databases and database management systems.

L Databases can help you:

o/ Store mformaﬁon

o L o 73; database stores data in one or more spreadshegt _hke lists called tables. For instance, one table ina database

* I &l might store all data about a company’s products, another Table might store data about the company's
enf d customers, and another might store data about the comparn A database containing just one table is
@ﬂv/ g pany's g1

called a sample database, while one that contains two or more tables of related information is called a
relational database. Figure -1 shows the Sales Reps table you will create in this unit, Wthh will be used to
g keep track of sales rep information. Ea&{h row in the table is called a record. Records consist ijwids which
N contain information about one aspect of record, such as the rep's last name or the sales goal. The.column,
. headings in the table are called field names. Because entering data in the rows and columns format of a
@ " table is tedious, you can create a form to make data entry easier. A form is a user-friendly window that
’s contains text boxes and labels that let users easily input data, usually one record at a time. Each text box in a
form corresponds with a field from a table. Figure J-2 shows the form you will create in this unit that is based
on the Sales Reps table. ; '

AT

Retrzeve mfcrmatlon
Once Vot ‘add data to a database, you can use Access queries or reports to retrieve o1 display all or part of the
Tk information in meaningful ways. A . guery extracts data from one or more database tables according to criteria
A & that you set. For instance, at Outdoor Designs, you couid create a query that displays all the customers in '
e \;,‘ y California. You can also create reports that print selected information from the database. A reportis a summary
v/ of information pulled from the database, specifically designed for printing. Tables, forms, queries, and reports
are program components called objects. Table J-1 provides a summary of common database objects.

% Y s Connect information

1 y¥ Y)( As a relational database management system, Access is particularly powerful because you can enter data once
50 hR and then retrieve information from all or several tables as you need it. For example, Figure J-3 shows a report
Q;J v that contains fields from two related tables, Sales Reps and Sales Managers. Bach table has mostly unique
5 Q information, but they share Manager ID as a common field. Because the Manager ID field is shared by both
5\ tables, the tables can be linked, allowing you to pull information from both at once. Also, if you make changes
OQ to the data in a particular field in a table, any other object (such as a report or a query) that contains that field
will automatically update to reflect the new value. For instance, in the example shown in Figure J-3, let's
imagine that sales rep Linda Davis changed her name to Linda Brown. If you delete Davis from the Last Name
field in the Sales Reps table and replace it with Brown, the report at the top of the figure would automatically
update to show the last rep’s name as Linda Brown. Likewise, if you replaced Davis with Brown in the Last

Name field in the report, the field value in the table would automatically change from Davis to Brown.

TABLE J-1: Gommon database objects in Access

Table ~ Alistof data organized in rows (records) and columns (frelds) _
“ Query _ A set of criteria you specify to retrieve data from a datai)ase . *
_ Form  Aw wmdow that lets you view, enter and edit data ina database one record at a time
Report  Aw sumrnary of database information de5|gned specaﬁcal%y for d|5tr|butmg or printing
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Datasheet Vie

When you start working in a new database, a blank table opens in Datasheet view. In Datasheet view, you
can add fields to a table and view any data that the table contains. Before you begin adding fields to the
table, it is a good idea to save the table with an appropriate name. Although you afready saved the database,
you also need to save each object you create within it, including tables. To add a field to a table, you need
to specify its data type (such as Text or Currency) and then specify a name. See Table |-2 for a description
of field data types you can use. Every table in a database must contain one fieid that is designated as the
pnmary key fie!d WhICh umquely identifies each record among all other records in a database. By defauit,
a blank 1D field, which is  automatically designated the primary key
field. 3 58 \ou need to save the blank table with the name Sales Managers. Then, before you add new
fields, you need to change the ID field data type to Text. Finally, you need to specify names and data types

for-new fields in the table.
Cﬂﬁ?ﬁﬁ—f»jz«g

e AutoNumber
data type guaran-
tees that each
record Is unigquely
identified, even if-
some fields contain
identical information
(for instance, two
customers with the
same last name),
AutoNumber fields
cannot he modified.

To rename a field,

new name.

named fields with
data types applied,
click More Fields in
the Add & Delete
group, then ciick
a field.

within and are only
available from the
database file, not as
separate fies.

double-click the field |
name, then type the 35

To access a variety of B

1. Click the Save button ke on the Quick Access toolbar
The Save As dialog box opens. You need to specify a name for the new table.

