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Introduction to the Module

This learner’s guide is prepared to help you achieve the required competence in “Web

Development and Database Administration”. This will be the source of information for you to

acquire knowledge and skills in Accessing and use database applications and perform basic

operations.

This module covers the units :

e Create database objects

e Add record on table

e Customize basic settings

Learning Objective of the Module

e Know Basic Design Principles

e Opening, Designing and Modify Database Object

e Create Database Relationship
e Add, Modify And Delete Records

e |dentify Field property settings

e Understand different views

Module Instruction

For effective use this modules trainees are expected to follow the following module instruction:

1. Read the information written in each unit

. Accomplish the Self-checks at the end of each unit

Perform Operation Sheets which were provided at the end of units

2
3
4. Do the “LAP test” given at the end of each unit and
5

Read the identified reference book for examples and exercise
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Unit one: Create database objects

This learning unit is developed to provide the trainees the necessary information regarding the

following content coverage and topics:

e Database Systems

e Basic Design Principles

e Creating Database Object

e Creating Relationship

This unit will also assist you to attain the learning outcomes stated in the cover page. Specifically,

upon completion of this learning guide, you will be able to:

e Know Basic Design Principles

e Open And Design Database Application

e Create Relationship
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1.1. Introduction to Database Systems

A database is an integrated collection of logically related records or files consolidated into a
common pool that provides data for one or more multiple uses.

One way of classifying databases involves the type of content, for example: bibliographic, full-
text, numeric, and image. Other classification methods start from examining database models or
database architectures.

The data in a database is organized according to a database model. The relational model is the
most common.

A Database Management System (DBMS) consists of software that organizes the storage of data.
A DBMS controls the creation, maintenance, and use of the database storage structures of
organizations and of their end users. It allows organizations to place control of organization-wide
database development in the hands of Database Administrators (DBAS) and other specialists. In
large systems, a DBMS allows users and other software to store and retrieve data in a structured
way.

Database management systems are usually categorized according to the database model that they
support, such as the network, relational or object model. The model tends to determine the query
languages that are available to access the database. One commonly used query language for the
relational database is SQL, although SQL syntax and function can vary from one DBMS to
another. A great deal of the internal engineering of a DBMS is independent of the data model,
and is concerned with managing factors such as performance, concurrency, integrity, and

recovery from hardware failures. In these areas there are large differences between products.

1.2. Database Design Principles
1.2.1. Introduction to MS Access

MS Access is a database management tool that enables one to store

Microsoft® relevant data. This also has the capabilities to retrieve, sort, summarize

Access 2016

and report results immediately and effectively. It can combine data

from various files (tables) through creating relationships.
Microsoft Access (MS Access) enables one to manage all important information from a single
database file. Within the file, one can use the different objects:
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e Tables -Store your data in your database.

e Queries - Ask questions about information stored in your tables.

e Forms - A form is a type of a database object that is primarily used to enter or display data

in a database.

e Reports - Allow you to print data based on queries/tables that you have created

Database Elements:

elements of a database before proceeding to it.

Basic Database Concept: In studying MS Access, it is but necessary to understand some basic

Data are raw facts. It tells the truth about something; a person, a place, an object, etc.

Example:

Name

Girma

=

Gender

Male

a person. “Girma” is a Name

“Girma” is a data. “Girma” is my name, so it tells something about

“Male” is Girma’s gender. So it tells something about “Girma”.

Information is a collection of data (raw facts) which is contained in 1 file (table in Access)

Skills
Author/Copyright

Example:
ID Number | First Name | Last Name | Gender | Birthday Address
Stud-0001 Girma Abebe Male 11-05-1978 Bishoftu
This is information about a person named “Girma”
Example of a table (file):
ID Number | First Name | Last Name | Gender | Birthday Address
Stud-0001 Girma Abebe Male 11-05-1978 | Bishoftu
Stud-0002 Sintayehu Kifle Male 21-03-1980 | Adama
Stud-0003 Abera Tekeba Male 5-01-1970 Bahirdar
Stud-0004 Tola Asfaw Male 25-12-1982 | Jima
Stud-0005 Meron Aschalew Female | 8-01-1985 Hawasa
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Naming Convention
It is manner of naming files and variables. Having a poor naming convention can only add
confusion, so it's important that you start with a good scheme, and think about what the scheme
will mean to you. Here are the three things to consider in establishing a naming convention:
1. Does my convention make sense to me?
o Must be simple and understandable to you.
2. Will my convention make sense to other people?
o Time will come that other people will look into your database program, so they must
able to understand it.
3. Can | be consistent in implementing and enforcing my convention?

o All throughout my database work, your naming convention must not change.
1.2.2. Database Design Principles

Usability: Any information which we are storing in any organization should be meaningful for
that organization. If we are storing those factors which are actually not fit with organization’s
requirement then this is just waste of resources.

Extensibility: As we know that everyday new business requirements come up and every day
there is a need to change or enhance information system to capture new requirements. So
information design should be extensible so that it can adopt new requirements without much
efforts or without major breaking changes.

Data Integrity: Now at this point we understand that information is very much important for any
organization. Based on the historic information, every organization makes different strategies,
decisions for growth. One small mistake in data can lead to major issues with any organization’s
key decision and hence a big risk for growth.

Entity Integrity: Involves the structure (primary key and its attributes) of the entity. If the
primary key is unique and all attributes are scalar and fully dependent on the primary key, then
the integrity of the entity is good. In the physical schema, the table’s primary key enforces entity
integrity.

Domain Integrity: It defines that data should be of correct type and we should handle optional

data in correct way. We should apply Nullability to those attributes which are optional for
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organization. We can define proper data types for different attributes based on organization’s
requirement so that correct format data should present in system.

Referential Integrity: This defines if any entity is dependent on another one then parent entity
should be there in the system and should be uniquely identifiable. We can do this by
implementing foreign keys.

User defined integrity: There are few business rules which we cannot validate just by primary
keys, foreign keys etc. There has to be some mechanism so that we can validate complex rules
for integrity. We can implement these rules in following ways:

Performance: As we know that information should be readily available as requested.
Performance of the system should be up to the mark. As data in increasing day by day so at some
time there will be impact on performance if database design is poor or we’ll not take any actions
to improve performance.

Availability: The availability of information refers to the information’s accessibility when
required regarding uptime, locations, and the availability of the data for future analysis. Disaster
recovery, redundancy, archiving, and network delivery all affect availability.

Security: For any organizational asset, the level of security must be secured depending on its
value and sensitivity. Sometime organizations has suffered a lot because of data leaks which
results in loss of faith and tends to business risk. So security is one of the most important aspect

of good database design.

1.2.3. Design Process

> Determine the purpose of your database: This helps prepare you for the remaining steps.

» Find and organize the information required. Gather all of the types of information you might
want to record in the database, such as product name and order number.

» Divide the information into tables: Divide your information items into major entities or
subjects, such as Products or Orders. Each subject then becomes a table.

» Turn information items into columns: Decide what information you want to store in each
table. Each item becomes a field, and is displayed as a column in the table. For example, an
Employees table might include fields such as Last Name and Hire Date.

» Specify primary keys: Choose each table’s primary key. The primary key is a column that is

used to uniquely identify each row. An example might be Product ID or Order ID.
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» Set up the table relationships. Look at each table and decide how the data in one table is
related to the data in other tables. Add fields to tables or create new tables to clarify the
relationships, as necessary.

> Refine your design: Analyze your design for errors. Create the tables and add a few records
of sample data. See if you can get the results you want from your tables. Make adjustments to
the design, as needed.

» Apply the normalization rules: Apply the data normalization rules to see if your tables are
structured correctly. Make adjustments to the tables, as needed.

