 Numbers
Customers last name
Customers first name
Customers address
Customers city
Customers state
Customers zip code
Customers telephone number
Customers email address

Field Properties
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ii. The remaining Data Types, Descriptions and the Field Types for CustomerList Table for each field are
seen in the following pictures, one for each field. Follow the pictures to update your Data Type,
Descriptions and Field Types:

iii. Last Name:

EH CustomerList

Field Name Data Type Description (Optional)

B customer Code Short Text Primary Key - 2 Capital Letters and 3 Numbers

Short Text Customers last name

First Name Short Text Customers first name

Address Short Text Customers address

City Short Text Customers city

State Short Text Customers state

Zip Short Text Customers zip code

Telephone Short Text Customers telephone number

Email Address Short Text Customers email address

Field Properties

General Lookup

Field Size 25
Format
Input Mask

iv. First Name:

[ customerList >

Field Name Data Type Description {Optional)

B Customer Code Short Text Primary Key - 2 Capital Letters and 3 Numbers

Last Name Short Text Customers last name

Short Text Customers first name

Address Short Text Customers address

City Short Text Customers city

State Short Text Customers state

Zip Short Text Customers zip code

Telephone Short Text Customers telephone number

Email Address Short Text Customers email address

Field Properties

General Lookup

Field Size 25
Format
Input Mask

v. Address:

5 customerList >

Field Name Data Type Description (Optional)

® | customer Code Short Text Primary Key - 2 Capital Letters and 3 Numbers

Last Name Short Text Customers last name

First Name Short Text Customers first name

Short Text Customers address

City Short Text Customers city

State Short Text Customers state

Zip Short Text Customers zip code

Telephone Short Text Customers telephone number

Email Address Short Text Customers email address

Field Properties

General Lookup

Field Size 100
Format

Input Mask
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vi. City:

EH customerList

Field Name Data Type
% | customer Code Short Text
Last Name Short Text
First Name Short Text
Address Short Text
Short Text
State Short Text
Zip Short Text
Telephone Short Text
Email Address Short Text

General |ookup
Field Size
Format

Input Mask

Description (Cptional)
Primary Key - 2 Capital Letters and 3 Mumbers
Customers last name
Customers first name
Customers address
Customers city
Customers state
Customers zip code
Customers telephone number
Customers email address

Field Properties

vii. State: (State is two capital letter abbreviated so we will use the input mask >LL).

= customerList

Field Mame Data Type

B customer Code Short Text
Last Name Short Text
First Name Short Text
Address Short Text
Short Text

Short Text

Zip Short Text
Telephone Short Text
Email Address Short Text

General Lookup

Field Size 2
Format

Input Mask =LL
Caption

Default Value
Walidation Rule
Walidation Text

I

Description {Optional)
Primary Key - 2 Capital Letters and 3 Numbers
Customers last name
Customers first name
Customers address
Customers city
Customers state
Customers zip code
Customers telephone number
Customers email address

Field Properties

Must enter 2 Abbreviation letters for the state

viii. Zip: (Zip Code not a Number Data Type because we will never do math operations on this field).
If you get the Warning Message, Click ‘Yes’ to all the warning messages.

5 CustomerList <

Field Name Data Type
Last Name Short Text
First Mame Short Text
Address Short Text
City Short Text
State Short Text
Short Text
Telephone Short Text
Email Address Short Text

General Lookup

Field Size 9

Format

Input Mask O0000\-EEE50_
Caption

Description (Optional)
Customers last name
Customers first name
Customers address
Customers city
Customers state
Customers zip code
Customers telephone number
Customers email address

Field Properties
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ix. Telephone: (not a Number Data Type because we will never do math operations on this field).