2. Type Sales Managers in the Table Name text box, then click OK
The Sales Managers table is saved to the Outdoor Designs database, The name Sales Managers now appears
under the Tables heading in the Navigation Pane and in the tab above the datastieet. Notice the ID field. In
this table, the ID field name can be used to store each manager’s ID number.

The 1D field is selected. Notice that the Data Type text box in the Formatting group indicates that the field has
the AutoNumber data type applied to it. The AutoNumber data _type assigns a unique number for each
record in the table, starting with 1 and_ 1ncreas1ngﬁeque1}t1aily by 1 for each record. You need to change the
data type to Text, because Manager ID numbers are unique 1 numbers that need to be entered individually.

4. Click the Data Type list arrow in the Formatting group, then C|IC!§_ Text, as shown in

Figure |- 6

The ID field now has the Text data type applied to it. The Text data type is appropriate here because it lets you
enter text (such as names), numbers that do not require calculations {such as phaone numbers}, or combinations
of text and numbers (such as street addresses)

Amenu of avaﬂable ﬁeld types opens, as shown in Figure J-7. You want to apply the Text data type to this field
because it wilf be used for manager last names.

6. Click Text-

The Text data type is now applied o the second field, and the temporary field name Field1 is selected. You can
now type the name for this field

7. Type Manager Last Name, then press [Tab]
The second field in the table now displays the name Manager Last Narme. The Data Type list is now open for
the third fieid in the table, which you need to use for managet first names.

8. Click Text, type Manager First Name, click Click to Add, click Text, type Region, then save
your changes e
You entered the Manager First Name field name and the Region field name and applied the Text data type for
each. The table now contains four text fields, as shown in Figure J-8.
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FIGURE J-5: Applying the Text data type to the 1D field
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tﬁ? TAELE J-2; Common field data types

~ Text - Aword or string of words numbers that do not require calculations, or a combmatlon of text and numbers 55’7/ ) ﬁﬁj}ﬂ“ﬁ#'g
AutoNutﬁBét “ Umque sequenttal numbers that Access assigns to each new record whlch ggﬂuqthagg_qd ...... T
Datefl" ime ~ Date and time values

— Number  Numeric data to be uséd in caicuiatlons

LgCurrency o “Cura’ency values and numeric data used in caicu[atlons

o Yes/No h Values that can be only Yes or No; used to |dentify .tt:.e.p‘rresence or absence ot specﬁ" c crstena -
Memo _. Lengthy text (whlch can also contam numbers that do not require caEcuIatlons) |
Calculated Displays a value that is the result of a formula that includes field values
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Databases usually contain many tabEes To add a new table to a database, click the Table button in the Tables
group on the Create tab. Although you can add fields to a new or an existing table using Datasheet view, it
is often easier to use Design view. In Design view, you use a grid to enter fields and specify field data types.
You can also add field descriptions to fields in Design view. A field description identifies the purpose of a
field and helps users of the database understand the information that the fleld is meant to contain. You can

also use Design view to view and change the primary key field in a table, S22
table that contains information about the Sales Reps. You decide to create this table using Design view,

You need to create a new

1.
2.
3.

You can alse change

to a different view

by clicking the view

buttans on the right

end of the status bar.
4
5.
6.

tion message in the
status bar wherever
the Gold Star Club
field is used, click the
Property Update
Options button
below the Descrip-
tion you typed, then
click Update Status
Bar Text everywhere
the Gold Star Cluty
is used.

Click the Save button [ [id| on the chk Access toolbar, type § Saies  Reps in the Save As
dialog box, then click OK

The Sales Reps table is saved to the Outdoor Designs database. The name Sales Reps now appears under the
Tables heading in the Navigation Pane and in the tab above the datasheet, next to the Sales Managers tab.

The main WlndOW now d1splays a grid with the headings Field Name Data Type and Description. The ID field
is Iisted as the first field; the key icon to the left of ID indicates that this is the primary key field. You want to
change the name of the ID field to Rep ID.

The ID field name is changed to Rep ID. This field currently has the AutoNumber data type applied to it. You
want to change the data type to Text because each rep is assigned a unigue Rep .

The Rep ID field now has the Text data type. You need to enter a description for this field, whlch wﬂl appeai
in the status bar and help users understand what type of data should be entered for this field.