1.3. Database Objects
1.3.1. Database Objects

A database object in a relational database is a data structure used to either store or reference data.
The most common object that people interact with is the table. Other objects are indexes, stored
procedures, sequences, views and many more.

When a database object is created, a new object type cannot be created because all the various
object types created are restricted by the very nature, or source code, of the relational database
model being used, such as Oracle, SQL Server or Access. What is being created is instances of the

objects, such as a new table, an index on that table or a view on the same table.
1.3.2. The different type of Database objects

Tables: - Recently, we define it as a file but technically, it was defined as a container or a
worksheet-like container where the collection of data has been stored.
Tables - A table is a collection of data about a specific topic, such as products or suppliers
e Basic Component of a Table:
v" Meta Data — Database Structure
v Field — Column — Data
v Fieldname
v Record - Row - Information
Metadata — is a “data about data” or synonymously called table structure that defines what type

of data your data is?
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Queries —Queries used to view, change, and analyze data in different ways. You can also use
them as a source of records for forms, reports.

Forms - A form is a type of a database object that is primarily used to enter or display data in a
database. You can also use a form as a switchboard that opens other forms and reports in the
database, or as a custom dialog box that accepts user input and carries out an action based on the
input.

Reports - A report is an effective way to present your data in a printed format. Because you have
control over the size and appearance of everything on a report.

1.3.3. Data types in Microsoft Access

Every field in a table has properties and these properties define the field's characteristics and
behavior. The most important property for a field is its data type. A field's data type determines
what kind of data it can store. MS Access supports different types of data, each with a specific
purpose.
e The data type determines the kind of the values that users can store in any given field.
e Each field can store data consisting of only a single data type.

Table 1. 1 Common data types in Access

Type of Data Description Size

Short Text Text or combinations of text and numbers, | Up to 255 characters.
including numbers that do not require
calculating (e.g. phone numbers).

Long Text Lengthy text or combinations of text and | Up to 63, 999 characters.
numbers.

Number Numeric data used in mathematical | 1, 2, 4, or 8 bytes (16 bytes if
calculations. set to Replication ID).

Date/Time Date and time values for the years 100 | 8 bytes
through 9999.

Currency Currency values and numeric data used in | 8 bytes
mathematical calculations involving data
with one to four decimal places.
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AutoNumber | A unique sequential (incremented by 1) | 4 bytes (16 bytes if set to
number or random number assigned by | Replication ID).
Microsoft Access whenever a new record is
added to a table.
Yes/No Yes and No values and fields that contain | 1 bit.

only one of two values (Yes/No, True/False,
or On/Off).

e If you use previous versions of Access, you will notice a difference for two of those

data types.

e In Access 2013, we now have two data types — short text and long text. In previous

versions of Access these data types were called text and memo.

e The text field is referred to as short text and your memo field is now called long text.

Table 1. 2 Specialized data types in Access

Type of Data Description Size
Attachment | Files, such as digital photos. Multiple files | Up to about 2 GB.
can be attached per record. This data type is
not available in earlier versions of Access.
OLE objects | OLE objects can store pictures, audio, video, | Up to about 2 GB.
or other BLOBs (Binary Large Objects)
Hyperlink Text or combinations of text and numbers | Up to 8,192 (each part of a
stored as text and used as a hyperlink address. | Hyperlink data type can
contain up to 2048
characters).
Lookup The Lookup Wizard entry in the Data Type | Dependent on the data type of
Wizard column in the Design view is not actually a | the lookup field.
data type. When you choose this entry, a
wizard starts to help you define either a
simple or complex lookup field.
Calculated You can create an expression that uses data | You can create an expression

from one or more fields. You can designate
different result data types from the
expression.

that uses data from one or
more  fields. You can
designate different result data
types from the expression.
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These are all the different data types that you can choose from when creating fields in a Microsoft

Access table.

1.4. Create Database Relationship
1.4.1. Table Relationship

Newcomers to the world of databases often have a hard time seeing the differences between a
database and a spreadsheet. They see tables of data and recognize that databases allow you to
organize and query data in new ways, but fail to grasp the significance of the relationship that gives
relational database technology & its name. Relationships allow you to describe the connections
between different database tables in powerful ways. Once you’ve described the relationships
between your tables, you can later leverage that information to perform powerful cross-table
queries, known as joins. A relationship is a logical connection between two tables. Keys are fields
that are part of a table relationship. There are two kinds of keys

A. Primary key
A table can have only one primary key. A primary key is used to identify each record that you
store in the table. It will not allow a duplication of the Primary Key thus make it unique. Primary
Key is the unique identification of one record. There is a uniquely identification number, such as
e |ID number
e A serial number
e A code that serves as a primary key
B. Foreign key
A table can also have one or more foreign key. A foreign key contains values that correspondent
to values in the primary key of another table. You use table relationship to combine data from
related table
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Primary Key

Student Department

Stud Id ] Dept_name Stud _Id

CS_Department 105
CS_Department 101

101 John Computer

Merry Al
Science_Department 104

Biology
Bisle Maths

R1 R2

Sheero

Maths_Department 108

Figure 1. 1 Primary key & Foreign key relationship

1.4.2. Types of Database Relationships
A. One to One Relationship

m—— e ——

Foreign Key

In a one-to-one relationship, each row in one database table is linked to 1 and only 1 other row in

another table. In a one-to-one relationship between Table A and Table B, each row in Table A is

linked to another row in Table B. The number of rows in Table A must equal the number of rows

in Table B.

To illustrate the one-to-one relationship consider the sample table design and data below:

Customer name table

cust_id (primary key - link to cust_id of customer details table)
first name

last name

Customer details table

cust_id (primary key - link to cust_id of customer name table)
height

weight

date of birth
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cust_id | firstname last name

cust_id height weight dateofbirth
0001 Abebe Tekalign

0001 181 75 03/05/1960
0002 | Sintayehu | Balcha 0002 179 82 06/08/1974
0003 Kebede Daba 0003 171 65 04/01/1955
0004 Simenhar Belay 0004 185 93 05/05/1980

. 0005 168 71 09/09/1975

0005 Makida Teka

Notice that each row in the customer name table is related to 1 and only 1 other row in the customer
details table. Similarly, each row in the customer details table is related to 1 and only 1 other row
in the customer name table.

However, if you think about it carefully, the above relationship does not really bring any design
benefits. In fact, it would cause performance overheads to the database engine for having to link
the table rows together to service user queries related to customers. The 2 tables can actually be
combined into a single table as illustrated below:

Customer name table

cust_id
First name
last name
height
weight

date of birth
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cust_id firstname last name height weight dateofbirth
0001 Abebe Tekalign 181 75 03/05/1960
0002 Sintayehu Balcha 179 82 06/08/1974
0003 Kebede Daba 171 65 04/01/1955
0004 Simehar Belay 185 93 05/05/1980
0005 Makida Teka 168 71 09/09/1975

However, there are some situations in which the one-to-one relationship may improve
performance. For our example above, if the height, weight and date of birth columns are rarely
used, it may make sense to separate them out into a separate database table that is linked to the
original table using a one-to-one relationship. This would reduce the overhead needed to retrieve
the height, weight and date of birth columns whenever a query is performed on the last name and
first name fields.

B. One to Many Relationships
In a one-to-many relationship, each row in the related to table can be related to many rows in the
relating table. This allows frequently used information to be saved only once in a table and
referenced many times in all other tables. In a one-to-many relationship between Table A and
Table B, each row in Table A is linked to 0, 1 or many rows in Table B. The number of rows in
Table A is almost always less than the number of rows in Table B.

