Highline College - Busn 216: Computer Applications for Business (Fun and Power with Computers)

Office 2016 Video #39:
Access 2016: Create Database, Import Excel, Create Tables & Forms, Build Relationships

This handout lists the steps for building an Access Database for a small kiosk business in a mall. The name of the
business is Wooden Crafts. Wooden Crafts sell wooden toys. Wooden Crafts has asked you to design a database that
stores product data and supplier data that will produce reports such as product list, supplier list and inventory value.

The overriding steps to build Wooden Crafts database are here:

Video #39
Create New Database.

Import SupplierData Table into Database from an Excel workbook.

Add Data Types and Field Properties to each Field in the SupplierData Table

In Access create a Product Table and add Data Types and Field Properties

Use Data Type Lookup Wizard to connect the Products table to the SupplierData table with a One-To-Many —

Relationship between the two Supplier Code Fields. We will also use Lookup Wizard to create a Whole Sale

Retail Field.

6. Use Relationship Window to add "Referential Integrity" to One-To-Many Relationship between the two
Suppliers Code fields —

7. Create a Form for the Products Table

8. Add data to Products table using the Products Form

9. Create Queries with various Logical Constructions and Formulas (Expressions) — Video #40

10. Create Reports based on Queries — Video #41

11. Export Queries from Access to Excel, Text File and pdf — Video #42

vk wN e

The specific steps to build Wooden Crafts database are here:

Create New Database.
i. After opening Access, click “Blank Desktop Database”:

Click Blank ‘
database to — D'j ..‘
create a new /

database.

Blank database Updated: Asset tracking Updated: Contacts

ii. Inthe next window, click on the Browse button to save the database to the correct folder for Access:

Blank database

Should I create an Access app or an Ac

File Name

/ Click the Browse

button to
choose where
the database is

Database2.accdb

C\Users\mgirvin\Documents\

i T saved

Create
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iii. Inthe File Name textbox, type the name of the database: “WoodenCraftsDatabase”. Then click the
Create button to create the new database file.

Blank database

Should I create an Access app or an Access desktop database?

File Name

File Name
WoodenCraftsDatabase|accdb ‘

F:\Highline\01 Fall 2017\1 Busn 216\01 Video Files\05 Access\

Click Create to create

ﬂ / database

Create

2. Import SupplierData Table into Database from an Excel workbook.

i. Hereis aview of the new database and the automatic table that was created:

Table Tools WoodenCraftsDatabase : Database- F:\Highline\0...  Girvin, Michael

Home Create External Data Database Tools Table Q Tell me what you want to do

M o 12 &2 [ Date & Time f ire [E/
[“] Yes/No Format atting
View  Short Number Currency G fodify Modify ~Memo Validation
- Text EiJ More Fields » Field Size Lookups Expression Setting g Indexed 5
Views Add & DEVIEtE Properties Formatting Field Validation ~
All Access Obje... ® « || = Taveet : 2
R 5 D v Clickto Add ~
Tabl:s a | {New)
= Tablet
Automatic Table is open, here
Automatic Table is shown in the Navigation Pane
| Record: 4 1 of1 " o Filter | Search
Datasheet View Num Lock 174

ii. Using Ctrl +S, name the table “Products”.
'd

Save As M

Table Name:
Products
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Here is a view of the new database and the new Products Table. Use the Close Button for the Products
Table. We will come back and do extensive work on this table later.

WoodenCraftsDatabase : Database- F:\Highline\0...

Girvin, Michael

Table Q Tell me what you want to do

Home Create External Data Database Tools
“/‘ = [3 Date & Time ‘x_—\'/
l;* AB 12 [] Yes/No u ['ﬁ
Vlfw S.;:: Number Currency B e Pl Delete ~iF L\'VV e Valldvatlon
e A Doie soped]  This is Close Button for cldvalisancs (7)
c @ « |3 Producs\ .
£ B - g the entire database. N
= A | {New)
EH Produds
" 4
Products Table name is seen This is Close Button for
Products Table in Tab above table shown in the automatic table that
name is seen in Datasheet View. Was crasted
Navigation Pane.

Now we need to import the Supplier Table from the Excel File named “V39-SupplierDataFromExcel.xlsx”

(you download file from our web page).
If you are using Access 2016 from Office 365, your Ribbon Tab looks like this:
1. On the External Data Tab, click the New Data Source dropdown, then click on Excel.

Q Tell me what you want t

Home Create External Data Database Tools

\ - ™ Saved Imports | I— EﬁAccess
£ 5¥ Sm 5B 5 55 B1 e

¥z] Linked Table Manager
Saved Excel Text XML PDF Email

New Data =

Source~ Exports File File orXPS 5 More ~
,—| Export

‘ D From File » } Excel

D From Database 4 HTML Documen Import Excel spreadsheet

iv. If you are using Access 2016 and you do NOT have Office 365, your Ribbon Tab looks like this:
1. On the External Data Tab, in the Import & Link group click the Excel button:

File Home Create External Data Databas

=] = = 7 Text File
. N
Saved Linked Tgfe Excel Access ODBC

Imports Database

Import & Link
e

5 Mare -
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v. “Inthe Get External Data — Excel Spreadsheet” dialog box:
1. Use the Browse button to navigate to the Excel file named “V39-SupplierDataFromExcel.xIsx”.
2. Make sure that the “Import the source data into a new table in the current database” dialog

3.

button is selected.
Click OK.

Make sure that
the “Import the
source data into
a new table in
the current
database” dialog

button is
selected
4,
vi. Inthe

h
Get External Data - Excel Spreadsheet [ 2 [

Select the source and destination of the data

Specify the source of the definition of the objects.