Press [Tab), type Unique number assigned to a rep, then press [Enter]

Pressing [Tab] or [Enter] moves the pointer to the next cell in the grid. The blank field below Rep ID is now

__active and ready for you to type a new field name in it.
. Type Rep Last Name, press [Enter] three times, type Rep First Name, press [Enter] three

times, type anager 1D, then press [Enter] three times
You entered three new fields and specified the data types for each as Test. If you specify no particular data
type, the Text data field is automatically applied.

Goal, press [Enter], click the Data Type list arrow, click Currency, then press

[Ente;’] twice
You applied the Currency data type to the Sales Goal field. The Currency data type is appropriate because this
field will contain the dollar amount of a rep’s sales goal for the year. Any numbers entered in this field will
automatically be formatted as currency.

E Typmg the letter Y in the Data Type column applied the Yes/No data type for the Gold Star Club field. In

Datasheet view, any field with a Yes/No data type will contain a check box; a check mark in a field check box
indicates a Yes value for the field. The description you typed in the Description column will let users know to
mark this field as Yes if the rep achieved his or her sales goal in the prior year. Compare your screen to Figure J-10.
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HIGURE J-9: Specifying a data type for the Rep ID field in Design view
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To rename a field in
Datasheet view,

double-click the field

name to select it,
then type the
new name.

The Field Properties
pane changes
depending on which
field is currently
selected. Different
data types have
different fieid

property options.

You must save
changes to an
object before

switching views.

After creating a table, you might need to make changes to it. For instance, you might want to add field
descriptions or insert delete, rearrange, of rename fields. AIthough you can make some table design
can set field properties. Freid propert:es are data chEFéEter;EE;that dictate how Acc Access stores, handles,
and displays field data. For instance, the Field Size property for the Text data type specifies the number of
characters that a user can enter for that field. If a field name is long, is technical, or uses abbreviations, you
might want to change its Caption property. The Caption property is a label that appears in a form or in
Datasheet view in place of the field name to clarify the field's contents for data entry or interpretation. You
use the Field Properties pane to view and change properties for a selected field. 4
changes to the Sales Managers table. You need to change the name of the ID field, limit |ts field size to 5, and
add a field description for it. You also need to add captions to two fields and insert a new Date Hired field.

1. Click the Sales Managers table tab, click the View fist arrow in the Views group, then click

_Design view
The Sales Managers table opens in Design view, The Field Name column shows the four fields this table con-

tains. The middle Data Type column shows that each fleld has the Text data type applied. You want to change_m

The field name is changed to Manager ID. The Field Properties pane at the bottom of the screen displays the
field properties for the Manager ID field. The settings reflect the default settings for the Text data type. By
default, text fields have a limit of 255 characters,
Double-click 255 in the Field Size text box in the Field Properties pane, then type 5 _
Users will not be able to enter more than five characters for this field, as shown in Figure J-11. This will help
prevent data entry errors because the manager ID is a five-digit number.
4. Click Manager ID in the Field Name column, press [Tab] twice to move to the Description
text box, type Unique ID number assigned to manager.
_This description will appear in the status bar in Datasheet view or Form view when this field is active.

3. Click Region in the fourth row of the Field Name column, then click the insert Rows
button in the Tools group
A new, blank row is inserted between Manager First Name and Region.

mmwrmu@.—.—.‘:'

) for the Manager Last Name field is now Last Name. This means that only Last Name will be
displayed as the field name for this field in Datasheet view and in any form that includes this field.

- 8. Click Manager First.Name, click in the Caption text box in the Field Properties pane, type

First Name, then press [Enter]
You specified the caption for the Manager First Name field as First Name, as shown in Figure J-12.

9. Save your changes, then click the View button in the Views group

The view changes to Datasheet view, as shown in Figure J-13. Notice that the Manager Last Name and Manager
First Name fields now appear as Last Name and First Name, reflecting the changes you made to the Caption
property for these fields.
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View list arrow =

FIGURE J-11: Changing the Fietd Size property for the Manager ID field in Design view
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You can alse press
[F11} to open or
close the
Navigation Pane,

A pengil icon
appears in the row
sefector for the first
record, indicating

that this record is 3
being edited. F '

date by clicking the
calendar icon that
appears when you
click in a field for-
matted as a date,
then using the
calendar window to

To indicate No

Yes/No field, no

action is required;
just press [Enter] or
[Tab] to skip to the
next field. If you
inadvertently add a
check mark, click it
again to remove the
check mark.