To illustrate the one-to-many relationship consider the sample table design and data below:

Authors table Books table

author_id (primary key) book_id (primary key)

first name title

last name author_id (foreign key - link to author_id of author table)
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author_id | first name | last name book_id | title author_id
0001 Abebe Tekalign bl a database primer 0001
0002 Sintayehu | Balcha b2 building data warehouse | 0001

b3 teach yourself sql 0001
0003 Kebede Daba i i

b4 101 exotic recipes 0002
0004 Simehar | Belay b5 visiting ethiopia 0003

Notice that each row in the authors table is related to 0, 1 or many rows in the books table. This
makes intuitive sense because an author can write 0, 1 or more than 1 books. In our example
above, Aebe tekalign has written 3 books, Sintayehu balacha has written 1 book, Kebede daba
has written 1 book and Simhar belay has not written any books.

If you notice carefully, the above relationship between the authors table and the books table is a
one-to-many relationship. Turning around, the relationship between the books table and the
authors table is a many-to-one relationship.

C. Many to Many Relationships
In a many-to-many relationship, one or more rows in a table can be related to 0, 1 or many rows
in another table. In a many-to-many relationship between Table A and Table B, each row in
Table A is linked to 0, 1 or many rows in Table B and vice versa. A 3rd table called a mapping
table is required in order to implement such a relationship.
To illustrate the many-to-many relationship consider the sample table design for a bank below:

Customers table

cust_id (primary key)
last name

first name
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Products table

product_id (primary key)

name

Mapping table

cust_id

product_id

Assume that the bank has only 2 customers and 2 products:

Customer Table
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cust_id firstname last name

0001 Abebe Tekalign

0002 Sintayehu | Balcha
Products Table

product_id name

PO001 savings

P0002 credit card
Mapping Table

cust_id product_id

0001 P0001

0001 P0002

0002 P0002

Notice from the mapping table, Abebe tekalign has 2 facilities with the bank - a Savings account

and a Credit Card. Also, notice that both the customers own Credit Cards issued by the bank. This

means that with the way the database tables are designed:

1. One customer can have 0, 1 or many products

2. One product can be owned by 0, 1 or many customers
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Self-check-1
Test-1 Choice
Directions: Answer all the questions listed below.
1. Involves the structure (primary key and its attributes) of the entity
A. Data integrity C. A&B
B. Entity integrity D. None
2. Which integrity defines any entity is dependent on another
A. Data integrity C. Entity
B. Referential D. All of the above

3. How do key fields work with a one-to-one relationship between two tables?
A. The first table uses the primary key field, and the second table uses a foreign key
field.
B. The first table uses the foreign key field, and the second table uses a primary key
field.
C. Both tables use primary key fields.
D. Neither table uses primary key fields.

4. is a column that is used to uniquely identify each row
A. Foreign key C. A&B
B. Primary key D. All of the above
5. Which one of the following is the component of table.
A. Mete data C. Records
B. Field D. All of the above
6. Allows for the storage of lengthy text or combinations of text and numbers.
A. Number C. Long Text
B. Short Text D. AutoNumber
7. Which one of the following is a database object?
A. Form C. Query
B. Table D. All of the above
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8. Which type of relationship uses a junction table?
A. One -to—one
B. Many - to - one
C. One -to—many
D. Many - to — Many
9. Which one of the following is true about the primary key?
A. Should Not Null
B. It should be both Null and not Null
C. Itshould be Null
D. Cannot have character data type
10. describes how entities are related and it help to view information from two or
more table at the same time.
A. Entity C. Table
B. Form D. Relationship

Test I11: Short Answer
Instruction: write short answer for the given question.

1. Explain about the difference between Primary key and Foreign key.

2. Identify the main difference of Many to Many relationship to the other relationships.

3. What is Domain Integrity?
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Operation sheet 1.1: Open and Design Database Application
e Operation title: Launch MS Access 2016
e Purpose: To open and use new blank document
e Instruction: Use the given step below appropriately. For this operation you have given 5
minutes and you are expected to provide the answer.
e Tools and requirement: Computer & MS office 2016 application software
e Procedures in doing the task
1. Start Access
2. Click on Blank desktop database

Access Signin & ? - o s

Access N ew

1_"_[ Home

Iﬁ New
= Open

Blank database

Search for online templates Q2

Suggested searches:  Database  Business logs Industry Lists Personal Contacts

Account

Feedback

Options Ii ,?1 g

3. Under File Name type a name for the database

4. To change the location of where to store the database, click the folder icon and select
a location
5. Click Create
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Blank database

File Name

Databased D

C\Users\a\Documents,

[

Create

6. Your new database has now been created. It's a blank database with a table that is
ready to be configured. You'll see the menu at the top, and the Ribbon below it

containing various options for customizing your database. We'll be working with
them throughout this tutorial.

v Databased : Database- C\Users\a\Documents'\Databased.accdb (Acce... Table Tools
File Home Create External Data Database Tools Help Table Fields Table Q Tell me
b | m 12 B2 F &
View Short Number Currency Properties " Field
- Text i ~ - =0 | Validation ~
Views Add & Delete | Formatting ~
All Access Objects® < | T Taviel\ x
ID ~ | Click to Add  ~
SEarch. yel .
Tables ~ (new)
B Tablet
Record: W 1ofi H Search
Datasheet View Mum Lock |24
Steps to Open an existing Access database
1. Click the File tab.
2. Click Open. The databases you’ve recently opened show up here.
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Open
(L) Recent

. OneDrive

1o ThisPC

Add a Place

[~ Browse

3. Click Browse.

Databasef: Database- C:\Users\a\Documents\Database6.accdb (Access 2007 - 2016 file format) - Access  Signin

D o 16 et ML
0 MINISTRY OF LABOR

A

Files  Folders

D Name

Pinned

2 = @

Date modified

Pin files you want to easily find later. Click the pin icon that appears when you hover ov

afile.

Today

ﬁ Databaseb

Documents
B
E Student
Documents

ﬁ Database5

Documents

8/26/2022 5:33 PM

8/26/2022 408 PM

8/26/2022 %:36 AM

4. Navigate to where your file is saved and select the file you want to open.

5. Click Open.

Recovered MO3- Developing pattern of L.

N Search Documents

Date modified

021 2:05 PM

u Open
€« v T » ThisPC » Documents
Organize »  Mew folder
~
v O ThisPC Name
_J 3D Objects () My Shapes
[ Desktop
Value Chain
> Documents
Virtual Machines
; Dovnloads Wondershare
J‘ Music @ Databasel
=] Pictures @ Database2
ﬂ Videos @ Databaze3
“ie Local Disk(win 1/ @ Databased
s Local Disk (D) ggm:m:
i
= Local Disk (F:) @sa: ase
tudent
=¥ Network L 4
File name: ‘

-ﬂo

Type

File folder
File folder
File folder
File folder
File folder
Microsoft Ac
Microsoft Ac
Microsoft Ac
Microsoft Ac
Microsoft Ac

Microsoft Ac

Microsoft Ac 4

>

w

Cancel

The database opens.

e Quality Criteria: Once you complete the steps, you have to open new a database file & access

exciting database files.
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Operation sheet 1.2: Create a Database Object: Table
e Operation title: Create Table
e Purpose: To Create and save table
e Instruction: Use the given step below appropriately. For this operation you have given
15 minutes and you are expected to provide the answer.
e Tools and requirement: Computer & MS office 2016 application software
e Procedures in doing the task
1. Before you can create a database objects, you need to launch first the MS Access
Software and then create a blank database.

2. Microsoft Access automatically creates a new table in the database called Tablel.

This is a temporary name until the table is saved.