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

‘We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
\ such as OLE Object.

\Search for “Import™ in Access 2016 Help for more information.

@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.
' Append a copy of the records to the table:  prodycts
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.
() 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.

.
Eile name: =\Highline\01 Fall 2017\1 Busn 216\01 Video Files\05 Access\V39-SupplierDataFromExcel.xisx Browses: B’

L~

Use the Browse button
to navigate to the Excel
file named “V39-
SupplierDataFromExcel.x
Isx”

next window you can accept the default settings:

p
5] Import Spreadsheet Wizard =5

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

@ Show Worksheets
*) Show Named Ranges

Sample data for worksheet ‘SupplierData’.

lSuppller Code [First Name [Last Name Rddress City [State Eip Code [felepho | 4

|2RP pntonio Patino 3443 4th St. pastrop ot [751236070 5055551 ||

|3BH pert Huntington [674 Beafort Richford cn [054189062 [7077553

|4ER Ellie Roberts 120025 Cool St. pastrop pd [751233319 [5055984

|SEC Fue Chin 1587 Crestview pMockington AZ [P51657013 6022559

75| ™| »
Cancel ] [ l [ Next > J [ Finish
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vii. In the next window, check the check box for “First Row Contains Column Headers”:
=)

E Import Spreadsheet Wizard

Microsoft Access can use your column headings as field names for your table. Does the first
row specified contain column headings? Check the Check bOX
[7]First Row Contains Column Headings P f or ”Fir St R OW
Contains Column
”»
Headers
Supplier Code |First Name [Last Name |Address City State |Zip Code [Telepho
iAP Rntonio [Patino 3443 4th St. Bastrop P [751236070 [5055551 | »
335 Bert Huntington [674 Beafort Ricnford ca 954189062 [7077553
EER Ellie Roberts 120025 Cool St. Bastrop A [751233319 [5055984
|4fC Fue Chin L1587 Crestview Mockington RZ [851657013 [6022559
< »
[ Cancel J [ <Back J [ mext> ] [ Einish ]

viii. In the next window, for the Supplier Code Field Name, select “Yes (No Duplicates)” in the Indexed
textbox dropdown:

===

E Import Spreadsheet Wizard

You can specify information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Select Field Name:  |Supplier Code DataType: [Short Text =
m
» Indexed: [+] []Donotimport field (Skip)

“Yes (No Duplicates)”

Supplier Code |[First Name [Last Name [Address City State |Zip Code [Telepho
ntonio [Patino 443 4th St. Bastrop pL [751236070 [S055551 | ~

ert Huntington [674 Beafort Richford ca 954189062 [7077553

1llie Roberts 120025 Cool St. Bastrop p [751233319 [5055984

Chin 1587 Crestview lockington RZ [51657013 6022559

<« »
[ Cancel ] [ < Back ] [ Next > ] [ Einish ]

ix. Inthe next window, select “Choose my own primary key” for the Supplier Code Field.

Page 5 of 26



X.

(2] Import Spreadsheet Wizard

—

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniquely identify each record in your table. It allows you to retrieve data more quickly. “«
i Select “Choose my own
2 xux o wex
3 ux wux wew ¥ 3 . ”
. e (O Let Access add primary key. primary key” for the
4 v =
o rimary Y Supplier Code Field
Last Name |Address City State |Zip Code |Telephoy|
[Patino [3443 4th St. Bastrop P4 [751236070 [5055551 | «
Huntington |674 Beafort Richford ca 954189062 [7077553
Roberts 120025 Cool St. pastrop P4 [751233319 [5055984
Chin 1587 Crestview Mockington RZ [B51657013 6022559
»
[ cancel | [ <Ba | [ mext> | [ Emsh |
J

L

In the next window, we can accept the table name “SupplierData”. Click Finish.

'1_?| Import Spreadsheet Wizard @‘
That's all the information the wizard needs to import your data.
Import to Table:
[ 1 would like a wizard to analyze my table after importing the data.
[ Cancel ] [ < Back ] [ ] [ Einish
xi. Inthe last window click the Close button (window not shown)
xii. Now we can see the imported SupplierData Table in the Navigation Pane.

Create External Data Database Tools
% Cut fir
ER Copy [
Views Clipboard P Sort & Filter
All Access Obje... @ «
Search.. yel
Tables X
B3 Produds Suppl
j SupplierData o)

ierData Table in the
Navigation Pane
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3. Add Data Types and Field Properties to each Field in the SupplierData Table

i. Aswe talked about last video Data Types and Field Properties allow us to add Data Validation to our
Fields so that “Bad Data” doesn’t get into our Field.
ii. Following are two tables that list the different Data Types and the different Codes for Input Masks:

1. Different Data Types:

Data Type Usage Size
Short Text Alphanumeric data (names, titles, etc.) Up to 255 characters.
Large amounts of alphanumeric data: sentences and Up to about 1 gigabyte (GB), display
Long Text paragraphs. first 64,000 characters.
Number Numeric data. 1,2, 4,8, or 16 bytes.
Large Number Numeric data. -2"63 to 263
Date/Time Dates and times. 8 bytes.
Currency Monetary data, stored with 4 decimal places of precision. |8 bytes.
AutoNumber Unique value generated by Access for each new record. |4 bytes
Boolean (true/false) data; Access stores the numeric
Yes/No value zero (0) for false, and -1 for true. 1 byte.
Pictures, graphs, or other ActiveX objects from another
OLE Object Windows-based application. Up to about 2 GB.
Hyperlink A link address Up to 8,192 characters
You can attach files such as pictures, documents,
Attachment spreadsheets... Up to about 2 GB.
Calculated You can create an expression (formula) Dependent on the data type

Lookup Wizard

The Lookup Wizard can lookup a value from another
column in a different table (Primary Key)

Dependent on the data type of the
lookup field.
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2. 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 signs 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
Y on the settings in the Regional Settings Properties dialog box in 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 mask always fill it from left to right. You can include the exclamation point anywhere in
! the input mask.