[ customerList
Field Name Data Type Description (Optional)
®  customer code Short Text Primary Key - 2 Capital Letters and 3 Numbers
Last Name Short Text Customers last name
First Name Short Text Customers first name
Address Short Text Customers address
City Short Text Customers city
State Short Text Customers state
Short Text Customers zip code
Short Text Customers telephone number
Email Address Short Text Customers email address
Field Properties
General Lookup
Field Size 10
Format
Input Mask 0007 "000N-0000
Caption
X. Email Address:
Field Name Data Type Description (Optional)
¥ | customer Code Short Text Primary Key - 2 Capital Letters and 3 Numbers
Last Name Short Text Customers last name
First Name Short Text Customers first name
Address Short Text Customers address
City Short Text Customers city
State Short Text Customers state
Zip Short Text Customers zip code
Telephone Short Text Customers telephone number
Short Text Customers email address
Field Properties
General Lookup
Field Size 100
Format
Input Mask

xi. The finished list of fields, Data Types and Description is seen below. Save the changes using the
keyboard shortcut: Ctrl + S, to save the changes you made to the CustomerList Table. Then close the

CustomerlList Table.

File Home Create  Esternal Dats  Database Tools  Help
Q b s FE ==
Prisary Tart Vaiclatien, = Debete Rines Preguarty Indeses
Ky Riiles adfy Loskups St
Wiews Taals ShewHide
All Access Objects 2« |55 Cumaa >
‘ o Fledd Name
Lz 1
!*hlﬂ' - Last Mame
3 customertst First Name
1] e, Akdress
ER i Ll ity
State
Zip
Telephons

Ctrl + S to save the changes

Eril Address

to your CustomerList Table.

Finished list of fields

Table Dasign B

Tall me what you want to do

After Saving, click on the

Dject
Oependencies

Create Data
Wi Msere

Relatienships

close button to close the

eid, Recoed & Table Eveniy Reistiomihigd

CustomerList Table

Data Type Desoription | Optional]
Shor Text Primary Koy - 2 Capital Letters and § Mumbers
Shart Text Customers st name
Shaort Text Customers first nams
Shorn Text Customers address
Short Text CLTOmaers city
Shait Text Customens state
Short Text Cuztomers zip code
Short Text CUFtOMETs telephong number
Shon Text Crptamers email addness
2 capital feiters and ¥ numiss
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10. We already have the Automatic Table which we named “Products”. Open this table in Design View and we will
add Field, Data Types, Description and Field Properties.

i. Toopen the Table in Design View, right click the Products Table in the Navigation Pane and click to
select Design View.

All Access Objects © «
Searchi. ,o
Tables S
B3 customerList
=1 Products =

0
EH supplier List =pen

El Design View
Import >
Export ¥

ii. Below is the Products Table shown in Design View. An automatic Primary Key was added with an

AutoNumber Data Type. We need to change this as we do not want this Field in our Table and so we
will delete this field.

File Home  Create  External Data Database Tools Help  Table Design O Tel

T l =¢ |nsert Rows = ?
SRS = 5 T

%X Delete Rows

N

o

View Primary Property Indexes  Create Data Re
@Mﬂdif}rmokup; Sheet Macros~  Dele
Tools Show/Hide Field, Record & Tal
& « 5 Products X
o Field Name Data Type
lT bl LTS AutoMumber
ables 3
EH Products

iii. To Delete this Field, Right click on the Field Name and then click Delete Rows. When the dialog box
pops up, Click Yes. See Pictures below.

] Products <

Field Name Data Type
E ip *otoMumber
Primary Key
36 Cut
B Copy

(Zl: Inzert Rows
2x  Delete Rows
Properties

Microsoft Access >

Deleting field 'ID’ requires Microsoft Access to delete the primary key.

Do you want to delete this field anyway?

Yes Mo

iv. Create your own Primary Key (Unique Identifier for each product). So for the first field in the Products
Table:
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a. Field Name = ProductID
1. Right Click on the ProductID Field and convert the field to a Primary Key (see Picture

below).
| B products %
Field Name Data Type
ProductiD Short Text
¥ Primary Key
b Cut
By Copy
hD Paste
(EE Inzert Rows
2% Delete Rows
Properties

b. Data Type = Short Text
c. Description = Product ID — Primary Key — Three capital letters and 2 numbers

d. Field Properties:

1. Field Size=5
2. Input Mask = >LLLOO (two letters and two numbers must be entered and the letters

will be capitalized)

File Home Create External Data  Database Toolk Help  Table Design £ Tell me what you wart to da