»  Student: Database- C:\Users\a\Documents\Student.accdb (Access 20... Table Tools
File Home Create External Data Database Tools Help Table Fields Table Q Tell me
| a8 12 2R =
; :
View Short Mumber Currency Praperties - " Field
Text Bl ~ - =0 | Validation ~
Views Add & Delete Formatting Pt
= Table1 %, *
All Access Objects® < | = Tavlet\
1D - |Click to Add -~
Search.. Pal - N
Tables ~ (New)

EH Table1

To Switch to Design view:

1) Click the View button on the Home Ribbon and type a name for the table “Student List”

#  Student : Database- C:\Users\a\Documents'Student.accdb (Access 20... Table Tools

Create External Data Database Toals Help Table Fields Table Q Tell me

3 > ab | Calibri (Detail) -]
5‘( = RE@h 3 7 3. | B I U =
= All ~ D' k' A'.‘I &' zé'
Views Clipboard = Sort & Filter Records Find Text Formatting 5 I
All Access Objects® < | ™0 *
P— 5 D - |Click toAdd  ~
Tables ~ |* (New)
= Save Az ? x
Table Name:
Student List]
Cancel
2) Click OK
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Creating a table would start by creating a table structure which would define every field in a

table. Let us create a table Students List and let’s define the following fields as follows:

Field Name Data Type
Student ID Short Text
First Name Short Text
Last Name Short Text
Birth Date Date
Gender Short Text
Age Number
Course Short Text

To Enter Fields in a Table:

1) Type a name for the first field in the table and press Enter

2) Select a data type and press Enter

Continue this until all necessary fields have been entered into the table.

Note: The order that you enter the field names is the order the fields will appear in the table

and on a form.

Table Tools

Student : Database- C:\Users\a\Documents\Student.accdb (Access 2007 - 2016 file format) - Access

Database Tools  Help.

?  Tell me what you want to do

B Y | E B & | € B

" » x ws
iew | Primary

o Key 3 Modify Lookups
Wiews Tools

Property Indexes
Sheet
Show/Hide
T3 Student List

Create Data  Rename/
Macros v Delete Macra

Field, Record & Table

Relationships ~ Object
Dependencies
Events Relationships

All Access Objects® <

Field Name Data Type Description (Optional)
e U8 [ studentip short Text E
Tables . First Name short Text
T student List Last Name Shart Text
Birth Date Date/Time
Gender Short Text
Age Number
Course ShortTaer ~
=
Field Properties
255
No
Yes
HNo
Yes
Ho Control
HNone
General
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To View the Datasheet:
Click the View button on the Ribbon
Setting a Primary Key
The Primary Key is the unique identifier for each record in a table. Access will not allow
duplicate entries in a Primary Key field. By default, Access sets the first field in the table as the
Primary Key field. An example of a Primary Key would be your Social Security Number. This is
something unique about you and should not be duplicated.
To Set a Primary Key:

1) Switch to Design View

2) Position your cursor in the field you wish to set as the Primary Key

3) Click the Primary Key button on the Ribbon

H ©- H Table Tools Student : Database- C\Users\a\Documents\Student.accdb (Access 2007 - 2016 file format) - Access

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

D ? Zc Insert Rows = F H:" D,{:l ’ﬁ
. 2% Delete Rows - = =] o
View Primary = : Property Indexes | Create Data  Rename/ Relationships Object }
= Key gal Modify Lookups Sheet Macros ~  Delete Macra Dependencies
Views - Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects® < | swaentuist,
ceareh 2 Field Name Data Type Description (Optional)
T studentID| Short Text
ke - First Name Short Text
B stugentuist Last Name Short Text
Birth Date Date/Time
Gender Short Text
Age Number
Course Short Text

¢ Quality Criteria: Once you complete these steps, you have to create database table, enter fields

& assign primary key.
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Operation sheet 1.3: Create Database Relationship
e Operation title: Create Table Relationship
e Purpose: To Create relationship between two or more tables
e Instruction: Use the given step below appropriately. For this operation you have given
20 minutes and you are expected to provide the answer.
e Tools and requirement: Computer & MS office 2016 application software
e Procedures in doing the task
1. Inyour MS Access application window, go to Database Tools Now, from
the Relationships section, tap to the Relationships icon.

B Database7 : Database- C:\Users\a\Documents\Database/.accdb (Access 2007 - 2016 file format) - Access

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

W Ep L
= Database Documenter
w | AL =5 = =
] . i - Analyze Performance )
Compact and Visual Run Relationships = Access  SharePoint Add-
Repair Database Basic Macro -0 Analyze Table Database ins ~
Taols Macro Relationships Analyze MMove Data Add-ins
All Access Objects® <
Search. =
Tables s
B Albums
EH Artists

2. Tapping to this Relationships icon will automatically open up “Show Table” dialog
box on your screen. If this dialog box won’t come automatically. After then go to
the Design tab>Relationships section and tap to the Show Table option. In this Show
Table dialog box, you can see all tables and queries used in your particular database.
If you want to see only Access tables then click to the Tables tab. In order to see only

Access queries, tap to Queries tab. To see all tables and queries tap to Both tab.
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B = Relationship Tools Database7 : Database- C:\Users\a\Documents\Database7.accdb (Access 2007 - 2014

File Home Create

External Data Database Tools Help

D1;~ X Clear Layout D == Hide Table

Relationships Design Q Tell me what you want to do

E;_ o é“:' Direct Relationships :
it [F£1 Relationship Report . 223 Show Table 7 X
Relationships [P Tables £t All Relationships
Tools Relationships Tables  Queries  Both
: ~ Relationships ",

All Access Objects® < | =1 Relationsips, Albums I

yo Artists
Search. Albums Artists Genres
Tables a
i % nAbumiD ¥ artistp

Hms AlbumMame ArtistName
ER Artists ReleaseDate
EA Genres ArtistiD
GenerlD

Add Close

3. Make a selection of either one or more queries/tables after then tap to the Add After

completing up the work of adding tables and queries into the Relationships document
tab, hit the Close option.

H =

Relationship Tools Database? : Database- C\Users\a\Docl

File Home Create External Data

Database Tools Help Relationships Design

Q Tell me what you want to do
= +j =
/' x Clear Layout E Hide Table a
Et.i't P 5% Direct Relationships I
! [=£" Relationship Report : ) e
Relationships pRep Tables EEEAII Relationships
Toals Relationships
: == Relationships
All Access Objects®@ < | = Reationsiips
Segrch.. 2 Albums Artists
ebles - B AlbumiD
um
E Albums

B ArtistiD
AlbumMame /' ArtistMame
E Artists ReleaseDatE/
EH Genres

GenerlD
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4. Now you need to drag the field (mainly the primary key field) of one table into the
common field (which a foreign key) in another table. If you need to drag more than
one field. Then keep pressing the CTRL key, tap to each field, after then drag them
all. Now Edit Relationships dialog box pop-up on your screen.

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

dm= = Hide Table

D;- X Clear Layout

‘ ——— 3™ Direct Relationshi
Ed|t inec Clalonsnips

ES Relationship Report Show . Close
Relationships : i Tabls EE} Al Relationships
L S Eit Relationships 7 w0
- Relationsh
All Access Obje... | ey et Ty .
Search.. ¥ Artigts o _‘3‘3':'3
T & —3 — Cancel
falblﬁ . ¥ | [artisud | Artistid ~
Albums
Join Type..
S Artists .
= cenres 1 [ Enforce Referential Integrity Create New..
[] cascade Update Related Fields
[ cascade Delete Related Records
Relationship Type: Qne-To-Many

5. You need to verify for the field names that all the shown field names are actually
common fields for relationships. If in case the field name won’t match or it is
incorrect, then tap to the field name and make a selection of the right field from the
list.

