LESSON 3

3.1

Working with Tables

After completing this lesson, you will be able to:

Change the format of a table.

Sort records in a table.

Find records in a table.

Use filters with a table.

Establish relationships between tables.

Create subdatasheets.

Import records from an external source.

Microsoft Access provides many ways to change the entry, format, properties,
organization, and storage of information in your database tables. As the tables in your
database become more efficient, your database becomes more efficient.

To reduce errors during data entry, you can modify individual fields within tables to
accept only certain types of data or specific data formats. For example, you can set a
Date field to accept only six numbers and have Access automatically insert slashes
between those numbers so that all dates in the field will appear in the format 10/27/99.
You can further reduce the amount of time spent typing by importing information from
other tables or spreadsheets into Access.

After the data is entered into the table, you can change the organization of the data by
performing a sort to list information numerically or alphabetically. For example, you
could organize a table of employee hiring information by date hired, salary offered, or
position. If you want to see only some of the information in a table, you can use a filter
to restrict the data that appear by specifying which criteria you want to view, such as
records for employees who make more than $30,000 or who were hired after January 1.

When there are many tables in a database, you might find that you spend a lot of time
flipping back and forth between tables. You can save time by establishing relationships
between tables that contain similar fields and creating subdatasheets, which display the
data from one table in another.

To complete the procedures in this lesson, you will need to use files named Database
Fundamentals 03 and ImportPractice in the Database Fundamentals Practice folder that
is located on your hard disk.




3.2 Database Fundamentals

Formatting a Table Datasheet

When you create a table, Access automatically formats the table with a
10-point Arial font and silver gridlines. Access uses this default format because it is
easy to read on a computer screen.

B thlEmployees : Table

Ermployee ID First Marne Last Mame Address City State -
[ A[1101 EES Bensan 744 E. Elm Cou Yentura CA
H102 Sandra Martinez 2080 W, 104th | Sandyland Cove CA
H103 Gregory Erickson 67 3. Oak Santa Paula A
H104 Judy Lew 555 Main Street Ojai CA
w201 Lisa Jacobson 90 Lincoln Santa Barbara | TA
w202 Stephanie Conroy 123 M. Oak Goleta CA
203 Steve Alboucy 5698 Main Stree Santa Barbara  CA oo
w204 Kathryn Wilson 243 Syracuse | Goleta CA
h205 Ray Zambroski 241 W, Z9th Aw Santa Barbara | CA
W208 Sean Chai 996 Pearl Santa Barbara | TA
w207 Donna Miikkonen 99 YWalnut, Apt | Ojai A
208 Wendy Wheeler 352 16th Avenu El Sueno CA
w209 Jose Lugo 342 Elm Circle | Santa Barbara  CA
k210 Daniel Penn 425 5. Oak El Sueno CA
211 Jill Kelley 35 Walnut Santa Barbara | TA
W212 Megan Sherman 88 5. Broadway Santa Barbara | CA
k213 Peter Porzuczek 899 M. Oak Santa Barbara | CA
M214 Suanne MNagata 1200 Wy 120th | Goleta CA -
Record: 14 [ 1 M |e|of 25 4 L[J

If you don’t want to use the default format, you can customize table appearance by
changing the font, the font size, and the font properties (such as whether the font is
bold or italicized). You can also change the background color, alter the color of the
gridlines, or assign a special effect to make cells appear raised or sunken. You can
change the height and width of rows and columns, freeze columns and even hide
columns. The illustration below shows the same table shown above with a sunken cell
effect and a 14-point Times New Roman font.

The Raised cell effect is not
visible if the table background
is white or if the table has
colored gridlines.

E thlEmployees : Table Q@@

Employee 1| First Name | Last Name | Address
H101 Max Benson 744 E, ElIm Ventura CA
H102 Sandra Martinez 2030 W. 10 Sandyland CA

H103 Gregory Frickson 67 5. 0ak Santa Paul: CA
H104 qudy Lew 555 Main 5 Ojai CA
M201 Lisa Jacobson 90 Lincoln Santa Barh CA
202 Stephanie Conroy 123 N. Oal Goleta CA
M203 Steve Alboucq |5698 Main Santa Barb CA
M204 Kathrym  Wilson 243 Syracu Goleta CA
M205 Ray Zambroski 241 W, 29t Santa Barb CA
M206 Sean Chai 996 Pearl Santa Barh CA
M207 Donna Niikkonen 99 Walnut, Ojai CA
M203B Wendy Wheeler |352 16th A°'El Sueno CA

M209 Jose Lugo 342 Elm Ci Santa Barb CA -
Record: 14| 4 4 k| Ml |kE|of 25 4 3

As you can see in the previous illustration, some of the data is not completely visible
because the columns for the fields are too narrow. By default, Access sets column
widths to one inch and does not adjust the columns’ widths if font size and formatting
make the text longer than one inch.

The easiest way to make a column wide enough to show all the data is to double-click
the line that separates the column from the next column. Access automatically expands
the column to the correct size to show all the data. To make a column wider or
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narrower than this automatic setting, move the mouse pointer over the line between the
field names until the pointer changes to a resizing double-headed arrow, and drag the
column edge to the left or right.

In this exercise, you open the Database Fundamentals 03 database, change the font of
tblIEmployees to 12-point bold Times New Roman, change the table background to
light blue, use a special effect to make the cells appear raised, and then adjust the
column widths to accommodate the formatting changes.