** | Causes the character that follows to be displayed as the literal character (for example, \A is displayed as just A).

3. Number Field Size Properties:

Field Size Description

Byte Interger: Ofto 255
Integer Interger: -32,768(to 32,767
Long Integer |Interger: -2,147,483,648|to 2,147,483,647
Single decimals with 7 significant digits: Requires 4 bytes 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
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iii. First, we want to open our Supplier Table in “Regular View” or Datasheet View. In the Navigation Pane,

double-click the Supplier Data Table. We can see we have four suppliers.

Tabl

WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Video Files\05 Access\WoodenCrafts]

Create External Data

Database Tools

Fields  Table  Q Tellmew

SupplierData Table name is shown in Tab

b/‘ == X Cut Y 2| Ascending Y Selection =1 New
2o "L m copy . AlDescending ToAdanced= = _Jarte above table shown in Datasheet View.
lew aste ilter Refpnt
: =  Format Painter Remove Sor All~ X Delete ~
Views Clipboard 7 Sort & Filte, Records Find Text Formatting 7]
All Access Obje... © « || = Supplierdata
s §e SupplierCoc » FirstName - LastName - Address -~ City - State v ZipCode =~ Telephone - ClicktoAdd -~
arch..
s 7] Antonio Patino 34434thSt.  Bastrop NM 751236070 5055551111
ables S
B moduct BH Bert Huntington  674Beafort  Richford cA 954189062 7077553334
g ER Ellie Roberts 120025 Cool St. Bastrop NM 751233319 5055984522
= supplierdata sc Sue Chin 1587 Crestview Mockington  AZ 851657013 6022559990

Double-click SupplierData Table in the
Navigation Pane to open the table.

iv. Now we want to view the table in 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.

V.

Primary
Key

H -

File Home

“reate

Design View for the SupplierData Table is seen below.
1. Notice that Fields are listed vertically.
i.

External Data

€= Insert Rows

Database Tools

Access Obje... @ «

Table To

Create

External Data

Database Tools Fields

b‘/‘ 3(; Cut Y él Ascending Y Selection ~
=l e EE) Copy . E\l Descending 'CI Advanced ~
CIICk the V|eW bUtton to / Vlf’W HEE Format Painter S Remove Sort ‘ Toggle Filter ‘
get to Design View. Views Clipboard = Sort & Filter
‘ View 5 SsupplierData

e 5 Supplier Coc ~ | FirstName ~ | Last?
arch.
== ] Antonio Patinc
ables ES
e BH Bert Huntit

Notice the first field name is “Supplier Code” and that there is a key icon that indicates
that this is the primary key. This is the Primary Key we set during the process of

Table Tools

Q Tell mew

what you want to do

importing the Excel Table.

WaoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Video File...

Girvin, Michael

= . - SupplierData Table name is shown in Tab
Bl \=2 i S B 8 £ B PP ne 15 Shown
View Pr:(r:yary Builder Tes Moty Lookups P;p;rtzy Indexes C’v\;:(cesta'taDRename/ Relationsh ——— above table shown in Des|gn View.
Views Show PTTecord & Table Events Relationships
All Access Obje... ® = e W — = ! 2
ype Description (Optional) 4]
s Lllgy Supplier Codel Short Text
%bles 2 First Name Short Text &l
g Products Last Name Short Text
3 SsupplierData Address Short Text Data Types
City Short Text .
State Short Text for each Field
Zip Code Number
Telephone Number
Fields are
listed Field Properties for selected Field
« . ”
. ield ropertie Supplier Code
vertically rets et PP
Field Size 255 /
Format @
Input Mask
Caption
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Vi.
1. Data Type = Short Text

For the Supplier Code Field our Data Type, Description and Field Properties are:

2. Description = “Primary Key - this will be the Foreign Key in the Products Table.”

3. Field Properties are:

i. FieldSize=2

ii. Input Mask = >LL (this means letters are always capital and two letters must be entered)

= SupplierData \

General |Lookup

Description (Optional)

Primary Key - this will be theForiegn Key in the Products Table.

Field Name Data Type

#» supplier Code Short Text

First Name Short Text

Last Name Short Text

Address Short Text

City Short Text

State Short Text

Zip Code Number

Telephone Number

Field Properties

Field Size 2
Format

Input Mask |
Caption

/

(o]

vii. The remaining Data Types, Descriptions and Field Properties are seen in the following pictures, one for

each Field:

viii. First Name:

l j SupplierData

Field Name Data Type Description
# |supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup
Short Text First Name of contact
Last Name Short Text Last Name of contact
Address Short Text Address of supplier
City Short Text City of supplier
State Short Text State of supplier
Zip Code Short Text Zip code of supplier
Telephone Short Text Phone of supplier
Field Properties
General m
Field Size 25
Format
Input Mask
ix. Last Name:
= SupplierData
Field Name Data Type Description
# supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup
First Name Short Text First Name of contact
Short Text Last Name of contact
Address Short Text Address of supplier
City Short Text City of supplier
State Short Text State of supplier
Zip Code Short Text Zip code of supplier
Telephone Short Text Phone of supplier
Field Properties
General m}
Field Size 25
Format
Input Mask
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X. Address:

3 SsupplierData \

Field Name Data Type Description
¥ |supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup
First Name Short Text First Name of contact
Last Name Short Text Last Name of contact
Short Text Address of supplier
City Short Text City of supplier
State Short Text State of supplier
Zip Code Short Text Zip code of supplier
Telephone Short Text Phone of supplier
Field Properties
Field Size 100
Format
Input Mask
xi. City:
= SupplierData-.
Field Name Data Type Description |
? | Supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup
| First Name Short Text First Name of contact
|Last Name Short Text Last Name of contact
Address Short Text Address of supplier
City| Short Text City of supplier
=rData ate Short Text State of supplier
|Zip Code Short Text Zip code of supplier
Telephone Short Text Phone of supplier
Field Properties
Field Size 50
Format
Input Mask

xii. State (State is a two capital letter abbreviation so we use input mask >LL ):

5 SupplierData \

Field Name Data Type Description
'} Supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup

First Name Short Text First Name of contact
|Last Name Short Text Last Name of contact

Address Short Text Address of supplier

City Short Text City of supplier

Short Text State of supplier
|Zip Code Short Text Zip code of supplier

Telephone Short Text Phone of supplier

Field Properties

Field Size 2
Format
Input Mask >LL

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

=1 SupplierData \

Field Name Data Type Description
? | supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup
First Name Short Text First Name of contact
Last Name Short Text Last Name of contact
Address Short Text Address of supplier
Short Text City of supplier
Short Text State of supplier
Short Text Zip code of supplier
Short Text Phone of supplier

Field Properties

Field Size 9
Format
Input Mask 0000019999
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xiv. Telephone (not a Number Data Type because we will never do math operations on this field):

I = SupplierData \

Field Name Data Type Description
¥  supplier Code Short Text Primary Key - this will be Foriegn key in Product Table for Lookup

| First Name Short Text First Name of contact

Last Name Short Text Last Name of contact

Address Short Text Address of supplier

City Short Text City of supplier
| State Short Text State of supplier

Zip Code Short Text Zip code of supplier

Telephone Short Text Phone of supplier
Field Properties

Field Size 10
Format
Input Mask \({000") "000\-0000

xv. The finished list of Fields, Data Types and Field Properties is seen below. Using Ctrl + S, Save the changes
you made to the SupplierData Table Object. Then Close the window.

WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Video File..  Girvin, Michael

Home Create External Data Database Tools Q Tell me what you want to do

D ? SN |:§/ (Er; Insert Rows = é D @r Dg @

3X Delete Rows
View  Primary Builder Test Validation - : Property Indexes Create Data Rename/ Relationships Object )
v Key Rules £ Modify Lookups Sheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Obje... © « ||F supplierdata\ = )
Field Name Data Type Description (Optional) N
pourche i Short Text Primary Key - this will be the Foriegn Key in the Products Table. m
Yables - First Name Short Text First Name of contact
B Produds Last Name Short Text Last Name of contact
T3 supplierData | Address Short Text Address of supplier
| City Short Text City of Supplier
State Short Text State of supplier
Zip Code Short Text Zip code of supplier After saving, CliCk
Telephone Short Text Phone of supplier

the Close Button

Field Properties

General Lookupi

Field Size 2

Format

Input Mask >LL

Caption

Default Value |
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4. In Access create a Product Table and add Data Types and Field Properties

i. We already have an automatic table that was created when we created the database, and we named it
Products. Now we need to open it in Design View and add Field, Data Types and Field Properties. To
open it in Design View, right-click the Products table in the Navigation Pane and point to Design View,

like in this picture:

All Access Obje... @ «

Search... yeoi
Tables A
= Products
s 3
E5 supplierData Open
b Design View
Import 4
Export >
= Rename

ii. Below is the Products Table shown in Design View. An automatic Primary Key was added with an
AutoNumber Data Type. We do not want this field in our table.

WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2|

Table Tools

Home Create External Data Database Tools Q Tell me what you want to do

I -

&= Insert Rows Dg ,7[:‘

El ¥ B &

X Delete Rows

View  Primary Builder Test) ation ) Property Indexes Create Data Rename/ Relationships Object

. Key iles £Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships

H 2) 5 Products

All Access Obje... ® «||3
e yo Field Name Data Type

aret B E AutoNumber

Tables 2

& Produds

iii. To delete the field, right-click the Field Name’and click on Delete Rows.

j Products
Field Name
P 'Dl

: ~ " Number
Primary Key

Data Type

AD Paste
gc Insert Rows
3X
1. Properties
iv. When the dialog box pops up, click Yes, like in this picture:
r

Microsoft Access

Delete Rows

S

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

R Do you want to delete this field anyway?