For enforcing referential integrity for this new relationship, choose the Enforce
Referential Integrity check box.
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Edit Relationships |2 | x|
Table/Query: Related Table/Query:

|Cusmmers W |Drders W |
Customerld Customerld -
Join Type..
LS

Create Mew, .
Enforce Referential Integrity reate Ew

[ ] cascade Update Related Fields
[ ]cascade Delete Related Records

Relationship Type: One-To-Many

6. Hit the Create option. MS Access will make a relationship line between two tables. If

you have chosen the Enforce Referential Integrity check box, the line will seem to be

thicker at each of the ends.

H 5  Music: Database- C:\Users\Fred\Docume...  Relationzhip Tools Signin
File Home Create External Data Database Tools 2 Tell me what you want to do
— e de Tat
D‘f 7% Clear Layout _ -| | ! E
Edit 7\ Relationship Report ~ SNOW . Close
Relationships pRep Tabile BRI All Relationships
Tools Relationships
: =5 Relationships
All Access Obje... @ « | =3 g
search- £ Albums Artists
Tables 2 - 1 -
= # Albumid T Artistld
Albums AlbumMame ArtistHame
2 Artists ReleaseDate
EH Genres Artistid
Genreld

Edit table relationship
1. Go to the database tools tab, and from the Relationships group, tap
the Relationships icon. This will open up the Relationships window on your screen.
2. Now on the Design tab, go to the Relationships group and hit the All
Relationships option. You will see all the tables are get listed along with their
relationships and relationship lines.
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3. For changing the relationship, tap into the relationship line. When it is selected it
appears thicker.
4. Make double tap on the relationship line.
OR
Go to the Design tab and from the Tools group, hit on the Edit Relationships option.
This will open up the Edit Relationships dialog box.
5. Do whatever change you want to do, and then click to the OK

Steps to delete a table relationship
Remark: With the deletion of the relationship, the referential integrity support for that specific
relationship is also been removed. After then the Access will not prevent the automatic creation
of records on many sides of the relationship.
1. Firstly, you need to go to the Database Tools tab, and then from
the Relationships group, hit the Relationships
2. Now go to the Design tab, and in the Relationships section, tap to the All
Relationships after then all the tables along with their relationships and relationship
lines are displayed.
3. Hit on the relationship line of the relationship which you want to delete. The line of
relationship appears thicker after being selected.
4. Hitthe DELETE key.
5. After then the Access will display the pop-up message like: “Are you sure you want to
permanently delete the selected relationship from your database?”. when this
confirmation message comes to your screen, tap to the Yes option.

e Quality Criteria: Once you complete these steps, you have to create, edit & database

relationships.
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Instructions: Given necessary templates, tools and materials you are required to perform the

following tasks

Task 1

1. Create a new database, save it on the desktop and name it “School Database”

2. Create a Table in the School Database with the following:

Field Name Data Type Field Size or Format
ID Number Short Text 10

Full Name Short Text 15

Telephone Number Number Long Integer

Date of Birth Date/Time Medium Date

Salary Currency Currency

Task 2

2. Make the “ID Number” Field as the Primary Key.

3. Save the table as “Student’s Table”

4. Return to the main Access window.
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Unit Two: Add record on table

This unit to provide you the necessary information regarding the following content coverage and
topics:

e Adding data in a table according to information requirements

e Modifying and deleting records as required

e Saving and Compiling database objects
This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:

e Add, Modify and Delete Records

o |dentify Field Property Setting

e Save & Compile database objects
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A. Ways to Add, Edit, and Delete records

There are several ways to update data in an Access database. You add a record to your database

when you have a new item to track, such as a new contact to the Contacts table. When you add a

new record, Access appends the record to the end of the table. You also change fields to stay up-

to-date, such as a new address or last name. To maintain data integrity, the fields in an Access

database are set to accept a specific type of data, such as text or numbers. If you don't enter the

correct data type, Access displays an error message. Finally, you can delete a record when it is no

longer relevant and to

Save space.

You use a form to manually update data. Data entry forms can provide an easier, faster, and more

accurate way to enter data. Forms can contain any number of controls such as lists, text boxes, and

buttons. In turn, each of the controls on the form either reads data from or writes data to an

underlying table field.

Customer Info

[=
Lb

First N\ame: Thomas

Last Name: Axen

Phone numbers | Address info  Other info

Business Phone: [(496) 555-0143

Figure 2. 1 Data entry form

Datasheets are grids of data that look like Excel worksheets. You can change data by working

directly in Datasheet view. If you are familiar with Excel, datasheets should be relatively easy to

understand. You can change data in tables, query result sets, and forms that display datasheets.

Typically, you use datasheets when you need to see many records at once.

7] Tablel

1D

~ | First Name - LEEtN3| Field3 - | Add New Field

3 Kari

* (New)

Hensien 10/9/2009

Figure 2. 2 Datasheet view of the record
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B. Understanding data entry symbols
The following table shows some of the record selector symbols you might see when updating data
and what they mean.
Symbol Meaning

This is the current record; the record has been saved as it appears. The current record is

indicated by a change in color in the record selector.

£ You are editing this record; changes to the record aren't yet saved.

@ This record is locked by another user; you can't edit it.

* This is a new record in which you can enter information.

P This is the primary key field and contains a value that uniquely identifies the record.

C. Lookup data-entry list in MS Access

Perhaps the best way to make sure that data is entered correctly is to create a data-entry drop-
down list. That way, anyone entering the data in your database table can do so by choosing an
item from the list, not by typing it in. This method saves time and prevents invalid data from
being entered. Access offers two ways to create the drop-down list:
o Create the list by entering the items yourself: Go this route when you’re dealing with a
finite list of items that never change.
o Get the items from another database table: Go this route to get items from a column in
another database table. This way, you can choose from an ever-expanding list of items.
When the number of items in the other database table changes, so does the number of
items in the drop-down list because the items come from the other database table. This is

a great way to get items from a primary key field in another table.

2.2 Filed Properties Settings

The Field Properties settings safeguard data from being entered incorrectly. Following is a
description of the different properties (listed here in the order in which they appear in the Design
view window) and instructions for using them wisely. Which properties you can assign to a field

in Access depends on which data type the field was assigned.
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A. Field Size

In the Field Size box for Text fields, enter the maximum number of characters that can be entered
in the field. Suppose that the field you’re dealing with is ZIP code, and you want to enter five-
number ZIP codes. By entering 5 in the Field Size text box, only five characters can be entered in
the field. A sleepy data-entry clerk couldn’t enter a six-character ZIP code by accident.

For Number fields, select a value for the field size from the drop-down list.
B. Format

Click the drop-down list and choose the format in which text, numbers, and dates and times are

displayed.
C. Decimal Places

For a field that holds numbers, open the Decimal Places drop-down list and choose how many
numbers can appear to the right of the decimal point. This property affects how numbers and
currency values are displayed, not their real value. Numbers are rounded to the nearest decimal
point. The Auto option displays the number of decimal places permitted by the format you chose

on the Format drop-down list.
D. Input Mask

For Text and Date field types, this feature provides a template with punctuation marks to make
entering the data easier. Telephone numbers, social security numbers, and other numbers that
typically are entered along with dashes and parentheses are ideal candidates for an input mask
(another ridiculous database term!). On the datasheet, blank spaces appear where the numbers go,

and the punctuation marks stand at the ready to receive numbers.

D - Company o LtName < Fiest Name - E-maill Address . Job Titke . Business Phoow
5 Northwind Traders  Thorpe Steven steven@nonhwindtraders.com  Sales Manager 122)555-0100

14 Northwind Traders  Smith Dave dave@ncrthwindtraders,com Adeninistrator | S |

Figure 2. 3 Input Mask Sample
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In the Input Mask text box, enter a 0 where numbers go and enter the punctuation marks where
they go. For example, enter (000) 000-0000 or 000/000-0000 to enter an input mask for a telephone
number. You can also create input masks by clicking the three dots beside the Input Mask text box.