E f:&h 2' Insert Bows |_| -:: ?‘ L‘_\ _.:_: T

View  |Peimary I Dalete Rows Peoperty Indexes | Creabe Dats  Rensee/ | Relationships  Object
" Ky E! Madify Lockups Sheet Muziag ~  Delete Macra Dependeniies
Whews Tonls ShoswgHide Fiehd, Reoord & Tabde Everds Redaticnzhips
All jfcess Obje... @ « | Products
- o] Field Mame Data Type Description [Optional)
o By -
Productin) Short Text Product 1D - Primary Key — Three capital letters and 2 numbaers

Tables &
T Produds

Primary Key lcon

Field Propertigs

Genedal Loakup

Field Saze g

» LLLOG

Required es
Allow Zere Length Wes

ndened Ves o Duplica e

Unigods C

[ M Eeniral
ML Sentenos Mode Hore
Test Align GEn sl

v. The remaining Field Names, Data Types, Descriptions and Field Properties are seen on the next page.
The Raw Data for the Products Table is also provided on the next page.
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Field Names, Data Types and Field Properties for the Products Table:

Field Name ProductiD Product Description|Quantity on Hand |Cost Sell Price Supplier Code Customer Code Quantity Sold Wholesale Retail
Data Type Short Text Short Text Number Currency Currency Short Text Short Text Number Short Text
The code of the The code of the Lookup to list if we
Product ID - supplier we customer we sold sold the product on
Primary Key - bought from - to - Lookup to retail or wholesale.
Three capital Lookup to supplier |customer table to [The quantity Not from a different
letters and 2 Description of the |Quantity of our  |Cost of the The selling price [table to get the get the customer [number we sold |table but from a list
Description numbers product inventory to sell [product of our products |supplier code code out we will type in.
Field Size 5 25 2 5 25
Format
Input Mask >LLLOO
Validation Rule >=0 And <=100
must be
between $0and
Validation Text $100

Raw Data for the Products Table:

Field Name ProductID Product Description |Quantity on Hand |Cost Sell Price Supplier Code |Customer Code|Quantity Sold |Wholesale Retail
CTB42 Chocolate Teddy Bear 15 $8.00 $17.00 |AS DGO005 5|Retail
HPB22 Hearts Puppy Bear 23| $11.00 $24.00 (AS AA001 13|Retail
B HTB32 Hugs Teddy Bear 22 $5.00 $15.00 |RS BS003 9|Retail
((+] LLB21 Lovable Lion Bear 30 $13.00 $20.00 |RS BS003 3|Retail
() PBB41 Pink Bouquet Bear 25 $26.00 $38.00 |RS BS003 12|Retail
; RRBO1 Red Roses Bear 20[ $20.00 $40.00 |AS CHO04 5|Retail
(o} TTB52 Timeless Teddy Bear 16 $8.00 $21.00 |US ANO002 10|Retail
(o' VHB11 Valentine Heart Bear 30| $13.00 $23.00 |US DD007 12|Retail
WBB31 White Bouquet Bear 45| $26.00 $45.00 (RS FMO009 15|Retail
YBB51 Yellow Bouquet Bear 15| $25.00 $39.00 (RS GMO010 10|Retail
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vi. Use Data Type Lookup Wizard to connect the Products Table to the CustomerList Table and the
Supplier List Table with One-To-Many Relationship between the Supplier Code and the Customer

Code Fields. We will also use the Lookup Wizard to create a Wholesale Retail Field. Here are the
instructions:

a.

Search..

Tables

B8 customerlist
I products
EH SsupplierList

Supplier Code Field:

1. Field Name “Supplier Code”

2. Select Data Type “Lookup Wizard”
All Access Obje... © « |I Produts X

:O ® Productip
x

Product Description

Quantity on Hand
Cost

Sell Price
Supplier Code
Customer Code
Quantity Sald
Wholesale Retail

3. Inthe first dialog box select “I want the lookup field to get values from another table

Field Name

Data Type
Short Text
Short Text
Number
Currency
Currency

ShurtTexﬂ v

Short Text
Long Text
Number
Large Number
Date/Time
Date/Time Extended
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment
Calculated
Lookup Wiz

or query”. Then click next.