To defete a record,

click the row selec-

tor for the record,
then press [Delete].

You can also enter a

complete the eniry.
e

You can use Datasheet view to enter data in a table; just click where you want to enter a value and start typ-
ing. Each row of the table is one record. A row selector to the left of each record lets you select a record
or records. The field names at the top of each column identify the fields. The data you enter in each field is
called a field value. 8723 You are ready to enter records into the Sales Managers and Sales Reps tables.
You decide to enter all three Sales Manager records, but only the Sales Reps records for the West region.

B 1. Click the Shutter Bar Close button [ on the Navigation Pane, then click in the Manager
ID field

With the Navigation Pane minimized, the Manager ID field name is highlighted, indicating it is selected. A
star in the first row selector indicates it is a new record. The Manager ID field description appears in the
status bar.

Notice that the field will not accept the sixth digit (7) because you set the Field Size property to five. The
manager ID for this record is actually 52099, so you can move on to the next field.

Press [Enter]
Pressing [Enter] or [Tabj accepts your entry and moves the insertion point to the pext field.

West, then p press [Enter]
“Access changed the date to the date format 9/3/2010. The Manager ID in the second record is now active,

5. Use the table below to add two more records to the Sales Managers table, press [Enter],
then compare your screen to Figure J-14

; Manager ID  lastName  First Name Date Hired ~ Region
791552 Jackson Alex ~10/5/2010 Midwest
70485 -Cardoso Sofia 4/22/20?1 East

S

6. Clickthe SaiesﬂReﬂEs table tab, then click the Datasheet View button [ on the status bar
In Datasheet view, the Six- fields you added in Design view appear as column headings, and the Rep ID field is
active. You need to-eniter the records for the reps who report to Emily Perkins. Emily’s Manager 1D is 52099.

B 7. Type R-1985, press [Enter], type Sanders, press [Enter] type Jerome, press [Enter], type

Club field, then press [Enter]

The value you entered for the Sales Goal field (1200575) is formatted as currency. The check box in the Gold
Star Club field indicates a Yes value.

> 8. Use the table below to add three more records to the Sales Reps table, save your
changes, then compare your screen to Figure J-15

Rep Last Rep First
RepID  _Name Name _  ManageriD  Sales Goal Goid Star Club
U R199  Garda  jose 52099 S875,275 T Ve B
R-1974 Holmes Grace 52099 $775,865 Yes
- R1981 Chung  David 52099 $665785  No |
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FIGURE J-14: Field values entered in Sales Managers table in Datasheei view
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I you start editing a
field and realize you
want to keep the
original entry, press
fEsc] to undo

the edit.

move to the
previous field in a
datasheet, press

[Shift][Tab],

You can also resize
columns by drag-
ging the column
separator to the
width you want.

You can afso save or
close a table by
right-clicking its tab,
then clicking Save
or Close.

Editing Data in
tasheet Viey

The data in a database is dynamic and always changing. Unlike a Word document or an Excel workbook, a
database is never “finished”; the data it contains constantly needs updating to reflect changes. To keep the
data in a database current, you need to add and delete records and make edits to individual fields on a

regular basis. You can edit the data in a table in Datasheet view using the editing skills you learned for Word
and Excel. To edit a fieid value, you need to select either the entire field value or the part of it you want to
edit, then type the replacement data. As you make edits in a datashest, you might find it helpful to resize
columns to make the data easier to see. To resize a column to fit its contents, double-click the line between
the column headings. To resize a column to a specific width, drag the line between the column headings
to the desired width. &5 You just learned that sales rep Grace Holmes moved to Ohio and now
reports to the Midwest sales manager, and that a new rep has taken over David Chung’s territory. You need
to edit these records in the Sales Reps table.

1. In theis\aleg Reps‘:ftable, click R-1981
Pressing [F2} sefects the entire field value R-1981, the Rep ID for David Chung,

81.in the fourth row, then press [F2]

The text you typed replaced the original field values for the Rep ID, Rep Last Name, and Rep First Name fields
for the fourth record. No other changes are needed for this record.

> 2. Type R-2010, press [Enter], type Horowitz, press [Enter], type Sam, then press [Enter]

3. In the Sales Goal feld for the Grace Holmes record, click to the right of $775,865.00,

press [Backspace] six times, type 225, then press [Enter]

The field value in the Sales Goal field for the third record now reads $775,225.00, the new sales goal for Grace
Holmes. Using the [Backspace] key is another useful method for editing field values in a datasheet, You can
also edit text by selecting it and then typing new text.