Doing so opens the Input Mask Wizard dialog box, where you can fashion a very sophisticated

input mask.
E. Caption

If the field you're working on has a cryptic or hard-to-understand name, enter a more descriptive
name in the Caption text box. The value in the Caption property appears as the column heading
in Datasheet view, as a label on forms, and on reports in place of the field name. People entering

data understand what to enter after reading the descriptive caption.
F. Default Value

When you know that the majority of records require a certain value, number, or abbreviation, enter
it in the Default Value text box. That way, you save yourself the trouble of entering the value,
number, or abbreviation most of the time because the default value appears already in each record

when you enter it. You can always override the default value by entering something different.
G. Validation Rule

As long as you know your way around operators and Boolean expressions, you can establish a rule
for entering data in a field. For example, you can enter an expression that requires dates to be
entered in a certain time frame. Or you can require currency figures to be above or below a certain
value. To establish a validation rule, enter an expression in the Validation Rule text box. To use
dates in an expression, the dates must be enclosed by number signs (#).

To get help forming expressions, click the three dots beside the Validation Rule text box to open
the Expression Builder and build an expression there. Try clicking the Help button in the
Expression Builder dialog box. Doing so opens the Access Help program, where you can get

advice about building expressions.
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Enter an Expression to valdate the data in this field:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

1200

Expression Elements
¥ @) Functions
-:J Constants

<) Operators

Expression Categories
<All>

Arithmetic

Compariso

String

X |

Cancel | |

teo | |

<<lLess i

Expression Values [
< ‘

<>

>
>=
Between
In

Like

Figure 2. 4 Validation Rule Expression

H. Validation Text

If someone enters data that violates a validation rule that you enter in the Validation Rule text box,

Access displays a standard error message. The message reads, “One or more values are prohibited

by the validation rule set for [this field]. Enter a value that the expression for this field can accept.”

If this message is too cold and impersonal for you, you can create a message of your own for the

error message dialog box. Enter your friendly message in the Validation Text text box.

I. Required

By default, no entry has to be made in a field, but if you choose Yes instead of No in the Required

box and you fail to make an entry in the field, a message box tells you to be sure to make an entry.
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Self-check-2

Test-1 Short Answer
Directions: Answer all the questions listed below.
1. When do we need to add, Modify & Delete Records?

2. Describe the purpose of Lookup data-entry in MS Access.
3. Write the input mask format for ID-123/2014.
4. Write the expression for validation rule the value between 45-100.

5. What is the need of required field properties setting in a database?
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Operation sheet 2.1: Entering Data in a Table

E H

Operation title: Fill Data in a Table
Purpose: To fill appropriate data properly

Instruction: Use the given step below appropriately. For this operation you have given

10 minutes and you are expected to provide the answer.

Tools and requirement: Computer & MS office 2016 application software

Procedures in doing the task

1. Make sure you are in Datasheet View

2. Enter the data into the table by pressing the tab key to move from one cell to another

3. When you have completed the record (row), press Enter

Student : Database- C:\Users\a\Documents\Student.accdb (Ac... Table Tools

Create  External Data  DatabaseTools  Help  TableFields  Table

Q Tell me what you want to do

b/ 2 Ascending @ > p b |Ca|ibri (Detail A -
_‘ zl Descending 'ﬂ v Hsave :'} =2+ | B I U -
View Refresh Find 1 R
. All~ = e | A-¥- Q- === 4
Views Clipboard [} Sort & Filter Records Find Text Formatting [} A
All Access Objects® < | = Studentist\ x
f—. o LastName - BirthDate - Gender - Age - Course + Click to Add  ~
;al;l; | Abebe 11/5/1999 Male 23 Database
: Tegegn 8/22/2000 Female 22 Install Software Application
T student List
Kebede 1/15/2002 Male 20 Operate PC
Asfaw 4/5/2000 Male 22 HTML
Deresa 10/17/2005 Female 17 Word Processing
* 0
e Quality Criteria: Once you complete the steps, you will be able to fill records to the table.
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Operation sheet 2.2: Add, Edit and Delete Records
e Operation title: Add, Edit & Delete records

e Purpose: To Add, Edit and Delete records to the database properly

e Instruction: Use the given step below appropriately. For this operation you have given

15 minutes and you are expected to provide the answer.

e Tools and requirement: Computer & MS office 2016 application software

e Procedures in doing the task
Add a Record
1. Click the New Record button on the Record Navigation bar.

~  Employees: Database- \Employees... Table Tools

Create External Data Database Tools Fields Table

Q Tell me wh

you want to do...

Kayla Claypool

b{‘ Y | Ascending Y - @ - > p ab | Calibri -1 -
anc
View Paste Filter gl Descending T._:I‘ Refresh E‘H 2 Find > 8 I_ o I:I y
= - Remove Sort All- - E - [y - A ! &' === i4-
Views Clipboard Sort & Filter Records Find Text Formatting I ~
All Access Objec...® « || F Employees\ e
Tables N D + | LastMame - FirstName - Title »  HireDate - Address -
e ! Leverling Janet Sales Represer  01/04/1992 722 Moss Bay
Queries N 2 Peacock Margaret Sales Represel  03/05/1993 4110 Old Redn|
& Ush Employees 3 Callahan Laura Inside Sales Cc 05/03/1994 4726 - 11th Av
4 Davolio Nancy Sales Represel  01/05/1992 507 - 20th Ave
Forms # 5 Fuller Andrew Vice President  14/08/1992 908 W. Capital
B Employees & Suyama Michael Sales Represer  17/10/1993 Coventry Hou
Reports x 7 King Robert Sales Represer  02/01/1994 Edgeham Holl
@ employee List 8 Buchanan Steven sales Manager  17/10/1993 14 Garrett Hill
9 Dodsworth Anne Sales Represer 15/11/1994 7 Houndstoot
* (New)
I Record: W 1of 9 boH b Mo Filter | [Search 4 3
Datasheet View E,L_ﬁ,

2. Click a field value in the new record and enter data as desired.

As you enter data, you don’t have to click a Save button to save the information—Access

automatically saves the information as you enter it.
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Create External Data Database Tools Fields Table

Edit a Record

b = Y 2| Ascending T - @ = X . |calibri A -
2 D § %l Descending o~ H v X =+ B I U
View Paste Filter Refresh Find ~ o
. - Remove Sort All- - @3- k- A-¥-2- =
Views Clipboard T sort &EF\\ter Records Find Text Formatting [F} ~
All Access Objec...® « T Employees '\
Tables N ID - | LastName - | FirstName - Title ~ HireDate - Address -
i lennioyecs 1 Leverling Janet Sales Represer  01/04/1992 722 Moss Bay
Queries . 2 Peacock Margaret Sales Represer 03/05/1993 4110 Old Red
) usa Emplayees 3 Callahan Laura Inside Sales Cc 05/03/1994 4726 - 11th Av|
. 4 Davolio Nancy Sales Represer 01/05/1992 507 - 20th Ave|
Forms # 5 Fuller Andrew Vice President  14/08/1992 908 W. Capital
B employees 6 Suyama Michael Sales Represer  17/10/1993 Coventry Hou
Reports 2 7 King Robert Sales Represer  02/01/1994 Edgeham Holl
B Emproyee List 8 Buchanan Steven Sales Manager  17/10/1993 14 Garrett Hill
9 Dods&or‘th Anne Sales Represer 15/11/1994 7 Houndstoot!
i 11 Jefferson Thomas
* (New) é
|| Record: M 4 [100f10 | » M ¥ Nao Filter | [Search ‘ >
Datasheet View B i