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you

Product ID - Primary Key - Three ca
Description of the product
Quantity of our inventory to sell
Cost of the product

The selling price of our products
The code of the supplier we bougk
The code of the customer we sold
The guantity number we sold out
Lookup to list if we sold the produ

can choose from. How do you want your lookup field to getits

values?

O want the lockup field to get the values from another table or

query.

(DI will type in the values that I want.

4. Inthe next dialog box, select the supplier List Table. Then click next.

Lookup Wizard

Cancel

Which table or query should provide the values for your lookup

field?

Table: CustomerList
Table: Products

View

© Tables

(C) Queries

() Bath

Cancel < Back
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5.

In the third dialog box from the Available Fields List, select the Supplier Store Code

and then click n the Single Arrow button to move this field to the Selected Fields on
the right.

Lookup Wizard

Which fields of Supplier List contain the values you want induded in
your loakup field? The fields you select become columns in your
lookup field.

Select Supplier Store Code then click on the Single
Arrow Button.
Avaiable Fields: L Selected Fields:

5 Code
Supplier Store Name
Address

City

State

Zip

Telephore

=

-

Cancel <peck | mexts |

6. After you click on the single arrow button the Supplier Store Code is moved to the

7.

Selected Fields on the right. Then Click Next.

Lookup Wizard
Which fields of Supplier List contain the values you want induded in
your lookup field? The fields you select become columns in your
lookup field.

Available Fields: Selected Fields:

Supplier Store Name Supplier Store Code

o (o] |

In the next dialogue box, select Supplier Store Code from the Ascending textbox drop-
down. Then Click Next.

What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.

B pplier Store Codel V Ascending
2 v Azcending
% w

4
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8.

9.

In the next dialog box, do not change anything just click next to advance to the next
dialog box.

How wide would you like the columns in your lookup field?

To adjust the width of a column, drag its right edge to the width you want, or double-dick the
right edge of the column heading to get the best fit.

Supplier Store Code
AS
RS
us

In the next dialog box, click Finish.

What label would you like for your lookup field?
Do you want to enable data integrity between these tables?
[[)Enable Data Integrity

Do you want to store multiple values for this lookup?
[ Allow Multiple Values

Those are all the answers the wizard needs to create your lookup
field.

10. The next dialog box asks you to save before relationships can be created, click Yes.

! The table must be saved before relationships can be created. Save now?

Yes Mo
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11. The finished Supplier Store Code Field is shown below, and it has adopted the Field

size of 2 from the Primary Key in the Supplier List Table.

Field Name Data Type Description (Optional)

T productiD Short Text Product ID - Primary Key - Three capital letters and 2 numbers

Product Description Short Text Description of the product

Quantity on Hand Number Quantity of our inventory to sell

Cost Currency Cost of the product

Sell Price Currency The selling price of our products

Supplier Code ~ The code of the supplier we bought from - Lookup to supplier table to get the supplier code

Customer Code Short Text The code of the customer we sold to - Lookup to customer table to get the customer code

Quantity Sold Number The quantity number we sold out

Wholesale Retail Short Text Lookup ta list if we sold the product on retail or wholesale. Not from a different Table but from a list we will type in.

Field Properties

General Lookup

Field Size 2
Format

Input Mask

b. Repeat the same steps above from 10; vi; a; 1 — 10 to create a relationship for the Customer
Code Field.
1. Field Name = Customer Code (while repeating these steps, remember you are using
the CustomerList Table and Customer Code Field.
vii. Wholesale Retail Field:
a. Field Name: “Wholesale Retail”
b. Select Data Type: “Lookup Wizard”

j Products <
Field Name Data Type
t  Producti Short Text Product |

Product Description Short Text Descripti
Quantity on Hand Number Quantity
Cost Currency Costoftl
Sell Price Currency The selli
Supplier Code Short Text The code
Customer Code Short Text The code
Quantity Sold Number The quar
Wholesale Retail ShortTexti ~ | Lookup t

Short Text

Long Text

Number

Large Mumber

Date/Time

Date/Time Extended

Currency

AutoNumber

Yes/No

OLE Object

Hyperlink

Attachment

Calculated
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c. Inthe first dialog box select, “I will type in the values that | want.” Then click Next.