1 With Access open, click the Open button on the Database toolbar.
The Open dialog box appears.

2 Click the Look In down arrow, click the icon for your hard disk, and then
double-click the Unlimited Potential folder.

3 Double-click the Database Fundamentals Practice folder.

4 Click the Database Fundamentals 03 database, and click Open.
The Database window for Database Fundamentals 03 appears.

5  On the Objects bar, click Tables, if necessary.

6  Click tblIEmployees, and click Open on the Database window toolbar.
The table opens in Datasheet view.

Notice that the table appears ) DlEmpluyzes ¢ bl
in the default format of Employee ID First Name Last Name Address City State o
10-point Arial font with silver [ALH101 Max Benson 744 E. Elm Cou Yentura CA
gridlines. H102 Sandra hartinez 2080 W, 104th | Sandyland Cove CA
H103 Gregory Erickson 67 5. Oak Santa Paula CA,
H104 Judy Lew 555 Main Street Qjai CA,
1201 Lisa Jacobson 20 Lincaln Santa Barbara  CA
202 Stephanie Caonroy 123 M. Qak Goleta CA,
M203 Steve Alboucy 5B98 Main Stree Santa Barbara | CA
204 Kathryn Wyilson 243 Syracuse | Goleta CA,
W205 Ray Zambroski 241 WY, 29th Aw Santa Barbara | CA
MZ206 Sean Chai 995 Pearl Santa Barbara | CA
W207 Danna Miikkonen 99 Walnut, Apt | Qjai CA,
h208 Wendy Wheeler 352 16th Awvenu El Sueno CA
W209 Jose Lugo 342 Elm Circle | Santa Barbara | CA
M210 Daniel Penn 425 5. Dak El Sueno CA,
W211 Jill Kelley 35 Walnut Santa Barbara | CA
M212 Megan Sherran 88 5. Broadway Santa Barbara | CA
M213 Feter Porzuczek 399 M. Oak Santa Barbara | CA
h214 Suanne Magata 1200 W 120th | Galeta CA, -
Record: 4 [ 1 _»|r|p¥|cf2s ‘ 4»[_‘
— R —

7 On the View menu, point to Toolbars, and click Formatting (Datasheet), if
necessary.
The Formatting toolbar appears.

8 On the Formatting toolbar, click the Font down arrow, scroll down, and
then click Times New Roman.

The font changes to Times New Roman.

9 On the Formatting toolbar, click the Bold button.
The font changes to bold.

10 On the Formatting toolbar, click the Font Size down arrow, and
click 12.

The font changes to 12 points.

[N



You can also modify the font
properties by clicking Font on
the Format menu to display
the Font dialog box.

You can also modify the
Datasheet format by clicking
Datasheet on the Format
menu to display the
Datasheet Formatting dialog
box.

You can also change column
width by clicking in the
column that you want to
change and clicking Column
Width on the Format menu to
display the Column Width
dialog box. Column widths
are measured by the number
of characters in the field, so a
column with a measurement
of 4 holds four characters.

3.4
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& thlEmployees : Table

Employee 1D First Mame Last Mame Address City

H101 hax Benson 744 E. Elm Cou Ventura CA,
H102 Sandra hartinez 2080 W, 104th | Sandyland Cove CA
H103 Gregory Erickson 67 5. Oak Santa Paula CA,
H104 Judy Lew 555 Main Street Qjai CA,
1201 Lisa Jacobson 20 Lincaln Santa Barbara  CA
202 Stephanie Caonroy 123 M. Qak Goleta CA,
M203 Steve Alboucy 5B98 Main Stree Santa Barbara | CA
204 Kathryn Wyilson 243 Syracuse | Goleta CA,
W205 Ray Zambroski 241 WY, 29th Aw Santa Barbara | CA
MZ206 Sean Chai 995 Pearl Santa Barbara | CA
W207 Danna Miikkonen 99 Walnut, Apt | Qjai CA,
h208 Wendy Wheeler 352 16th Awvenu El Sueno CA
W209 Jose Lugo 342 Elm Circle | Santa Barbara | CA
M210 Daniel Penn 425 5. Dak El Sueno CA,
W211 Jill Kelley 35 Walnut Santa Barbara | CA
M212 Megan Sherran 88 5. Broadway Santa Barbara | CA
M213 Feter Porzuczek 399 M. Oak Santa Barbara | CA
h214 Suanne Magata

1200 W 120th | Galeta CA, -
K0 ;I_‘

On the Formatting toolbar, click the Fill/Back Color down arrow, and click a
light blue square.

The table background changes to light blue.

Record: 14 1k | Ml |pk| of 25
— R —

On the Formatting toolbar, click the Special Effect down arrow, and click
the Raised (second) option.
The table changes to the raised cell effect.

& thlEmployees : Table

CEX

Employee ID | First Name Last Mame Address City State =l
_|H101 Max Benson 744 E. Elm C¢ Ventura CA
_|H102 Sandra MMartinez 2080 W. 104t Sandyland Co CA
| |H103 Gregory Erickson 67 8. Dak Santa Paula CA
L H104 ledy Lew 555 Main Str Cjai CA

| w201 Lisa Jacohson 90 Lincoln Santa Barbar: CA —
__| w202 Stephanie Conroy 123 N. Oak Goleta CA
| |M203 Steve Alboucq 5698 Main St Santa Barbar: CA
| |M204 Kathryn Wilson 243 Syracuse Goleta CA
| |MI205 Ray Zambroski 241 W. 29th 2 Santa Barbar: CA
| M206 Sean Chai 996 Pearl Santa Barbar: CA
. |M207 Donna Niikkonen 99 Walnut, A1 Ojai CA
| |M208 Wendy Wheeler 352 16th Aver E1 Sueno CA
| |M209 Jose Lugo 342 Flm Circl Santa Barbar: CA
M210 Daniel Penn 425 8. Oak  El Sueno CA

e Tl Kallaw A5 Walnnt  Ranta Rarhar (4 JLI

Record: 14 ] 4 ’74 b | Ml p¥|of 28 4 »

Move the mouse pointer over the line between the Address and City field
names until the pointer changes to a resizing double-headed arrow.