1. Click the field value you want to edit and make the changes.

T Employees: Database- \Employees... Table Tools ? = O
Create External Data Database Tools Fields Table @ Tell me what you want to do... Kayla Claypool
b = Y %l Ascending T - @ = 3 p e |Calibri
'ﬁ' D § El Descending 'ﬂ' |—=,E ‘5 X =~ B I U
WView Paste Filter Refresh Find N
o o Remove Sort All~ = I:l' Dy - A~ = & ©
Views Clipboard f Sort & Filter Records Find Text Formatting [P
All Access Objec...® « || = fmployees’, o
Tables N 1D ~  LastName - FirstName - Title v | HireDate - | Address -~
i liempioyees 1 Leverling Janet Sales Repraset  01/04/1992 722 Moss Bay
Queries N 2 Peacock Margaret Sales Represet  03/05/1993 4110 Old Red
o Ush Emplayees 3 Callahan Laura Inside Sales Cc 05/03/1994 4726 - 11th Av
- 4 Davolio Nancy Sales Represet  01/05/13992 507 - 20th Ave
F_°""5 s S Fuller Andrew Vice President  14/08/1992 908 W. Capital
&l employees 6 Suyama Michael Sales Represer  17/10/1993 Coventry Hou
Reports & 7 King Robert Sales Represer  02/01/1934 Edgeham Holl
B employee List 8 Buchanan Steven Sales Manager  17/10/1393 14 Garrett Hill
7 9 Dodsworth Anne President 15/11/1994 7 Houndstoot|
11 Jefferson Thomas
#* {New) 6
|| Recard: 4 4 9 of 10 BoOM K No Filter | |Search 4 >
Datasheet View Eé,

Delete a Record

You can permanently delete records that you no longer need from a table.

1. Click the record selector next to the record you want to delete.
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2. Click the Delete button on the ribbon.

3. Click Yes to confirm the deletion.

T Employees: Database- \Employees... Table Tools
Create External Data Database Tools Fields Table Q Tell me what you want to do... Kayla Claypool
b/‘ X £| Ascending @ = > b |calibri Sl -
— Ex } %] Descending T+ H O : - B I U B .
View Paste Filter Refresh Find b S
= Remove Sort Al Nt - k- A-3 D === 4-
Views Clipboard = Sort & Filter R 5 Find Text Formatting P -~
: =1 Emplo ees"-._ x
All Access Objec...® « || = Employees,
ID - | LastName - FirstName -~ Title -~ HireDate - Address -~
Tables £ | — | | Il
1Ll auarling lanat Salac Banrocas n1/04/1693 323 \oss Bay
Empl
=3 Employees Microsoft Access X Dold Redn|
Queries -3
- 11th Aw
ﬁ:‘ USA Emplayees You are about to delete 1 record(s). L 20th Ave
Forms A I If you click Yes, you won't be able to undo this Delete operation.  fw/, Capital
% Employees . Are you sure you want to delete these records? Entry Hou
Reports & Q Yes Mo eham Holl
B Employee List Buchanan even Sales Manager 1771071993 14 Garrett Hill
9 Dodsworth Anne President 15/11/1994 7 Houndstootl
11 Jefferson Thomas
* (New)
|| Record: M 4 [100f10 | » M M Mo Filter | [Search 4 4
Datasheet View 24

Quality Criteria: Once you complete the steps, you will be able to add, edit & delete records to
the table.

Operation sheet 2.3: Creating drop-down list on your own

e Operation title: Create drop down list
e Purpose: To create a drop down or lookup list with entries
e Instruction: Use the given step below appropriately. For this operation you have given
10 minutes and you are expected to provide the answer.
e Tools and requirement: Computer & MS office 2016 application software
e Procedures in doing the task
1. In Design view, click the field that needs a drop-down list.
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2. Open the Data Type drop-down list and choose Lookup Wizard, the last option in the

list.

The Lookup Wizard dialog box appears.
3. Select the second option, | Will Type in the Values That | Want, and click the Next

button.
4. Under Coll

in the next dialog box, enter each item you want to appear in the drop-

down list; then click the Next button.

You can create a multicolumn list by entering a number in the Number of Columns text

box and then entering items for the list.

5. Enter a nam

e for the field, if necessary, and click the Finish button.

Switch to Datasheet view and open the drop-down list in the field to make sure that it

displays properly.

To remove a lookup list from a field, select the field, go to the Lookup tab in the Design view

window, open the Display Control drop-down list, and choose Text Box.

General Lookup

Display Control
Row Source Type
Row Source
Bound Column
Column Count
Column Heads
Column Widths
List Rows

List Width

Limit To List

Combo Box

Value List

“King";"Queen; Prince’;"Knave’
1

1

No

1"

16

1

No

Allow Multiple Values No

Allow Value List Edits
List Items Edit Form

No

Show Only Row Source V No

e Quality Criteria: Once you complete the steps, you will be able to add, edit & delete records to

the table.

Page 45 of 57

Ministry of Labor and Access & Use Database Application Version -1
Skills September, 2022
Author/Copyright




P 16 Ut RNSC
MINISTRY OF LABOR
AND SKILLS

|||ln

Operation sheet 2.4: Save & compile database objects

Operation title: Save and Compile the database

Purpose: To reuse a database or a database object

Instruction: Use the given step below appropriately. For this operation you have given

10 minutes and you are expected to provide the answer.

Tools and requirement: Computer & MS office 2016 application software

Procedures in doing the task

1. Open the database or database object.

2. Onthe File ta
3. Do one of the

b, click Save As.

following steps:

A. To save a database in a different format, click Save Database As.

B. To save a database object in a different format, click Save Object As.

4. Click the format you want to use for the new copy.

Save a Database as an Executable-only File

1. Go to the File Menu. Ensuring you have the front-end database open, click the File tab

on the Ribbon to bring up the File menu.

Music : Database- C:\Users\Fred\Documents\Music.accdb (Access 2007 - 2016 file format) - Access

lan Dickson

Create
Cut
Copy
Format Painter

Pge

Views inboard

All Access (bjects  «
Search.. yel

Tables F3
j Albums

B Artists

j Genres
Queries

= Albums by Artist
=8 Albums by date
= Albums from the last 25 Years

»

‘j:‘ Iron Maiden Albums

»

Forms

5= Albums
Reports

B Albums by Artist

»

Macros x

@ AutoExec

Ready

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

Ascending Mew

i D nding Save i

Filter Refresh Find
Remove Sort All Delete

Records Find

[F] Sort & Filter Text Formatting
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2. Choose the ACCDE Format. Select Save As from the left menu.
From the Save Database As pane, select Make ACCDE and click Save As.

Music : Database- C:\Users\Fred\Documents\Music.accdb (Access 2007 - 2016 file format) - Access lan Dickson N —

(=]
X

Save As

File Types Save Database As =

Database File Types =
Save Database As 0] Access Database

Default database format.

Save Object As [ Access 2002-2003 Database
Save a copy that will be compatible with
Access 2002-2003.
[#]7] Access 2000 Database
Save a copy that will be compatible with
Access 2000.
i Template
Account Save the current database as a database
template (ACCDT).
Optians Advanced
@ g Package and Sign
Feedback Package the database and apply a digital
sETE.
Make ACCDE

File will be compiled into an executable
only file.

2 BaC U D
Back up important databases reqgularly to
prevent data loss, -

B.