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its
values?

()T want the lookup field to get the values from another table or
query.

O L will type in the values that I want.

d. Inthe second dialog box, type the two values as seen in the picture below and then click next.
Lockup Wizard

What values do you want to see in your lookup field? Enter the number of columns you want
in the list, and then type the values you wantin each cell.

To adjust the width of a column, drag its right edge to the width you want, or double-didk the
right edge of the column heading to get the best fit.

Number of columns: ll_

Caoll
Wholesale
# Retail
*

e. Inthe third dialog box check the box “Limit To List” and then click Finish.
Lookup Wizard

What label would you like for your lookup field?

|'u'u'ho|esa|e Retail
Do you want to limit entries to the choices?

ﬂ:i.imitTD List

Do you want to store multiple values for this lookup?
(] Allows Multiple Values

Those are all the answers the wirard needs to create your lookup
field.
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viii. Save the completed Products Table. Ctrl +S.
ix. Finished Products Table in Design View looks like the picture shown below.

File

Home Create External Data Database Tools Help  Table Design £ Tell me what you want to do
2 Insert Rows El
= = B L = H
T Qe e ;) B 0 = &=
View  Primary Test Validation = oo oS Property Indexes  CreateData Rename/ Relationships ~ Object
~ Key Rules  FE] Modify Lookups Sheet Macros~  Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships e
i @ Products
All Access Obje... © « |E Producs X
oo ol Field Name Data Type Description (Optional) '
; o - - ® ProductiD Short Text Product ID - Primary Key - Three capital letters and 2 numbers
=bles - Product Description Short Text Description of the product
B customentist Quantity on Hand Number Quantity of our inventory to sell
= rroducts Cost Currency Cost of the product
EA supptier List sell Price Currency The selling price of our products
Supplier Code Short Text The code of the supplier we bought from - Lookup to supplier table to get the supplier code
Customer Code Short Text The code of the customer we sold to - Lookup to customer table to get the customer code
Quantity Sold Number The quantity number we sold out
Wholesale Retail Shaort Text ~  Lookup to list if we sold the product on retail or wholesale. Not from a different Table but from a list we will type in.
Field Properties
General Lookup
Field Size 25
Format
Input Mask
Caption
Default Value
Validation Rule The data type determines the kind of values
Validation Text that users can store in the field. Press F1 for
Required o help on data types.
Allow Zero Length Yes
Indexed No
Unicode Compression | Yes
IME Mode No Control
IME Sentence Mode None
Text Align General

X. Click on the View Button to view in Datasheet View.
File Home  Create  External Data  Database Tools  Help
@ Q |:|:|'| %6 Insert Rows
View Primary 5* Delete Rows Proper
= Key &l Modify Lookups Sheet
Tools She
A @ Datasheet View b j Products
- Field Name
= Design Vi /o | ro tID)
T Design View 2
| _ Product Description
EH CustomerList Quantity on Hand
53 Produds Cost
B3 supplier List Sell Price
xi. The Products Table in Datasheet View.
Products Table.
File Homa Craate Edtemal Data Databarse Took Halg Table Firlcs Tabk _: Tel ma what Fod Wit 1D o0
1l il hscendng Ay Selection I Totsls
%‘ E I] Destending " Adhanced - RE':,_ Sy
" All = - B~
[EF VWL Chpbestd [ S5t & FIREr Raxords
| Access Obje... @ « | Produs >
;} ProductiD - iact Dascription - | Cuantity on Hand - Cost «  S&ll Price -
g IE [ £0.00 .00

Click on the Close Button to

close the Products Table.
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It has no records. Click on the Close Button to close the
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o

Cruantity Sold - Whalasale B - | Click fo Add
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11. Use the Relationship Window to add the “referential Integrity” to One-To-Many Relationship between the
two Supplier code fields and the two Customer Code Fields. We created a relationship when we used the
Lookup Wizard for both the supplier List Table and the CustomerList Table. We need to edit these

relationships.
i. To edit a Relationship, click Relationships button in the Relationships group in the Database Tools