Double-click the line.

The column expands so that the widest record in the Address field, 241 W.
29th Avenue, is fully visible.

Double-click the line between the City and State field names.

The column expands so that the widest record in the City field, Sandyland
Cove, is fully visible.

Scroll to the right, and double-click the line between the Home Phone and
Notes field names.

The column expands so that all the phone numbers are fully visible.



You can return column widths
to the default settings by
clicking in the column that
you want to change, clicking
Column Width on the Format
menu, and then clicking
Standard Widths in the
Column Width dialog box.
You can change the default
column width by clicking
Options on the Tools menu,
clicking the Datasheet tab in
the Options dialog box, and
then typing a new value in
the Default Column Width
box.
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& thiEmployees : Table E@E
City State Postal Code | Home Phone Motes -
Ventura CA 80203 {805) 555-0110
Sandyland Cove CA 30229 (805) 555-0133 Is working on
Santa Paula CA 30202 (805) 555-0149
¥ | Ojai CA 82100 (805) 555-0124
Santa Barhara CA 80204 {(805) 555-0101
Goleta CA 80012 {805) 555-0111
Santa Barhara CA 30112 {805) 555-0142 Top sales per
Goleta CA 80111 {805) 555-0159
Santa Barhara CA 80452 {805) 555-0144
Santa Barbara CA 30303 (805) 555-0158 Worked at thy
Chai CA 80012 {805) 555-0113
El Sueno CA 80220 {805) 555-0141
Santa Barhara CA 80453 {805) 555-0160
El Sueno CA 30501 {805) 555-0155
Santa Rarhara [ 2N RO S55_N1R2 j
Record: | 4 [[T 4 _» | M [p#]of 28 4] | ]

17 On the Table Datasheet toolbar, click the Save button.
Access saves the table.

18 Click the Close button in the top-right corner of tbIEmployees.
The table closes.

These steps can be followed to export any Access object, not just tables.

Sorting Records in a Table

Even if you didn’t follow a particular order when you first entered data into a table,
you can quickly organize the data in a field alphabetically or numerically by
performing a sort. There are two types of sorts: ascending and descending. An
ascending sort organizes the data in a field from the lowest value to the highest or in
alphabetical order starting with A. A descending sort has the opposite effect; it
organizes the data in a field from the highest value to the lowest or in reverse
alphabetical order starting with Z.

To reorganize data, you click in the field that contains the values that you want to sort
and click either the Sort Ascending or Sort Descending button on the Table Datasheet
toolbar. For example, Adventure Works has a table that tracks employee data and has
fields for employee ID, last name, and first name, among others. To sort the records in
the database by employee ID, you click in the EmployeelD field and click the Sort
Ascending button. To view the employee data in alphabetical order by last name, you
click in the LastName field and click the Sort Ascending button.

Even though you sort using the data in only one field in a record, all the fields in a
record move together. This feature keeps related data together during sorts and
prevents you from accidentally separating data within records.

In this exercise, you sort the data in tblIHumanResourcesData so that the record for the
employee with the highest salary appears at the top. You then perform another sort so
that the employee IDs appear in order.

1 Click in any record in the Salary field, and click the Sort Descending button
on the Table Datasheet toolbar.

Access reorganizes the table in descending order by salary.

[N



The record for the employee
who earns the largest salary
of $45,200 appears at the
top.

The record for employee
H101, whose employee ID
number is first in ascending
order, appears at the top.

3.6 Database Fundamentals

H thiHumanResourcesData : Table

Emplayee ID Date Hired

b |20 26-Mov-90 Marketing Manager 40

| |R344 15-Apr-58 Head Chef 40

_|5503 23-Mar-58 Athletic Director 40 $43 860.00
[H1 25-Feb-898 General Manager 40 $42 000.00
| |S804 17-Mar-98 Asst. Athletic Director 30 $38,390.00
| |=E05 19-Apr-98 Asst. Athletic Director 30 $3E5,800.00
| |R455 03-Jun-98 Asst. Chef 30 $36,450.00
L |M213 10-Jul-89 Marketing Rep 400 §36,040.00
| |M202 02-May-91 Marketing Rep 400 §35,000.00
| |M214 12-Oct-91 Marketing Rep 40§34 500.00
|| M206 03-Aug-83 Marketing Rep 400 $34,450.00
R34 258-Feb-93 Asst. Chef 300 $34,000.00
| |H104 15-0ct-97 East Wing Superisor 30 $33.5920.00
| |M209 27-Feb-93 Marketing Rep 400 $33500.00
| |M210 20-Apr-93 Marketing Rep 40 $33,350.00
Record: 14 [ 1 k| ML |pk|of 28

2 Click in any record in the EmployeelD field, and click the Sort Ascending
button on the Table Datasheet toolbar.

Access reorganizes the table in ascending order by employee ID, as
shown in the illustration on the following page.