> 4. In the Manager ID field for Grace Holmes, double-click 52099, type 91552, then

press [Enter]
The Manager ID field value for the third record now reads 91552, which is the Manager ID for the Midwest
__ sales manager (Alex Jackson).

> 3. Point to the border between the Rep Last Name field and the Rep First Name field names

until the pointer changes tq 4, as shown in Figure J-16, then double-click
The Rep Last Name column widened-flist enough to fit the entire field name. The border between the field
names that you cticked is called the column separater. Double-clicking the column separator automatically
Tesizes a column to make it larger or smaller to fit the widest field name or field contents.

6. Double-click the column separator + between each of the field names in the field

name row
Each column is now resized, as shown in figure J-17.

7. Save your changes to the Sales Reps table, then click the Close ‘Sales Reps’ button
The Sales Reps table closes.

8. Save your changes to the Sales Managers table, then click
The Sales Manager table closes.
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FIGURE J-16: Resizing a column in Datasheet view
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If you want to print information from a database, you would usually print the object using default print settings. Click Print to open

Create a report that includes selected fields, then print it. However, the Print diatog box, which lets you adjust print settings. Click
there might be times when you want to print a datasheet or form. Print Preview to preview the object with its default settings. In Print
To print any object in Access, select the object in the Navigation Preview, you can use the tools on the Print Preview tab to adjust

" Pane, click the File tab, then click Print. The Print page opens in settings, then click the Print button when You are ready to print,

- Backstage view and displays three print options. Click Quick Print to
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Entering and editing records in Datasheet view is easy, but it is more efficient to use a form. In Datasheet
view, entering data in the grid format where you see all the records at once can be tedious and cause
eyestrain, and may risk introducing errors by entering data into the wrong record. A form usually displays
one record at a time and contains form controls—devices for inputting data, such as text boxes, fist

“arrows, or check boxes. You can create a form using a variety of approaches; the simplest is to click the Form

button on the Create tab, which creates a form based on the open database table or the currently selected
object in the Navigation Pane. &7y Karen asks you to create a form based on the Sales Reps table.

a form, click the
Theme button in the
Themes group on
the Form Layout
Toois Design tab,
then click the theme
you want.

T ———

You can alsa create a
new record by press-

ing {Tal] or [Enter]
after the last field in
a record,

A split form isa
form that displays
the data entry form
above the underlying
datasheet. To create
a split form, click the
Create tab, click
More forms in the
Forms group, then
click Split Form.

SO

To apply a theme to

1. Click the Shutter Bar Open button :2]in the Navigation Pane, then click the Create tab
The Navigation Pane is now open and lists the Sales Managers table and the Sales Reps table. The Create tab
allows you to add new ob}ects to yous database.

Click the Sa

Forms group ™

A new form based on the Sales Reps table opens inLayout.view, as shown in Figure J-18. You use Layout view
to_change the structure of the form. The data for the first record (Grace Holmes) is shown in the form. In

Layout view, you can view records but - cannot add, delete, or edit records. To view different records, you use

the buttons on the navigation bar.

3. Click the Next record button .*| twice on the navigation bar
The record for Jose Garcia (recard 3 of 4) is now open.

4. Click the Previous record button |4 on the navigation bar
The record for }erome Sanders (record 2 of 4} is now open.

The forrn is now dxsplayed in Form view, which you use to add, edit, and delete te records.

7. Use the table below to enter the field values for the new record, pressing [Tab] or [Enter]
to move to the next field, then compare your screen to Figure }J-19

i RepID  Rep LastName Rep First Name ManagerID Sales Goal  Gold Star Club
R-2012  Davis Linda 91552 $875356  Yes
Click the Save button [=] on the Quick Access toolbar, click OK in the Save As dialog box,

then click the Close ‘Sales Reps’ butto
The Sales Reps form closes. You are now ready to close the J-Outdoor Designs database and exit Access.