Ribbon Tab.
u StuffedAremaiDstabase : Dstabase- [K\Mary_Buseness\ 01 Wenber 20220 Busn 218 Wideo File\D5 AcessiRudfedfnimalDatabase.accdb
File ~ Home Create  External Data  Database Tools  Help 2 Tell me what you want to do
[.:?1 :If" g rKE ﬁ 3 Database Docusmenter '_El I.=_i_|\ %@?
Compact ard Visual  Run Relaticnships Obpect = Furalyze Pesiormance Mcoets  ShamsPont ddd-
Repair Datsbase Basic  Macro Dependencies ﬂ Analyze Table Database ins >
Taals Pllcie Relabiorships Analyie Move Dala Add-ing
All Access Obje... @ =
Search. &
Tables ®
= customertin Click the Relationship Button
] Products
= Supplier List
Farms %
_-ﬂ Customerlist
j Praducts

TH supplier Ligt
In the Relationship Window, we can see that there is a relationship line between the Supplier Store

Code Field in both the supplier List Table Field List and the Products Table Field List. We also see the
same relationship line between the Customer Code Field in both the CustomerList Table Field List and
the Products Table Field List.

If you do not see all the table relationships, click on “All Relationships” Button in the

Relationships group in the Relationship Design Ribbon Tab.
Using your cursor, resize the Field Lists to show all the Fields as shown in the picture below.

a.

ii.
]

File Home Create  External Data

Database Tools Help Relationships Design 2 Tell me what you want to do

EF/:!’ #, Clear Layout _._E m Hide Table M
Bt [ poonship Report A9 B Direct Relationships o\ Click All Relationship Button
L 1
Relatianshi Tables ‘ . .
ceenpe ables G All Relationships < to show all the Relationships
Relationships

Toals

All Access Obje... @ « | =5 Relationships <
Learch.. . .

b R Supplier List Products Customerlist

able< ®

BE Ccustomerist ¥ sSupplier Store Code — ¥ Produdio |7 W Customer Code

CustomerLi Product Descript
Supplier Store Mame "'.“ . e LECrption I|II Last Mame
= Producs Address \ Quantity an Hand { First Name
Cost
=5 supplier List City II\ - | Address
! Sell Price |
Forms N State ! III City
= L "
- f—e
T8 custom Zip Supplier Code f State
8] CustomerList Telephone Customer Code — Zip
19
"Bl Products Quantity Sold Telephone
W | le Retail
T8 Supplier List rhelesaie Ret Email Address
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iv. Carefully hover you mouse on one of the Relationship Line and then Right click and click Edit
Relationship.

=% Relationships X|

Supplier List Products CustomerList
B supplier Store Code |— ¥ Productip B Customer Code

Supplier Store Name 2% Edit Relationship... Product Description Last Name

Address % Delete Quantity on Hand :dr: Mame

City Cost ress

State \— Sell Price City

Zip supplier Code _/ State

Telephone Customer Code Zip
Quantity Sold Telephone
Wholesale Retail Email Address

v. The Edit Relationship dialog box opens, check the box “Enforce Referential Integrity” check box to
make sure that you are ONLY allowed to enter the Supplier Code in the Products Table if it is already
in the Supplier List Table. This ensures a One-To-Many Relationship.

Table [Query:
Supplier List

Related Table fQuery: oK

« Products
Cancel

Supplier Store ~ Supplier Code

| Join Type..

B Enforce Referential Integrity
[_] Cascade Update Related Fields
[) cascade Delete Related Records

Relationship Type:

Create Maw..
Check the “Enforce Referential

Integrity” check box

Cne-To-Many

vi. Repeat Steps iv and v to Enforce Referential Integrity for the CustomerList Table and Products Table

too.
vii. Notes:
a.

Referential Integrity:

This is a set of rules that Access enforces to maintain consistency between the related tables
when you update data in your database.

When adding a record to a related table, matching record must already exist in the primary
table which prevents any chance of having orphaned records. If you try to change the primary
key in the primary table, Access will prevent this change if matching records exist in a related
table, but if you choose Cascade Update Related Fields option, Access will allow this change
to the Primary key and will also change the appropriate primary key in the foreign table and
thus this will also eliminate any chance of inconsistency in your data.

