MS Access Class 2

Tables


The purposed of this exercise is to teach the student the: 

1) Design techniques of how to create a table, use data fields, link to a look up table and connect the table in a relationship, and 

2) Operational techniques to populate a data with Queries that access other tables and Excel spreadsheets.

In this outline I may not include every detail of each step. Access will provide you with may aids and clues. If I missed something, use Access to help you. 

Note the symbol > is a short hand for go to, navigate to or select (click) in a sequence of commands 

We’ll be doing this exercise in class. These notes are for you to practice at home. 

As you work on this exercise, don’t forget to explore the toolbars. Notice the way it will change depending on context..

I will not be handing out paper copies. If you want a copy in class, please print this document.  

Situation you need to make the contacts db more flexible by allowing multiple addresses for a company so that you can more easily use the DB in a Mail Merge to send advertising literature. 

1) Open the Table Object and Select New>Design view

2) Observe the painter and enter the following fields

a. Address_PK: with data type Auto number – Will become the primary key required by Access to update or delete records. 

b. AddressType: with data type of text

c. CompanyId with data type number

d. Address: with data type of text

e. City: with data type of text

f. St: with data type of text

g. Zip: with data type of text

h. Country: with data type of text

i. Notes: with data type memo

j. DateChecked: with data type date

3) Make Address_Pk the primary key. 

4) Name the table Address, Save and close the table designer

5) Create another new table to provide values for Address type

6) Enter the following fields

a. AddrType_PK:  Data type auto number

b. Address_Type: Data type text

7) Make AddrType_PK the primary key

8) Name the table AddressType, save and close the designer

9) Link the AddressType table  

a. Open the Address table in design mode

i. >AddressType field

ii. >Field Properties >Lookup Tab: Enter or Confirm the following properties:

1. >Display Control>combo Box

2. >Row Source type> Table/Query

3. >Row Source>AddressType

4. >Bound Column> 1

5. >Column Count> 2

6. >Column Heads>no

7. >Column Widths>0”;1”

8. Use default values for the remaining properties

10) Open Relationship Painter





a. Add the Address Table you just created by >Show Tables>Address

b. Link the Address Table to the Company table by >Address.CompanyId and drag to >Company.CompanyID

c. The Edit Realtionship dialog box will open. Select Enforce Referential Integrity

d. >Create

e. >Select the relationship between Company and ShipTo

f. >Delete this relationship   

g. >Close the Relationship Painiter

11) On the Table Object make sure the Shipto table is empty and delete it.

Now lets create some data in the address table.: 

1) We will take the addresses from the Company Table as Address type “Main Office” and load them into Address

a. Open the Query Object >new

b. >Design View

c. Show tables and >Company

d. Right Click in the table area

i. >QueryType>Append

ii. >Address Table

e. In the Company Table Select the corresponding fields 

f. Note when the field has the same name Access will use it. If the names do not match you must select the field you want updated.

g. Run the query

h. Open the Address Table and enter the Address type for each row. 

2) Export the Company addresses to Excel for editing

a. Name the workbook ShipToAddress

b. In Excel Edit the ShipToAddress . street address to represent the shipping address

c. Change the address type from 3 (Main Office) to 2 (Shipping Address). 

d. Rename the worksheet to ShipToAddress

e. Close and save the workbook.

3) In Access Table Object, Right Click >Link Tables

a. Select ShiptoAddress workbook

b. In the Link Spreadsheet Wizard, Page 2 select First Row Contains Column Headings

c. Finish the wizard. 

4) Append the ship to addresses to the main office addresses you just created. Use the above procedure. 

The above example demonstrates use of Link Tables. We could also have imported the Excel spreadsheet. 

This Completes the Tables Exercise