9. (lick the File tab as shown in Figure J-20, click Close Database, then click Exit
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FIGURE J-18: New form in Layout view

{8 e asnain
L 20 Sales Reps

- Form displays fields
and fietd values for
first record

Record navigation bar

3 ng ' Seection
Ad oesanting Fy savanced -

3 sates Managers
ZE saiet peps

— New record

Saved Sales Reps e in Form view

form appears in
Navigation Pane

. Information about Outdoor Designs
T S Objers &5 " wat .
Click to close B st
. 3 Dpen .
Campaet & Repair
J-Outdoor Designs - B oo sonssasbatie e b v G
and epai,
datahase 3 1Owtdor Dy - e
B rowenBagrn,, et —
i) Dutdear bagigne.y -
. Enceypt with Password
B etgesedegos ez Ust s pasrorard te restrict aceass 1 ymur databaze. s fhat uee the

00T Wlicrwsoft Acass file farmat o= ater are enervpted,
. Enoypteith
Password

Savs & publish

Help

3 opttans

Click to exit Access »—g w
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Select the best answer from the list of choices.
13. In Datasheet view, each row in a tableisa(m) ...
a. Field c. Field value

b. Object d. Record
14. Form view is the best view for:

a. Viewing all records at once. c¢. Adding a field to a table.

b. Entering data for a single record at a time. d. Applying a style to a form,
15. Which of the following activities is not possible to do in Datasheet view?

a. View multiple records at once. c. Enter a field value.

b. Edit a field name, d. Specify the Field Size property.
16. Which of the following is a database object?

a. Form ¢. Caption

b. Held d. Field value
17. Which of the following activities is possible to do in Form Layout view?

a. Bditarecord. ¢. Change a field value,

b. Add arecord. d. View a specific record in a table.
18. Where does a field description appear in Datasheet view?

a. In the status bar ¢. In the Navigation Pane

b. In the Field Properties pane d. On the Create tab

19. Which of the following data types should you use if you want each record to be numbered sequentially
starting with 1?7
a. Number ¢. Calculated
b. AutoNumber d. Currency

Skills Review

1. Create a database.

a. Start Access.

b. Create a new, blank database with the name J-Seaside Boat Rentals, then save it where you store your Data Files.
2. Create a table in Datasheet view.

a. Save the blank table that is open in Datasheet view with the name Boats.

b. Use a button on the Ribbon to change the data type of the ID field to Text.

c. Use the table below to add fields to the table.

Field Name Data Type
Boat Type Text
Rental Rate Carrency
GPS System Yes/No
Data Entered By Text

d. Save your changes to the table.

Creating a Database




Skills Review (continued)

3. Create a table in Design view.
a. Create a new table and save it as Rental Orders.
b. View the Rental Orders table in Design view, then change the name of the ID field name to Remtal I8, Change the
data type for the Rental ID field to Text.
¢. Use the table below to add fields to the Rental Orders table.

Field Name Data Type
Rental Date Date/Time
Customer Last Name Text
Customer First Name Text

Boat ID Text
Howurs Rented Nuamber
Data Entered By Text

d. Save your changes to the table.
4, Modify a table and set properties.
a. Open the Boats table in Design view, then change the I} field name to Boat 1D.
b. Change the Field Size property for the Boat ID field to 6.
¢. Add a new field between Boat Type and Rental Rate, Rename the new field Date Purchased and apply the
Date/Time data type to it.
. Add the following description to the Rental Rate field: Remtal rate is for one hour of use.

(-9

e, Change the Caption property for the Rental Rate field to Rate,
f. Add the following description to the GPS System field: Specify ves if boat includes GPS sysiem. _
g. Save your changes to the table. e _‘
5. Enter data in Datasheet view. i I
a. View the Boats table in Datasheet view. '
b. Using the table below, enter the three records shown into the Boats table in Datasheet view, then save the Boats table,
Boat ID Boat Type Date Purchased Rate GPS System  Data Entered By .
765234  Jetski 4/1/2013 $55.00 mno Your Name
7875844  Jet Boat Twin 3/1/2009 360.00 no Your Name .
876345 Cape Ann Cruiser 2/1/2012 $75.00 ves Your Name )
c. View the Rental Orders table in Datasheet view, o
d. Using the table below, enter the three records shown into the Rental Orders table in Datasheet view.
Rental Rental Customer Customer Boat Howrs Data
D Date Last Name First Name ID Rented Entered By
B-2277 6/16/13 Righy Charles 765234 2 Your Name
B-2278 6/17/13 Marsh Peter 8B76345 4 Your Name
B-2279 6/19/13 Brown Jamal 787544 5 Your Name
€. Save your changes to the Rental Orders table.
e
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Skills Review {continued)
6. Edit data in Datasheet view.
a. In the Boats table, change the Rate field value for the Jet Boat Twin to $80.00.
b. In the Boats table, change the Boat Type field value for the Jet Boat Twin to Ultra Light Jet Boat Twin.
¢. Adjust all the column widths in the Boats table datasheet for best fit,
d. In the Rental Orders table, in the third record, change the Hours Rented field value to 4.
e. Adjust all the column widths in the Rental Orders table datasheet for best fit.
f. Save your changes to the Boats table. Compare the Boats table to Figure J-22. Save your changes to the Rental Orders
table. Compare the Rental Orders table to Figure J-23.