J |

No

[ Yes
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v. We now need to create our own Primary Key (Unique Identifier for each Product). For the first field in
the Products Table, our Data Type, Description and Field Properties are:

1. Field Name = Product ID

2. Data Type = Short Text

3. Description = “Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Numbers”

4. Field Properties are:
i. FieldSize=4
ii. Input Mask =» >LLOO (this means two letters and two numbers must be entered and

letters will be capitalized)
£ Products X

Field Name Data Type Description (Optional)
Product ID Short Text Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Numbers

D

Field Properties
General |Lookup)
Field Size 4 / ~~—————

Format
Input Mask >LL00 (=]
Caption

Default Value
Validation Rule

Validation Text A pattern for all data to be entered in this field
Required No

Allow Zero Length Yes

Indexed Yes (Duplicates OK)

vi. To convert the field to a Primary Key, you can right-click the Field Name and click on the Key Icon:
= Products

Field Name Data Type

Product ID Shest Toxt
¥ Primary Key

vii. Here is the Completed Primary Key:

H - e WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Video File..  Girvin, Michael

File Home Create External Data Database Tool

what you want to do

. Primary
€= Insert Rows D/D
< =l 1
: e "X Delete Rows Key Icon NN @
View  Primary Builder 100 . Relationships Object
> Key es £Q Modify Look Macros T Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
. =Y = Prg X
All Access Obje... @ « l
= ye Field Name Data Type Description (Optional) [a]
arch... 5 - £
#» product ID| Short Text Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Numbers
Tables X
B Produds
j SupplierData
Field Properties
General |Lookup
Field Size 4
Format
Input Mask >LL00
Caption
Default Value
Validation Rule A field name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required Yes names.
Allow Zero Length Yes
Indexed Yes (No Duplicates)
Unicode Compression  Yes
IME Mode No Control
IME Sentence Mode None
Text Align General

viii. The remaining Data Types, Descriptions and Field Properties are seen on the next page. The Raw Data
for the Products Table is also seen on the next page.
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ix. You can use the below table to complete the Field Names, Data Types and Field Properties for the Products Table, however, for the last two
fields, Supplier Code and Wholesale Retail, you want to see instructions on the next few pages.

Create Table that stores the Raw Data. Table Name = Products

Product ID Description On Hand Cost Sell Price Supplier Code Wholesale Retail
BF01 Barnyard Friends 3 $27.00 $50.00§SC Retail
BL23 Blocks In Box 5 $14.50 527 00JAP Retail
© CC14 Coal Car 8 $4.50 $8.50|BH Retail
© FT05 Fire Truck 7 $4.50 $9.00JAP Retail
o LB34 Lacing Bear 4 $6.00 $11.00)AP Retail
= MRO06 Midget Railroad 3 $15.50 $29.00)BH Retail
© PJ12 Pets Jigsaw 10 $4.00 $8.00JSC Retail
e RB02 Railway Bridge 1 $8.50 $16.00)BH Retail
SK10 Skyscraper 6 $12.50 $23.00)SC Retail
UM09 USA Map 12 $7.00 $13.00JAP Retail

Field Names, Data Types & Field Properties For Above Fields (Structure Of The Table)

Field Name: Product ID Description On Hand Cost Sell Price  |Supplier Code Wholesale Retail
Data Type: Short Text Short Text Number Currency Currency Lookup Wizard Lookup Wizard
Product ID - Primary Lookup to SupplierData Wholesale or Retail
Key - Rule for PK = 2 Number of Units Table to get Primary Key |Lookup (not to
Capital Letters AND |Description Of  Jon Hand - Cost Of Selling Price |Supplier Code (It is a another table - just
Description: 2 Numbers Product Available to sell JProduct Of Product JForeign Key in this Table) Jto a list we typed in)
Field Size: 4 25 2 25
Format:
Input Mask: >LL00
Validation Rule: >=0 and <=500
Enter Amount
Between $0
Validation Text: and $500
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5. Use Data Type Lookup Wizard to connect the Products table to the SupplierData table with a One-To-Many

Relationship between the two Supplier Code Fields. We will also use Lookup Wizard to create a Whole Sale
Retail Field.

X. Here are the instructions for creating the Supplier Code and Wholesale Retail fields:
xi. Supplier Code Field:
1. Type Field Name “Supplier Code”
2. Select the Data Type “Lookup Wizard”:
All Access Obje... @ « B

Search.
Tables
2 Produdts

Field Name Data Type
L % | Product ID Short Text Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Nu
e Description Short Text Description of Product
On Hand Number Number of Units on Hand - Available to sell

B3 supplierData Cost Currency Cost of Product

Selling Price Currency Sell Price of Product for Customer

Supplier Code -3@!5‘ [+]
Short Text
Long Text
Number
Large Number
Date/Time
Currency
AutoNumber
Yes/No
OLE Object
Hyperlink
Attachment
Calculated

Lookup Wizard...

3. Inthe first dialog box, select “l want the lookup field to get the values from another table or
query”. Then click Next.

Lookup Wizard

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?

@ I want the lookup field to get the values from another table or
guery.

(™) I will type in the values that I want.

[ Cancel ] [ ][ Next > ] { ]

. A

4. Inthe second dialog box, select the SupplierData Table. Then click Next.
rLookup Wizard \

Which table or query should provide the values for your lookup
field?

| Table: Products

View

@ Tables “) Queries (7) Both

‘ Cancel ] [ < Back " Next = ] [
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5. In the third dialog box from the Available Fields list on the left, select Supplier Code and then
click the Single Arrow Button to move the Field to the Selected Fields on the right.

Lookup Wizard
Which fields of SupplierData contain the values you want included in
your lookup field? The fields you select become columns in your
lookup field.
Single Arrow Button
Available Fields: Selected Fields:
e —
First Name
Last Name P
|Address
City
State =8
Zip Code
Telephone C]
[ Cancel ] [ < Back ][ Next > ] { Einis ]
" A/

6. After you click the Single Arrow Button to move the Field to the Selected Fields on the right, the
dialog box will look like the one below. Then click Next.

r ™\
Lookup Wizard
Which fields of SupplierData contain the values you want induded in
your lookup field? The fields you select become columns in your
lookup field.
Available Fields: Selected Fields:

Last Name

ddi :
'éityress
76 Gode
Telephone
(Cancel ] [ < Back ][ Next > ][ 3 ]
- 7

7. Inthe fourth dialog box, select Supplier Code from the Ascending textbox dropdown. Then click
Next.

P
Lookup Wizard

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.