You cannot also delete a record in the Primary table since Access will prevent you from doing
this if there are matching records in a related table but if you choose Cascade Delete Related
Records option, Access will then delete the record from the Primary table and all the
matching records in the related tables.
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viii. Now we can see the One-To-Many Relationship. Click on the Close Button to close the Relationship
Window.

a H

File Home Create  External Data Database Tools Help  Relationships Design 2 Tell me what you want to do

E . A [ Hide Table [
B? X Clear Layout % & Diect Relationships L\‘I"“--.._____ Click on the Close button to
d bose

Edit .
Relationship Repont . \ .
Relationships B P Repe Tables 2 A Relstionships close the Relationship window.
Taals Relationihips
; = =3 Relationships
All Access Obje... = « |73 il
sraret /D Supplier List Products Customerlist
Tables - _— —_—— i
| ] Supplier Store Code —.\ T ProdudiD — 1 Customer Code
B CustomerList ;"; Lt Bl
Suppliar Stare Mame S Froduct Description r, a5t Name
S Products Address ™, . Ouantity on Hand __.-"r Fiest Name
/ i
B supplier List Crty L Cost i Address
State ! Sell Price i City
Form= % S B F, )
Zip — Supplier Code Fi State
E ustamartist Telephone Customer Code =/ Zig
o Products Quantity Sabd Telephone
Whal 1] E | Add
-] Supplier List | Whodesale Petadl mail ress

12. Create a Form for the Products Table

i. We will create a Form for each of the Tables so that we can enter, edit, and delete data in each of the
tables. To create a Form for the Products Table: Select the Products Table from the Navigation Pane
and then click the Form Button in the Forms group in the Create Ribbon Tab.

File Home Create External Data  Database Tools  Help £ Tell me what you want to

EE__i_i ﬁ- __Lm% it_Ei ii:@ i_i £ Form Wizard

Application Table Table SharePaint Query  CQuery Form = Form  Blank I'*-Jaxrlgatlcun*

Parts ~ Design  Lists ~ Wizard Design Design Form  [EF] More Forms ~
Templates Tables Cueries Farms
All Access Obje... @ « _
Click the Form Button
Search. /O
Tables -3
EH customerList
= Produds P Select the Products Table in the
EH supplier List Navigation Pane
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ii. The Form for the Products Table is created. Click on the View drop-down and then click Form View.

File Home Create Esternal Data  Database Tooks Help  Form Layout Design  Amange  Format B Tell me what you want to do

-=:- [A3) g colors- & Loge Fe T
S At NecvoleeaBeEl) BE.  on

Wiew Themes T Fants ~

. % Date and Time Foelds S
Coanitrok Header f Fooler Tenhs

A ﬁ Farm Wiew T g | B Produtts |
p "= Products

En
Layoul Wiew 2 (¥

0 ProductiD

H M Dhesign View

Q8 Supplier Uik Product Description

. . Queantity on Hand 0
Click on the View o
drop-down and -
. el Price )
then click Form : o
supplier Code

View

Whalesale Retail

iii. Use the keyboard shortcut: Ctrl + S to save the Products Form, when the Save As dialog box appears,
Click OK.

Save As ? by

Form MName:
Products

K Cancel

iv. Use the Close Button to close the Products Form:

'_,?_F:rm»cu  —
"I?j Products

v Use the Close Button to close the Products Form

ProductiD

Product Description

Quantity on Hand 0
Cost £0.00
Sell Price 50.00

Supplier Coda

Customer Code "
Cuantity Sold i)
Whaolesale Reta “
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v. The Products Form now appears on the Navigation Pane.

All Access Obje... @ «

Search.

vi.

Tables

j CustomerList
j Products
= Supplier List

Forms

Jo

»

Repeat the same steps and create the Forms for CustomerList and Supplier List Tables. Close each

Form after you complete creating it. The Navigation Pane should now contain the Three Tables Forms.
See the Picture below.

All Access Obje... @ «

Search.