FiURE J-22

R a | Date Purchased ..! Rate: - GRS Systeém v Data Entered By~ !!_Cﬁc;: teAdd «
Jetski 4/1/2013 $55.00 0 Your Name
Ultra Light et Boat Twin 3/1/2009 $80.00 Your ame
Cape Ann Cruiser /1/2012 $75.00 & “Your Name

FIGURE J-23

| Rental Date - Custor . Custome oatiL { - Data Entered B
8/16/2613 Righy (Charles 765234 2 Your Name
G/17/2013 Marsh ) pater 876345 4 Your Nama

/2013 Erown samal 787548

5 Your Name

7. Create and use a form,

a. Create a new form based on the Rental Orders table.
b. In Layout view, view each record one by one using the Record Navigation buttons.
¢. Switch to Form view, then add a new record using the information in the table below:

Rental Remntal Customer Customer Boat Hours  Data
iD Date Last Name First Name ID Rented Entered By
EB-2280 6/20/13 Hoover Maggie 765234 2 Your Name

d. Save the form as Rental Orders Form, then compare your screen to Figure J-24.
e. Close the database, then exit Access.
f. Submit your completed database to your instructor.

FIGURE 4-24

| Rental Orders: ¢

Rantaf 10 (82280

|
SN

feemial Date [6/20/2013

Castamer Last Naroe  Hoover
i

Customer Frstvame | Magges

Boaill

i
Hours Renbad [2

DstA Ervered 8y I Your Name
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‘Real Life Indepenﬁent Cha!ienge

You can use Access to keep track of information in your life. As a student, you might he enrolied in several classes at your
school. In this Real Life Independent Challenge, you create a database to keep track of your classes.

o oo a0 TP

Lol

. Start Access.
. Create a new, blank database named J-My Classes and save it where you store your Data Files.

Save the blank open table as Classes, then switch to Design view.

. Use Design view to design your table. Change the 1D field name to Chass 113, and change its data type to Text. Keep it

as the primary key field.

. Add the following fields to the table: Ciass Name, Days, Classroom, Building, Instructor Last

MName, and 3tart Time.
Add a description to the Days field: Days when class meets (M T W Th ¥).

. Add a Data Entered By field that has the Text data type.
. Change the Caption property for the Instructor Last Name field to Instructor.

Save the Classes table.
Create a form based on the Classes table. Enter all your information about your classes into the form.

. Save the form as CEasses.

Close the Classes form. View the Classes table in Datasheet view, then resize the columns for best fit.

m. Close the table. Close the database and exit Access. Submit your completed database to your instructor.
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Visual Workshop

Create the database form shown in Figure J-25. (Hint: First create a new, blank database called J-Cottage Rentals where
you store your Data Files, then create a table called Cottages that contains the fields shown in the form.) Set the Field Size
propetty to 4 for the Year Built field. Add the description shown in the status bar in the figure for the Summer Rate field.
Create a form based on the table and save it as Cottages. In Layout view, apply the Essential theme, Enter the data shown in
the figure into the form. Save and close the table and the form, close the database, then exit Access. Submit your completed
database to your instructor.

FIGURE J-25 .

Cotiage Name Sunset Hideaway

Mumber of Bedrooms {3

Baths 2

Description Perched atop a hill overlooking the jake, this cozy cottage faces west and is perfectly positioned

for views of the sunset.

Summer Rate L$1 :395.00|

SO SRS ) ISR S SR J SN IO

Off-Season Rate | $1,095.00

avigation Pane.

Year Built 2008

Air Canditioning

{ata Entered By Your Name

i Records W
aekiy rate ol

Enter this description for
the Summer Rate field
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