B thiHumanResourcesData : Table

|| Employee ID Diate Hired Salary

| | hlnyl 25-Feb-98 General Manager 40 $42,000.00
| |H102 158-Mow-97 | Morth Wing Superisor 30 $32,330.00
__|H103 15-Jan-98 South Wing Superisor 30 $31,500.00
| |H104 15-0ct-97 East Wing Superisor 30 $33920.00
| [M201 26-Novw-90 Marketing Manager 40 §45200.00
| |M202 02-May-91 Marketing Rep 400 §35,000.00
| |M203 07 -Apr-90) Marketing Rep 400 §31,800.00
(204 25-Jan-89 harketing Rep 400 $25,000.00
| |M205 11-tMar-31 Marketing Assistant 35 $29 000.00
| M20B 0B-Mar-92 Secretary 30 $30,000.00
| |M207 07-May-33 Marketing Assistant 35 $26,000.00
| |M205 09-A0g-83 Marketing Rep 400 §34 450.00
| M209 27-Feb-93 Marketing Rep 40 $33,500.00
| |M210 20-Apr-93 Marketing Rep 40 $33,380.00
| [M211 05-Jan-94 Secretary 30 $28,500.00
Record: 14 [ 1 | pL|pk|of 28

3 On the Table Datasheet toolbar, click the Save button.
Access saves the table.

Finding Records in a Table

Tables in Access often get very large, and finding certain data can become very time-
consuming. To locate specific information in a table, you can use the Find command.
For example, in a table listing employee names and addresses, you could use Find to
locate the record for an employee with a specific last name or to locate all addresses for
employees who live in Santa Barbara.

You can use the Find command to search just one field or the entire table. If you are
working with a large table, limiting your search to a single field means that the search
will run faster than it would if the search had to examine all the information in the
table. For example, if you are searching for the employee with the last name of Chai,
the search will run faster if you search just the LastName field, instead of the entire
table. By default, Access searches the last field you clicked in before beginning the
search. If you want to search the entire table, you can select that option in the Find and
Replace dialog box.



To open the Find and
Replace dialog box, you can
also click Find on the Edit
menu or press Ctrl+F.

You can change your search
to the entire table, rather than
a single field, by clicking the
Look In down arrow and
selecting the table name.
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In this exercise, you use the Find command to locate the human resources information
in tblHumanResourcesData for the employee with the job title of Host.

1 Click in any cell in the Title field.

2 On the Table Datasheet toolbar, click the Find button.

The Find and Replace dialog box appears, with Title already in the Look In
box.

i a8

Find l Replace

Find What: | ~]
Cancel

Lock In: |Tit|e j
IMakch: Whole Field -
Search: all -

™ Match Case | Search Fields s Formatted

3 In the Find What box, type Host, and click Find Next.
Access selects the record that contains Host in the Title field.

4 Click the Close button in the top-right corner of the Find and Replace
dialog box.

The Find and Replace dialog box closes.

Using Filters with a Table

By using a filter, you can restrict data so that only records in a table meeting certain
criteria are displayed. For example, you can create a filter to view records in
tblHumanResourcesData for only employees who earn more than $30,000 a year.

In Access, you can create filters in two different ways. Filter By Form allows you to
specify a field and a specific value in that field to use as the filter. Filter By Selection
filters based on the contents of the currently selected field.

Filters do not affect the table itself, and they can be turned on and off using the Apply
Filter and Remove Filter buttons. These two buttons are actually the same button: the
button name changes (although the picture on the button does not) depending on the
filter state. After you have created a filter, the Apply Filter button becomes the Remove
Filter button. When you click the Remove Filter button, the table reverts to its original
display.

[N
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In this exercise, you create a filter that restricts the data in tblHumanResourcesData to
employees who earn $30,000 or more a year.

The values in the drop-down 1 On the Table Datasheet toolbar, click the Filter By Form button.

menus are values that exist The Filter By Form window for tbIHumanResourcesData appears.

in at least one record in the

table. 2 Click in the Hours field, click the down arrow that appears, and then click
40.

B thiHumanResourcesData: Filter by Form

Ernployee ID Date Hired

3 On the Filter/Sort toolbar, click the Apply Filter button.

The table appears, showing only records for employees who work 40
hours each week.

& thiHumanResourcesData : Table ._ E|fg|
|| Employee ID Date Hired Title Haurs Salary
iAo 25-Feb-898 General Manager 40 $42 000.00
| [M201 26-Now-90 Marketing Manager 40 §45200.00
| |M202 02-May-91 Marketing Rep 40 $35,000.00
| |M203 07 -Apr-90) Marketing Rep 400 §31,800.00
(204 25-Jan-89 harketing Rep 400 $25,000.00
| |M208 09-A0g-89 Marketing Rep 40§34 .450.00
| |M209 27-Feb-93 Marketing Rep 40 $33,500.00
| |M210 20-Apr-93 Marketing Rep 400 $33,350.00
| [M213 10-Jul-89 Marketing Rep 400 $36,040.00
L |M214 12-Oct-91 Marketing Rep 40§34 500.00
| |R221 15-Jan-28 Host 400 $25,040.00
| |R344 15-Apr-98 Head Chef 40 $45000.00
You can add new records to | |=503 23-Mar-95 Athletic Directar 40 $43.860.00
a table of filtered records. | |SE08 01-Jul-88 Entertainment Directar 40 $32 500.00
The new records will be L SE07 01-Dec-97 Children's Director 40 $32,500.00
included in the original table & 40 $0.00
after the filter is removed. Recard: 14 [ 1 _» | M| of 15 (Fitered)

4 On the Table Datasheet toolbar, click the Remove Filter button.
The table returns to its original display.

5 In the Title field, click any record for a Marketing Rep.
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6 On the Table Datasheet toolbar, click the Filter By Selection button.
The table appears, showing only records for employees with the title
Marketing Rep.