Tables

B2 CustomerList
B2 Produds
j Supplier List

Forms

-5 CustomerList

E

Products

-

o

oy
Fey

»

13. Add Data to the Products Table using the Product Forms. The Raw Data is provided below, and also same raw
data is on page 19.

i. Double-click on the Products Form to open it and then enter the raw data for each of the records.
ii. Use Tab key to move to the next field. When you get to the end of the last field for each record, press
Tab to move to the first field of the next record.
iii. Remember you have the data validations so if you type more than the specified characters, you will
get a message to enter the correct characters, for example in the ProductID field it must be 3 letters
and 2 numbers e.g DGK77, entering anything different will not work for this field.

Field Name [ProductID Product Description [Quantity on Hand |Cost Sell Price  [Supplier Code |Customer Code|Quantity Sold |Wholesale Retail
CTB42 Chocolate Teddy Bear 15 $8.00 $17.00 |AS DGO005 5|Retail
HPB22 Hearts Puppy Bear 23| $11.00 $24.00 |AS AA001 13|Retail
B HTB32 Hugs Teddy Bear 22 $5.00 $15.00 |RS BS003 9(Retail
(1] LLB21 Lovable Lion Bear 30| $13.00 $20.00 [RS BS003 3[Retail
Q PBB41 Pink Bouquet Bear 25| $26.00 $38.00 [RS BS003 12|Retail
; RRBO1 Red Roses Bear 20/ $20.00 $40.00 [AS CH004 5|Retail
© TTB52 Timeless Teddy Bear 16 $8.00 $21.00 |US AN002 10|Retail
o VHB11 Valentine Heart Bear 30 $13.00 $23.00 |US DD007 12|Retail
WBB31 White Bouquet Bear 45|  $26.00 $45.00 [RS FMO009 15|Retail
YBB51 Yellow Bouquet Bear 15| $25.00 $39.00 |RS GMO010 10|Retail
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14. Picture of the Finished Product Table after entering all the Raw Data is shown on the next page. Next Video we will learn how to create Queries in Access.
We will use this same data that we have created in this video.

Picture of the finished Products Table

3
File Home Create  External Data  Database Tools Help  Table Fields  Table £ Tell me what you want to do
@ A Cut ? Ql Ascending ’?1_? Selection ~ Dﬁ' 5 New 2 Totals (.,bc Replace Calibri (Detail <11 .
View E@ Copy Filter El Descending EAdvanced - Refr:s; [ Save abe Spelling Find —2 GoTo~ B I U A. 2 6. ===g. m.
v All~ < Delete ~ EMDFEV [} Select ~ = = == =
Undo Views Clipboard [P Sort & Filter Records Find Text Formatting [P
All Access Obje... © « |E Producs X
— o ProductlD - | Product Description - | Quantity on Hand - Cost » | SellPrice ~ | SupplierCode - | CustomerCode - | QuantitySold -~ WholesaleF - |Click to Add  ~
Tables P CTB42 Chocolate Teddy Bear 15 58.00 $17.00 AS DGO0S 5 Retail
BY customertist HPB22 Hearts Puppy Bear 23 $11.00 $24.00 AS AADOL 13 Retail
HTB32 Hugs Teddy Bear 22 $5.00 $15.00 RS B5003 9 Retail
= Products LLB21 Lovable Lion Bear 30 $13.00 $20.00 RS BS003 3 Retail
EH supplier List PEB41 Pink Bouguet Bear 25 $26.00 $38.00 RS B5003 12 Retail
Forms E3 RRBO1 Red Roses Bear 20 520.00 $40.00 AS CHOO4 5 Retail
=2| Customerlist TTB52 Timeless Teddy Bear 16 58.00 $21.00 US AMNO02 10 Retail
=] Produdts VHB11 Valentine Heart Bear 30 $13.00 $23.00 US DDO07 12 Retail
=] supplier List WEB31 White Bouguet Bear 45 $26.00 $45.00 RS FMO0S 15 Retail
YBB51 Yellow Bouquet Bear 15 525.00 539.00 RS GMO10 10 Retail
* 0 $0.00 40.00 0

Keyboards to Learn:

F6 =Jump from Field Name area to Field Properties area in the Table Design View.
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