L mE 5] [ )
: o=
; 5 ()
; 5 =)

[ Cancel ] [ < Back ][ Next > ]{
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8. In the fifth dialog box, click Next.

r )
Lookup Wizard
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 Code
ke
\BH
|ER
SC
[ cancel | [ <Back | mext> | [ FEnmsh |
- A

9. In the sixth dialog box, click Finish.
(Lookup Wizard

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

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

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

[onea ] [ o ] (o]

" J

10. When the next dialog box asks you to save before relationship can be created, click Yes.

's ™
Lookup Wizard &

s

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

[ Yes ][ No ]

Page 18 of 26



Wholesale Retail Field:
1. Type Field Name “Wholesale Retail”
2. Select the Data Type “Lookup Wizard”:

3.

11. The finished Supplier Code Field is show. Notice how it adopted the Field Size of 2 from the
Primary Key Field in the SupplierData Table.
| =] Products '
Field Name Data Type Description (Optional)
¥ | Product ID Short Text Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Numbers
Description Short Text Description of Product
On Hand Number Number of Units on Hand - Available to sell
Cost Currency Cost of Product
Selling Price Currency Sell Price of Product for Customer
Supplier Code Short Text Lookup to SupplierData Table to get Primary Key Supplier Code (It is a Foreign Key in this Table)
Field Properties
Field Size 2
Format
Input Mask

| j Products
Field Name Data Type
% |Product ID Short Text Product ID - Primary Key - R
Description Short Text Description of Product
On Hand Number Number of Units on Hand -
Cost Currency Cost of Product
Selling Price Currency Sell Price of Product for Cu:
Supplier Code Short Text Lookup to SupplierData Tak
Wholesale Retail A
Short Text
Long Text Fie
Number
General [Lookup Large Number
Field Size 255 Date/Time
Format C
Input Mask UEFEncy
Caption AutoNumber
Default Value Yes/No
Validatfon Rule OLE Object
Validation Text H link
Required No yperin
Allow Zero Length Yes Attachment
Indexed No Calculated
Unicode Compression  Yes Lookup Wizard...
TMF Mada Na Cantral

In the first dialog box, select “I will type the values that | want”. Then click Next.

p
Lookup Wizard

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

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

O] 1 will type in the values that I want.

[ Cancel ] [ }[ Next > ] [

Page 19 of 26



4. Inthe second dialog box, type the two values as seen below and then click Next.

p
Lookup Wizard

. .- ~—

~

Number of columns:

En

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 want in each cell.

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

Coll
Wholesale
£ Retail
*

[ cancel

| [ <Back | Next> | [ Enish |

"

J

5. In the third dialog box, check the box for “Limit To List”. Then click Finish.

-
Lookup Wizard

o - e

What label would you like for your lookup field?

|Wholesale Retail

Do you want to limit entries to the choices?

Limit To List

Do you want to store multiple values for this lookup?

[T Allow Multiple Values

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

field.

.

6. The finished Wholesale Retail Field looks like this:

= Products \

Field Name

% product ID

Description

On Hand

Cost

Selling Price

Supplier Code

Wholesale Retail

Data Type
Short Text
Short Text
Number
Currency
Currency
Short Text
Short Text

Description (Op
Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Nt
Description of Product
Number of Units on Hand - Available to sell
Cost of Product
Sell Price of Product for Customer
Lookup to SupplierData Table to get Primary Key Supplier Code (I
Wholesale or Retail Lookup (not to another table - just to a list)

Field Properties

Field Size 25
Format
Input Mask
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ii. To Save the completed Products Table, use Ctrl +S.
iii. The Finished Products Table with Field Names, Data Types and Field Properties is seen in Design View is
seen here:

H ©-

WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Video Files\05 Access\WoodenCra...  Girvin, Michael

File Home Create External Data Database Tools

X D

View | Primary Bu

2 Modify Lookups

&l

Property Indexes = Create Data

ant to do

g

Relationships

=
Rename/ Object

- Key s Sheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
» %) =4 Products \ X
All Access Obje... @ « & \
R e Field Name Data Type Description (Optional) (+]
s #  product ID Short Text Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Numbers
Tables = Description Short Text Description of Product
= Produds On Hand Number Number of Units on Hand - Available to sell
EH supplierData Cost Currency Cost of Product
Selling Price Currency Sell Price of Product for Customer
Supplier Code Short Text Lookup to SupplierData Table to get Primary Key Supplier Code (It is a Foreign Key in this Table)
Wholesale Retail Short Text Wholesale or Retail Lookup (not to another table - just to a list)
~
Field Properties
General |Lookup
Field Size 25|
Format
Input Mask
Caption
Default Value
Validation Rule The maximum number of characters you can
Validation Text enter in the field. The largest maximum you
Required No can set is 255. Press F1 for help on field size.
Allow Zero Length Yes
Indexed No
Unicode Compression  Yes
IME Mode No Control
IME Sentence Mode None
Text Align General

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

Num Lock Eé,

iv. Click the Datasheet View button to view the Datasheet view:

Home

View button
to view the
Datasheet
view

Search...
Tables
&3 Products

22 SupplierData

Access Obje...

External Data

Create Database Tools

Proper
y Lookups Shee
Shc
® « E Products \
ye Field Name
¥ Pproduct ID
= Description
On Hand
Cost

v. The table has no raw data and shows no records. Click the Close Button to close the Products Table.