E| tbIHumanResourcesData : Table r._|rg|g|
Employee ID Date Hired Salary
P M202 02-Way-91 GEGEEE T $35,000.00
| |M203 07-Apr-90 Marketing Rep 40 $31,800.00
| |M204 25-Jan-89 Marketing Rep 40 $23,000.00
| |M208 09-Aug-89 Marketing Rep 40 $34,450.00
| |M209 27-Feb-93 Marketing Rep 400 %33,500.00
| |M210 20-Apr-93 Marketing Rep 40 $33,320.00
L |M213 10-Jul-89 Marketing Rep 400 %36,040.00
| |M214 12-0ct-91 Marketing Rep 40 $34,800.00
$0.00

Record: 14 1 b | Ml || of &(Filtered)

7 On the Table Datasheet toolbar, click the Remove Filter button.
The table returns to its original display.

8 On the Table Datasheet toolbar, click the Save button.
Access saves tblIHumanResourcesData.

9 Click the Close button in the top-right corner of tbiIHumanResourcesData.
The table closes.

Establishing Relationships between
Tables

You can establish relationships between tables that contain similar information or
fields. There are three types of relationships that you can establish between the fields in
tables: one-to-one, one-to-many, and many-to-many. Many-to-many relationships are
beyond the scope of this course.

A one-to-one relationship exists when two tables have an identical field containing
the same information, meaning each record in a table has one matching record in a
related table. For example, both tblIEmployees and tbIHumanResourcesData have an
EmployeelD field that contains 28 records listing the employee IDs for the same 28
employees of Adventure Works. The lists are identical, which means that employee
H101 has one record in tblEmployees (listing the employee’s address and phone
number) and one record in tblHumanResourcesData (listing the employee’s salary,
position, date of hire, and hours worked per week). The relationship between
tblIEmployees and tblHumanResourcesData is a one-to-one relationship because if
there is a record containing H101 in the EmployeelD field of tbIEmployees, there is
one and only one record containing H101 in tblHumanResourcesData.

[N



Most database relationships
are one-to-many
relationships.

Access 2002 allows you to
print a copy of the relation-
ships in your database.

Reports are discussed in
more detail in Lesson 6,
“Designing a Report.”

3.10 Database Fundamentals

A one-to-many relationship exists when each record in a table has one or more
matching records in the related table. For example, tblVendors lists the vendors that
sell products to Adventure Works. Each vendor and its vendor ID appear only once in
tblVendors. The products ordered from these vendors are listed in tbIProducts, and
because each vendor sells more than one product, the VendorID might appear several
times in this table. If you established a relationship between tblVendors and
tblProducts, the result would be a one-to-many relationship.

An advantage to establishing relationships between tables is that you can enforce
referential integrity, which helps prevent inaccurate values from being entered into
related fields. Referential integrity requires that the record(s) in one table in a
relationship have one or more corresponding records in the other table in the
relationship. If referential integrity were enforced between tblVendors and tblProducts,
for example, you could not enter a product into tbIProducts if the vendor was not also
listed in tbIVendors.

Relationships between tables can be created, modified, and enforced with referential
integrity from the Relationships window, which is opened by clicking the
Relationships button on the Database toolbar.

You can print the relationships as they appear in the Relationships window by clicking
the Print Relationships command on the File menu. When you print relationships, a
report is created that contains the relationships exactly as they appear in the
Relationships window. You can customize this report and save it as a separate object in
the database.

In this exercise, you create a one-to-many relationship between the VendorID fields of
tbIVendors and tblProducts, print the relationships in the database, and enforce
referential integrity.

1 On the Database toolbar, click the Relationships button.
The Relationships window appears.



You can also open the Show
Table dialog box by clicking
Show Table on the
Relationships menu.

2
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On the Relationship toolbar, click the Show Table button.
The Show Table dialog box appears.

Show Table

Tables lQueriesl Both l Add

Close

thlGuests
thliGuestsBackup
thiHumanResourceshata
thlInsurance

tblProductks
thlReservations
thlSuites

thlvendars

Click tblProducts, and click Add.
Access adds the field list for tbIProducts to the Relationships window.

Click tblVendors, and click Add.
Access adds the field list for tblVendors to the Relationships window.

3.1
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Click Close.
The Show Table dialog box closes, and the Relationships window

becomes completely visible.
EX
.S

=2 Relationships

YendorID
De=cription

vendorblame
YendorAddre:

(£

[
|

In the tbIProducts field list, click VendorID, and drag the field name on top
of the VendorlID field in the tblVendors field list.
The Edit Relationships dialog box appears, as shown below.

Edit Relationships

Tahle/Query: Related Table/Query: Create
| =l =

VendorID = | vendorID -

Cancel

Join Type..

£

Create Mew., .,
[ Enforce Referential Inkeqgriky —_—

—
—

Relationship Type! Cne-Ta-Many




The 1 next to tbIVendors
indicates that it is on the one
side of the one-to-many
relationship, while the infinity
sign () next to tbIProducts
indicates that it is on the
many side.

RS is the code for Ritzy
Restaurant Supply, which is a
record in tblVendors.

10
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Select the Enforce Referential Integrity check box, and click Create.

The Edit Relationships dialog box closes, and a line appears between the
VendorlD fields in the tbIProducts and tblVendors field lists, indicating that
a relationship exists.

=2 Relationships EI[E|PX|
.S

YendorID YendorD
Description YendaorMame

Yendorfddre:

On the Relationship toolbar, click the Save button.
Access saves the Relationships window.

On the File menu, click Print Relationships.
The relationships in the database appear as a report in Print Preview.

On the Print Preview toolbar, click the Print button.
A message box appears, telling you that Access is printing the table.