Save As hd

3. Save the Executable File. Name the file and select a location for the ACCDE file, and
click Save.
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A Z| 3 ThisPC » Documents » w | 0 Search Documents 2
Organize = Mew folder SN 0
| Pictures + N Mame Date modified Type
o \WBOXSVR\Pub Backups 7/21/2016 5:01 AM  File folde
Backups Custom Office Templates 752016 10:11 PM File folde
Data Data 7/21/2016 8:05 PM File folde
J‘& Music
@ Microsoft Access
& OneDrive
[ This PC
I Desktop
|Z| Documents v £ >
File name: | iy
Save as type: | ACCDE File w
A Hide Folders Tools = Cancel
e Quality Criteria: Once you complete the steps, you will be able save and compile data.
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LAP Test 2
Instructions: Given necessary templates, tools and materials you are required to perform the
following tasks
Note: This LAP test is a continuation from LAP test 1
Task 1
1. Open the “Students Table” and enter 5 complete records.
2. Sort the table in ascending order by Full Name
3. Move the Date of Birth and Telephone Number fields so that the Date of Birth field is now
directly after the Full Name field.
4. Delete the last Record you have entered
5. Change the field size of the Full Name to 20

Task 2

1. Create executable file for your Database.
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Unit Three: Customize basic settings

This unit to provide you the necessary information regarding the following content coverage and

topics:

e Adjust page layout to meet user requirements

e Open and view different toolbars

e Format fonts as appropriate for the purpose of the database entries

This guide will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

e Understand different views

e Open and view different tools
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3.1 Adjusting Page Layout and Settings
3.1.1. Understanding Layout view

Layout view is the most intuitive view to use for report modification, and can be used for nearly
all the changes you would want to make to a report in Access. In Layout view, the report is actually
running, so you can see your data much as it will appear when printed. However, you can also
make changes to the report design in this view. Because you can see the data while you are
modifying the report, it's a very useful view for setting column widths, add grouping levels, or

performing almost any other task that affects the appearance and readability of the report.
3.1.2. Understanding Views

There are multiple ways to view a database object. The two views for tables are Design View
and Datasheet View.
e Design View is used to set the data types, insert or delete fields, and set the Primary
Key
e Datasheet View is used to enter and view the data for the records
Switching Between Design View and Datasheet View:

Click the View arrow on the Home tab and click on either Datasheet View or Design View

= Table Tools Databased :

Home Create External Data Database Tools Help Table Fields Table Q Tell m

i I+ EDate&Time L[| 22| Name & Caption
AB 12 ¥ - .
: Yes/Ma
View Short Murnber Clrrency Delete
- Text Fiil Mare Fields ~
Add & Delete Properties
D Datasheet View {® « | T3 Tavier’,
/ | yo ID - | Click to Add  ~
b; Design View - #
= Tablel
Figure 3. 1 Datasheet & Design Views
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3.2 Open and viewing different tools

Access 2016 uses the Ribbon to organize commands, just like in Access 2013 and 2010. If you've
used these versions before, Access 2016 will feel familiar. But if you are new to Access or have
more experience with older versions, you should first take some time to become familiar with

the Access 2016 interface.

Quick Access Object Title Close
toolbar tabs bar button

Ribbon — v.lf..y i
- | .

Views Toets
All Access Obje... @ « EED
s~ Description (Optional)

\ Table openin

Objects |
Datasheet view

Figure 3. 2 MS-Access Interface Elements
The Ribbon
Access uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple

tabs, each with several groups of commands. For example, the Clipboard group on the Home tab
contains commands such as Cut, Copy, and Paste.

Tabl Is Access2016_SampleDatabase : D3

Create External Data Database Tools Fields Table Q Tell m t you want to do

b/‘ Cut Y 2] Ascending T Selection~ r =1 New > Totals p

! ER Copy ) El Descending Eﬁ.dvanced - |-=,E Save ﬁ Spelling )

View Paste Filter Refresh Find
- - Farmat Painter Remove Sort Toggle Filter All~ Delete - D Mare ~

Views Clipboard IF] Sort & Filter Records

Figure 3. 3 Ribbon
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Some groups also have a small arrow in the bottom-right corner that you can click for even more
options.

Using the Tell me feature

If you're having trouble finding command you want, the Tell me feature can help. It works just
like a regular search bar: Type what you're looking for, and a list of options will appear. You can

then use the command directly from the menu without having to find it on the Ribbon.

AP| Contacts : Database- Ch\Users\User\Documents\AP| Contacts.accdb |

?  Tell me what you want to do

flE & | 2]

Create Data  Rename/ Re Q Tell me what you want to do
Macros = Delete Macro LAEpErnueroies
de Field, Record & Table Events

:

Relationships

Figure 3. 4 Tell me feature

The Quick Access Toolbar

The Quick Access Toolbar, located above the Ribbon, lets you

Create

WS Save (Ctrl+5)

access common commands no matter which tab you are on. By V4 Cut
default, it shows the Save, Undo, and Redo commands. If you'd liKe, view paste = Co%

= - Format Painter
you can customize it by adding additional commands. Views Clipboard .

Backstage view

Backstage view gives you various options for saving, opening, and printing your database.

Music : Database- C:\Users\Fred\Documents\Music.accde (Access 2007 - 2016 file format) - Access lan Dickson \ = X

Info
Music
Documents
- Compact & Repair View and edit database properties
it Help prevent and correct database file problems by using
Compact & Compact and Repair.
Repair Database
Encrypt with Password
EE> Use a password to restrict access to your database. Files that use
Encrypt with the 2007 Microsoft Access file format or later are encrypted.
Account Password
Options
Feedback
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Figure 3.5 Back View of Access
Additionally, you can use the File menu to see information about your currently open file. This
means seeing the time it was created, last modified, the owner, as well as the file size and much
more. You can also use the Compact & Repair feature, or add password protection as the owner

of a file.
= Access2016_SampleDat
File Home Create External Data Database
The NaVigathn pane 3% Cut Ascending
View Paste B2 Copy Filter ding
i . . i L. i Format Painter Remowe Sort
The Navigation pane is a list containing every object  views Clipboard m  sorarit
in your database. For easier viewing, the objects are All Access Objects =«
. ) Search.. yal
organized into groups by type. You can open, rename,  tapies x [
and delete objects using the Navigation pane. g i
j Menu ltems
j Crder ltems
EH oOrders Table
EH Orders: December
EH Products Table
B3 sales unit
Queries -3
E5 Cakes & Pies Sold
B Cookies Sold
'fl:‘ Customers that Ordered
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Self-check-3
Test-1 Short Answer

Directions: Answer all the questions listed below.

1. What is the difference between Design and Datasheet view?
2. List at least three Interface elements of Access 2016.

3. Describe the purpose of Backstage View.
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e A book by Brian Underdahl, September 2005, Access Forms & Reports for Dummies.
e A book by Mark Shellman, Sasha VVodnik, New Perspectives MS Office 365 & Access

2016.

e https://www.databaseprimer.com/pages/table-relationships/

e https://www.google.com/url?sa=t&rct=j&aq=&esrc=s&source=web&cd=&cad=rja&uact=

8&ved=2ahUKEwjP 061zej3AhU9gfOHHZ5TBmMkOFNoECAMOQAQ&uUrl=http%3A%2

F%2Ficvcollege.edu.in%2Fsites%2Fdefault%2Ffiles%2F1T%2520n0tes%2520for%2520

commerce4.pdf&usg=A0vVaw3WUVi4jEIZIO038zciV8lqd A Basic introduction to MS

Access

e https://www.customqguide.com/access/how-to-create-a-table-in-access

e https://training.nottingham.ac.uk/Public/O02016/AccessIntroduction.pdf

e https://www.tutorialspoint.com/ms access/ms access data types.htm

e https://support.microsoft.com/en-us/office/ways-to-add-edit-and-delete-records-

5e90a80c-106d-4c55-996e-07d7200980ce

e https://www.dummies.com/article/technology/software/microsoft-products/general -

microsoft/ms-access-field-properties-for-making-sure-that-data-entries-are-accurate-

259206/

e https://www.quackit.com/microsoft access/microsoft access 2016/tutorial/make an exe

cutable database in microsoft access.cfm
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