External Data Database Tools

Table Tools

WoodenCraftsDatabase : Database- F:\Highli...

Girvin, Michael

Fields Table Q Tell me what you want to do

e Cut Y 2| Ascending Y- Selection ~ = New > Totals 30 Replace | Calibri (Detail) 5 S =
D ,Z\l Descending Y(:.|Advanced' E,BSave :B/c Spelling = GoTo~ B I U b7
Paste | Filter I Refresh Find i Bt
= = % Format Painter RemoveSort Y To e Filter All~ /< Delete ~ DMole' [E Select ~ A v 32 | = =
V\VIiews 1 Crlipbiorardr 1 Sort & Filter Records Find Text Formatting Gr
- [=. = Products \ X
‘AII Access Obje... ® «|| 3
ProductID - Description ~ OnHand ~ Cost ~ Selling Price ~ Supplier Coc ~ Wholesale R ~ | Clickto Add ~ e
| Search. yel = o $0.00 $0.00
| Tables N ’ ,
| B Products

‘ 3 SupplierData

Products Table Close Button
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6. Use Relationship Window to add "Referential Integrity" to One-To-Many Relationship between the two

Suppliers Code fields

vi. We need to edit the relationship that was created when we used the Lookup Wizard for the Supplier
Code in the Products Table. To edit a relationship, click the Relationships button in the Relationship
group in the Database Tools Ribbon Tab.

¥  WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn

File Home Create External Data Database Tools Q Tell me what yo

OH Lj |-—ﬁ Ug ’E [z Database Documenter

H
5 5 ) > (= Analyze Performance
Compactand  Visual Run  Relationships Object =
g:0 Analyze Table

Repair Database = Basic Macro Dependencies
Tools Macro ) Relationships Analyze
All Access Obje... @ «
Search.. yol
Tables X Click the Relationships button
1 Produds

j SupplierData

vii. In the Relationships Window, we can see that there is a Relationship Line between the Supplier Code
Fields in both the SupplierData Table Field List and the Products Table Field List.

Relationship Tools ~ WoodenCraftsDatabase : Da

File Home Create External Data Database Tools Design Q Tell me what you want
+ == Hi I
D; X Clear Layout ES Hide Table
Ec} " 5% Direct Relationships &
i Relationship Re ow ose
A 2 port z 5
Relationships Table S&All Relationships
Tools Relationships
< =) pR Relationships
All Access Obje... @ «||==
Sl £ SupplierData Products
Tables A ? Supplier Code [« % Product ID 7
23 Produdts First Name Description
£ supplierData Last Name On Hand
Address Cost
City Selling Price
State Supplier Code
Zi. ) Bl Allaal La Dakail

viii. Using your cursor resize the Field Lists so that appear as they are in this picture:

=% Relationships

SupplierData Products
% Supplier Code % ProductID

First Name Description
Last Name On Hand
Address Cost
City Selling Price
State Supplier Code
Zip Code Wholesale Retail
Telephone
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ix. Very carefully, hover your cursor over the Relationship Line and then Right-click and click on Edit

Relationship.
SupplierData Products
¥ Supplier Code % ProductD
First Name Description
Last Name On Hand
‘C‘f"”“‘ OF  Edit Relationship...
ity
State X Delete e
Zip Code Wholesale Retail
Telephone

X. Inthe Edit Relationships dialog box, check the “Enforce Referential Integrity” check box to make sure
that you are ONLY allowed to enter a Supplier Code in the Products Table if it is already in the
SupplierData Table. This insures a One-To-Many Relationship.

Edit Relationships @Jﬁ
Table/Query: Related Table/Query: -OK
|supplierData v |[Products v
Cancel
Supplier Code E] Supplier Code | » —
L4 Join Type..

[¥]Enforce Referential Integrity @

[ Cascade Update Related F|el\ Check the “Enforce Referential Integrity”

[] cascade Delete Related Records

iy check box
Relationship Type: One-To-Many
xi. Note:

1. Cascade Delete Related Records check box

i. You cannot delete a record from a primary table if matching records exist in a related

table. For example, you can’t delete an employee record from the Employees table if
there are orders assigned to that employee in the Orders table. You can choose to
delete a primary record and all related records in one operation by selecting the
Cascade Delete Related Records check box.

2. Cascade Update Related Fields check box

You cannot change a primary key value in the primary table if doing so would create
orphan records. For example, you cannot change an order number in the Orders table if
there are line items assigned to that Order in the Order Details table. You can choose to
update a primary record and all related records in one operation by selecting the
Cascade Update Related Fields check box.

xii. We can see the One-To-Many Relationship. Next click the Close Relationship Window Button.

File Home Create

D;‘ X Clear Layout

Edit

3 " Relationship Report
Relationships

Tools

All Access Obje... @ «

Search. yo) -
SupplierData Products
Tables 2 - 1 -
¥ Supplier Code % ProductID
& Produds 3 o
First Name Description
B supplierData Last Name On Hand
Address Cost
City Selling Price
00 i
State Supplier Code
Zip Code Wholesale Retail
Telephone

External Data

2

Database Tools Design

Relationships

=5 Relationships

ima e Close \

Show B
Table B8t All Relationships

Q Tell me what you want to do

Click the Close Relationship
Window Button
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7. Create a Form for the Products Table

xiii. We need a Form For each of the Tables so that we can enter, edit and delete data in each table. To
create a Form for the Products Table, select the Products Table in the Navigation Pane and then click

the Form button in the Forms group in the Create Ribbon Tab.
¥  WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Vid