Click the Close button in the top-right corner of the Print Preview window.
An alert box appears, asking if you want to save changes.

Click No.
The alert box closes.

Click the Close button in the top-right corner of the Relationships window.
The Relationships window closes.

Click tbIProducts, and click Open on the Database window toolbar.
The table opens in Datasheet view.

Click the New Record button.
In the VendorlD field, type RQ, and press Tab.

In the Description field, type Pillow Chocolates (1000), and press Enter.
An alert box appears, indicating that you cannot add this record because a
related record is required in tblVendors.

Click OK.

The alert box closes.

Click in the VendorID field, delete the existing text, type RS, and then
press Enter.

3.1



You can use a subdatasheet
to view and edit related
records in tables with a one-
to-many relationship.

3.14 Database Fundamentals

Access selects the text in the Description field. No alert box appears; RS is
an acceptable value.

20 Click the Close button in the top-right corner of tblVendors.
The table closes.

Creating Subdatasheets

If you have two tables in a one-to-many relationship, you can create a subdatasheet to
allow you to see the records from one table while the other table is open. A
subdatasheet is a table within a table. For example, if you create a subdatasheet from
the one-to-many relationship between tblVendors and tbIProducts, you can see the
products carried by each vendor listed in tbIProducts by expanding the record in
tbIVendors.

For a subdatasheet to work, there must be at least one identical field in both the table
that you are working in and the table that you want to insert as a subdatasheet, and that
field must be the primary key for at least one of the tables. For tblVendors and
tblProducts, that field is VendorID, the primary key in tblVendors.

In this exercise, you create a subdatasheet in tblVendors that contains the related
information from tblProducts.

1 Click tbIVendors, and click Open on the Database window toolbar.
The table opens in Datasheet view.

2 On the Insert menu, click Subdatasheet.

The Insert Subdatasheet dialog box appears, with tbIProducts already
selected.



To delete a subdatasheet,
point to Subdatasheet on the
Format menu, and click
Remove.

You can enter new data
directly into a subdatasheet
by clicking in the first empty
record in the subdatasheet
and typing.
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Click OK.

The Insert Subdatasheet dialog box closes, and tblVendors appears in
Datasheet view, with plus signs (+) to the left of the records, which indicate
the presence of subdatasheets.

E| thi¥endors : Table

“endorlD “endorhame “WendorAddress City State

Ak Erewhon Children's Store 101 First Avenue Erawhon CA
| |+ EN Party Eternal 1601 Main Street Maorth Hollywood | CA
| [* HK The Housekeeper Helper 14 Elm Strest Santa Barbara CA
| |+ KC Cheap Kitchen Gear LLC 234 Fifteenth Avenue El Monte CA
| |+ KH Hotel Details 9834 North Broadway | “alencia CA
| |+ KE ProCook Supply 245 Oak Boulevard Torrance Ch
| _|* PP Everything Printing 4747 92nd Way Erewhon CA
| _|[* RC Clocktower Sporting Goods 212 Central Avenue Santa Barbara CA

+ R3 Ritzy Restaurant Supply 15 Elm Street Santa Barbara CA

Record: 14| 4 | T b || eF o | | o

Click the plus sign (+) to the left of the first record, for VendorID CH,
Erewhon Children’s Store.

The subdatasheet of products offered by Erewhon Children’s Store, taken
from tbIProducts, appears.

& thi¥endors : Table |
endorlD WendoriMame ‘endorAddress City State ip =~

b - CH Erewhon Children's Store 101 First Avenue Erewhon CA 05042
L | Description
»

| [Jump ropes (
| [Glue (10
| |Scissors (10)
Construction Paper (500 sheets)
| |Face Paint {50-Assored)

| |Puppet Theater

| [Leather scraps (15 Ib.)

Leather tool sets

| |Bird House Kits

| |Whiffle Ball Bats (10}

*
: +EM Party Eternal 1601 Main Street Morth Hollywood —  CA 80003
|+ HK The Housekeeper Helper 14 Elrn Strest Santa Barbara CA G000g
| |tKC Cheap Kitchen Gear LLT 234 Fifteenth Avenue El iante CA 31234 ﬂ

Record: 4] 4 | T b [ M| of 11

On the Table Datasheet toolbar, click the Save button.
Access saves tblVendors.

Click the Close button in the top-right corner of tblVendors.
The table closes.



If it takes a long time to
import a spreadsheet, an
error might have occurred. To
cancel the import, press
Ctrl+Break.

If you encounter problems
while importing records,
Access will add a row to your
table called Import Errors.
For a list of the errors,
double-click the Import Errors
table in the Tables section of
the Database window
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Importing Records from an External
Source

When adding data to tables, you might find that some of the data that you want in your
database already exists in a Microsoft Excel worksheet, an HTML file, a text file, or a

table from another database program. Although you could print the data and type it in

your database, it is easier to import the information into Access from the source.

To import data, the field names in the source must be identical to the field names in the
table where the data is being copied. Also, the data types in the source must be
compatible with the data types in the table where the data is being copied. For
example, if a field in the source contains text and you attempt to copy it into a table for
which the corresponding field is a number, you’ll receive an error message.

In this exercise, you import data from the Excel worksheet ImportPractice into a new
table in the Database Fundamentals 03 database.

1 On the File menu, point to Get External Data, and click Import.
The Import dialog box appears.

2 In the Look in box, verify that the Database Fundamentals Practice folder
is selected.

Click the Files of type down arrow, and click Microsoft Excel (*.xIs).

4 Click ImportPractice, and click Import.
The first Import Spreadsheet Wizard dialog box appears.

Bl Import Spreadsheet Wizand @

Your spreadsheet file conkains more than one worksheet or range, Which worksheet or range
wiould you like?

% Show Worksheets

T Shows Named Ranges

Sample data for worksheet 'TmportPractice’.

1 GuestID FirstName [LastName laddress i‘
?1 Tomn Iretzinger (1000 Jefferson

?2 Folbin Hiellen 345 23rd Avenue

(4 b Mohn Chen 234 S, Dakota

?4 [zarth Fort 204 W. Florida

ES Fhelly Bezymanski BZ1 Washington Way j
< >

Cancel | Mext = | Finish |




The column headings (field
names) for the imported data
appear in the row to the right
of the number 1.

If you choose the In an
Existing Table option, you
must be sure that the field
names and data types of the
data that you are importing
match those in the existing
table.

6
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Verify that the Show Worksheets option is selected, and click Next.
The next Import Spreadsheet Wizard dialog box appears.

Bl Impornt Spreadsheet Wizand gl

Microsoft Access can use vour column headings as Field names for wour table, Does the First
row specified contain column headings?

[~ First Row Contains Column Headings

1 FuestIlh FirstName [LastName lbddress -
?1 [Torn Getzinger [1000 Jefferson
?2 Fokin Hiellen F345 23rd Avenue
(4 s Hohn Chen b3t 5. Dakota
?4 Izarth Fort [Fz04 W. Florida
ES Ehelly Erymanski [BZ21 Washington Way j
4

Cancel < Back | Mext = | Einish |

Select the First Row Contains Column Headings check box, and click
Next.

The next Import Spreadsheet Wizard dialog box appears, as shown here:

B Import Spreadsheet Wizard ﬁl

You can store your data in a new kable or in an existing table,

Where would vou like to store your data?

i+ In a Mew Table :
" In an Existing Table: | =1

GuestID |[FirstNamwe |Lastlaane Lddress

Tom etzinger [1000 Jefferson -
[Fobin Hiellen 345 23rd Avenues

John IChen E3d4 2. Dakota

[zarth Fort 204 W. Florida

Fhelly Bezymanski BZ1 Washington Way
Louise Morogan H99 3, 43rd ALvenues j

i
Cancel < Back | Mext = | Einish |

11 e e
O TR S

3.1



If you do not want a certain
field to be imported, you can
select the Do not import field
(Skip) check box.

You can always change or
delete the primary key
specification in Design view
after the table is created.
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Verify that the In a New Table option is selected, and click Next.
The next Import Spreadsheet Wizard dialog box appears.

B Import Spreadsheet Wizand EJ

You can specify information about each of the fields vou are imparting. Select fields in the
area below, ¥ou can then modify Field infarmation in the 'Field Options' area.
Field Options
Field Mame: M | J
Indexed: |‘.’es (Duplicates OK) j [ Do not import Field (Skip)
LastName Address
Fetzinger 1000 Jefferson &
Hijellen 345 23rd Avenue
IChen E3d4 2. Dakota
Fort 204 W. Florida
Bezymanski BZ1 Washington Way
Morogan H99 3, 43rd ALvenues j
i
Cancel < Back | Mext = | Finish |

Click Next to accept all fields.
The next Import Spreadsheet Wizard dialog box appears.

& Import Spreadsheet Wizand @

| BEHRTE
FAEHERRT
F HEH OHEE RRR
0 KN RN RRR
B Hn onen RRR

Microsoft Access recommends tha

t wou define a primary key for

wour new table, & primary key is used ko uniguely identify each

record in wour kable, It allows vou

to retrieve data more quickly,

& Let Access add primary key.

" Choose my own primary key.
™ Mo primary ke,

|

GuestID |[FirstName |Lastaane Address
1 Tom etzinger [L00O0 Jefferson =
Folbin Hiellen 345 23rd Avenue
John Chen 34 2. Dakota
[zarth Fort 204 W. Florida
Ehelly Erymanski |[BZ21 Washington Wawy
Louise Morcgan Pa9 2. 43rd jl.venqu
2l
Cancel < Back | Mext = | Finish




If you do not have the Table
Analyzer Wizard installed on
your computer, the | would
like a wizard to analyze my
table after importing the data
check box will not appear.

If you leave the Display Help
after wizard is finished check
box selected, Access Help
will open after you import the
table.

10

11

12
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Click the Choose my own primary key option, verify that GuestID appears
in the box to the right, and then click Next.

GuestID is selected as the primary key, and the next Import Spreadsheet
Wizard dialog box appears.

B Import Spreadsheet Wizard El

That's all the information the wizard needs to import vour data.

Import to Table;

[ I would like a wizard to analyze my table after importing the
data,

[ Display Help after the wizard is finished.

Cancel < Back ‘ Einish |

In the Import to Table box, delete the existing text, and type
tblimportPractice.

Verify that the | would like a wizard to analyze my table after importing data
and Display Help after wizard is finished check boxes are cleared, and
click Finish.

A message box appears, telling you that Access is finished importing the
table.
Click OK.

The new table, tblimportPractice, now appears in the list of tables in the
Database window.
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13 Click tbllmportPractice, if necessary, and click Open on the Database
window toolbar.

The table opens in Datasheet view.