Create External Data Database Tools Q Tell me what you want to

D E D lﬁ\ k[— D miFormWizard

Navigation v

Application ~ Table Table SharePoint Query Query Form Form Blank

Parts ~ Design  Lists~ Wizard Design Design Form IE= More Forms ~

Templates Tablesr - Queries Forms
All Access Obje... ® «
Search. yeol

Tables S

I Products Click the Form Button
- SuppnerDat:\ Select the Products

™ Table in the
Navigation Pane

xiv. When the Form for the Products Table appears, click the View dropdown and then click on Form View.
=] s W i Form Layout Tool 7 &) X

’_‘ Ecolos-  [prum ra = =l =m 7] N & Logo 5,3 m

View [AlEaiy lost ebll Ag [=] | ] © ;1 b= ‘T BEwvl U E + g“"e Add Bisting Property

G . A LDateand Time | Fields ~ Sheet

J— Controls Headet / Footer Tools ~
. o « |§mm.;

= Layout View » j Products

= ]

B pesign view !

Click the View %w
dropdown and o . o d
then click on Whoteste eta -
Form View

| Record: 1 < 1 of1 " la Filtes | Search
Tayout View wmo 2 BE 2

xv. Save the Products Form by using the keyboard Ctrl + S. When the Save As dialog box appears, click OK.
Save As ? :

Form Name:
Products

xvi. Using the Close Button for the Products Form, close the Products Form:

=2| Products ‘ X ’
Iy

=] Products

Product ID

Using the Close Button for the Products Form, close the Products Form
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xvii.The Product Form now appears in the Navigation Pane:

Xviii.
Table. After you complete the SupplierData Form and close it, the Navigation Pane will contain two
tables and two formulas, like in this picture:

All Access Objects

8. Add data to Products table using the Products Form

Double-click the Products Form to open it and then enter the raw data for each record. The raw data for
each record is listed below.

All Access Objects

Search.
Tables

j Products
j SupplierData

Forms

:_;a] Products

»

v) «

0

Repeating the steps for creating a Products Table Form, create a Form for the Supplier Data

Search..
Tables

j Products

j SupplierData

Forms

E Products
E SupplierData

»

«

jo)

1. Be sure to use the Tab Key to move to the next field. When you get to the end of the last field
for each record, hitting the Tab Key will move you to the first field in the next record.

2. Also, be sure to check each one of the Data Validation “Data Types” and “Field Properties” that

you created for this table. For example, see what happened if you type more than 4 characters
into the Product ID Field or see what happens if you type a cost of 1000 into the Cost Field.

Product ID Description Cost Sell Price Supplier Code Wholesale Retail
BFO1 Barnyard Friends 3 $27.00 $50.00§SC Retail
BL23 Blocks In Box 5 $14.50 $27_00)AP Retail
CC14 Coal Car 8 $4.50 $8.50)BH Retail
FT05 Fire Truck 7 $4.50 $9.00JAP Retail
LB34 Lacing Bear 4 $6.00 $11.00JAP Retail
MRO06 Midget Railroad 3 $15.50 $29.00)BH Retail
PJ12 Pets Jigsaw 10 $4.00 $8.00§SC Retail
RB02 Railway Bridge 1 $8.50 $16.00)BH Retail
SK10 Skyscraper 6 $12.50 $23.00JSC Retail
UMo09 USA Map 12 $7.00 $13.00)AP Retail
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The next Page shows the Products Table after all the Raw Data is Entered.
This is the end of Video #39.
Next Video we will learn how to create Queries in Access.




Table Tools WoodenCraftsDatabase : Database- F:\Highline\01 Fall 2017\1 Busn 216\01 Video Files\05 Acce...  Girvin, Michael

Create External Data Database Tools Fields Table Q Tell me what you want to do
b(s .D.D 3 Cut Y ?l Ascending 'Y Selection ~ =1 New E Totals p b Replace Calibri (Detail i P i
) 3 z . :
o P Eg Copy Eiiar zl Descending |- Advanced ~ R, &_gSave + Spelling Fird -) GoTo~ 87 ulase == = =
o = Format Painter Remaove Sort Toggle Filter All~ 7¥ Delete ~ DMore' [y Select~ o — e
Views Clipboard F} . Sort & Filter Records Find Text Formatting ] »
All Access Objects ~ @ «|| = Producs &
oy §e ProductID ~ | Description ~| OnHand ~ Cost ~ |Selling Price ~ |Supplier Coc ~ WholesaleF ~ Click to Add ~
e 5 Barnyard Frien 3 $27.00 $50.00 SC Retail
: BL23 Blocks in Box 5 $14.50 $27.00 AP Retail
E5 Produds ccia Coal Car 8 $4.50 $8.50 BH Retail
EH supplierData FT05 Fire Truck 7 $4.50 $9.00 AP Retail
Forms R LB34 Lacing Bear 4 $6.00 $11.00 AP Retail
B8 Producs MRO6 Midget Railroa 3 $15.50 $29.00 BH Retail
B8] SupplierData pJ12 Pets Jigsaw 10 $4.00 $8.00 SC Retail
RBO2 Railway Bridge 1 $8.50 $16.00 BH Retail
SK10 Skyscaper 6 $12.50 $23.00 SC Retail
UMO09 USA Map 12 $7.00 $13.00 AP Retail
* 0 $0.00 $0.00
_' Record: 10f10 | » M » No Filter | Search
Product ID - Primary Key - Rule for PK = 2 Capital Letters AND 2 Numbers Num Lock &z

New Keyboards in Video

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