GuestlD FirstMame LastMame Address City State Posts «
id 1 1om Getzinger 1000 Jefferson  Denver co 90421
| 2 Robin Hjellen 2345 23rd Avern Las Vegas Y 10032
| 3 John Chen 234 5. Dakota Santa Fe IR 24312
| 4 Garth Fort 7204 WY, Florida San Francisco | CA g2331
| 4 Shelly Szymanski B21 Washingtor Boulder co 44565
| 6 Louise Margan 999 S. 43rd Ave Palo Alto CA 34554
| 7 Karen Khanna 3406 W, 3rd Aw Eugene OR 22398
| G Meng Phua 39013 Kentucky Miami Beach  |FL 17686
L 9 Michelle Wotova 300 5. Universit Los Angeles | CA 7B756
| 10/ Jahn M affei 3394 Lincoln Dr Spokane WA, 23477
| 11 Darlens Rudd 6103 Adams  Austin TA 80323
| 12/ Kim ‘foshida 9395 First Aven Sante Fe Lyl 20102
L 13/ Rob *f oung 72034 5. Flond: Salt Lake City |UT 07033
| 14 James Wilson 8723 14th Ave. Carson City MY 12533
| 15 Stave DeBroux 3422 E. 8th Ave Phoenix AT 67681 -
4z Tod [Ey— ANAAE © 400 e Dl ~o ATz an
Record: 14 4 | T _» | vl [p#] of 49 A LH
— —

14 Click the Close button in the top-right corner of tblimportPractice.
The table closes.

Copying Records into a Table

If the records that you need for your table exist in another table, these records can be
copied from one table to another, even if the other table is in another database. If you
want to copy data from one table to another, you have to follow the same rules that you
follow when importing data from an external source: the field names in the originating
table must be identical to the field names in the table in which the data is being copied,
and the data types in the originating table must be compatible with the data types in the
table in which data is copied.

To copy data from one table to another, you use the Copy and Paste buttons. After you
select the data to be copied and click the Copy button, the data is saved on the Office
Clipboard. The Office Clipboard is a special file accessible in Microsoft Excel, Word,
Access, Outlook, or PowerPoint and can be used to copy and paste data within a file,
between files, or between applications.

The Office Clipboard can hold up to twenty-four different items. To choose which
saved item will be pasted, to clear the clipboard, or to paste all the items on the
clipboard, you display the Office Clipboard from the Edit menu, and then click on any
item in the Clipboard that you want to paste into the current database.

Lesson Wrap-Up

This lesson covered how to change the format of tables, sort and find records in a table,
use filters, establish relationships among tables, create subdatasheets, and import
records from an external source.

If you are continuing on to the next lesson:
Click the Close button in the top-right corner of the Database window.
The Database Fundamentals 03 database closes.

If you are not continuing to the next lesson:

To quit Access for now, click the Close button in the top-right corner of the
Access window.

Access and the Database Fundamentals 03 database close.
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Quick Quiz
What is a subdatasheet?
What is referential integrity?

What are the two types of filters?

A WO DN -

What is the difference between a one-to-one relationship and a one-to-
many relationship?

How do you import records?
What does the Find command do?
What is the default format for a table?

What do input masks and Lookup fields do?

© 00 N O O

What are the two types of sorts?
10 What does a filter do?

Putting It All Together

Exercise 1: Import the Excel worksheet ImportPractice, and name the new table
tblGuestList. Change the MailingList field to display either Yes or No. (Hint: Use the
Format property for the field.) Sort the table so that the records are arranged
alphabetically by last name. Set the text to 12-point Bookman Old Style, and make the
background of the table yellow. Adjust the column widths so that all the text is visible.
Search for the address that includes the word Carter. (Hint: In the Find and Replace
dialog box, set the Match box to Any Part of Field.) Use the Filter By Form button to
find only records for guests from CA. Save and close the table.
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Exercise 2: Set up a one-to-many relationship between tblSuites and tblReservations.
(Hint: The SuitelID field in tblSuites contains the same data as the SuiteNo field in
tblReservations.) Enforce referential integrity so that you cannot accidentally make a
reservation for a suite that doesn’t exist. Print a copy of the relationships in the
database, and do not save the report that Access creates. Save and close the
Relationships window.

Exercise 3: Open the tbllnsurance table in the Database Fundamentals 03 database
and examine it in Datasheet view. Open the tblHumanResourcesData table in Design
view and add a field named PlanID. Set its Data Type and Field Length properties
according to the data you see in the tblInsurance table. Create a meaningful Caption for
the field, and assign one of the existing plan IDs as a Default value. Save the
tbl[HumanResourcesData table and switch to Datasheet view. Assign one of the
existing health plan codes to each employee in the tbiIHumanResourcesData table.
Close the table when finished.

Exercise 4: Open the Database Fundamentals 03 database and then open the
Relationships window. Create a one-to-many relationship between the tbllnsurance and
the tblHumanResourcesData table, using the PlanID field as the joint field. Make sure
to enforce referential integrity. Print the relationship. Open the
tbl[HumanResourcesData table and insert a new employee (don't forget to enter the new
employee in the tblEmployees table as well). Assign a new ID to the employee and
create the other required data. Try to assign a Health Plan code of F. Does Access let
you assign that code? If not, assign some other valid health plan ID for the record.

Exercise 5: Open the tblHumanResourcesData table in Datasheet view. Sort the table
in ascending sequence using the Health Plan data field. Print the sorted table. Sort the
table again using the Employee ID field to return it to its original sequence. Use Filter
By Selection to select and filter the table on each of the Health Plan ID codes, starting
with A, then B, and so forth. Print the results of each filter before removing the filter.
Compare the employees returned for each filter to the list of all employees sorted by
health code. Do all of the employees show up in each list for each plan ID? Open the
tbllnsurance table and insert a subdatasheet using the relationship between the
insurance and human resources table. Expand the subdatasheet for each health plan ID
and compare the list of employees to the results of your filter printouts for each plan ID
code.



