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Home Create External Data Database Tools & J

=] T B o Textrile T
7 (X5 [AF FeF /J. o
Saved B :ﬁ_l Import Spreadsheet Wizard 53
Imports
I
2 Microsoft Access can use your column headings as field names for your table. Does the first
All Access Objects row spedfied contain column headings?

Seaq.

[¥ First Row Contains Column Headings

Tables

B Accounts

£ Branch

CID FirstName |LastNamwe |Street City State |Zip Phone
1 pEO001 Allison Millward E732 EBaker Elwd. Greenshoro FIc E7492 (363345678 ﬂ
LSDDDZ Eernett [Fox 12 Orchestra Terrace High Point pIC 7494 BF363583364
3 [FO003 Clay Hayes .. Box 555 Greenshoro pIcC 7492 (369954457
4 (0004 Cordle Collins [RE743 Bering St. [Minston-Salem PNC 7492 BF364472283
| 5 (0005 Eaton [fagner E743 Bering 3t. Greensboro [Ic E749:2 3369553346
& FO006 Kwasi (Millisms BY Jefferson Way High Point pIC E7494 BF364475565
| 7 FO007 Matasha Fimpson |187 3uffolk Ln. Greenshoro fIC 7493 3367753389
& 0008 Jovy Jones 05 - 14th hve. 3. Minston-Salem PC 7493 [F362587655
|9 FO00S (John unn F9 Chiaroscuro Rd. Greenshoro FIC E7494 5349955557
|10[0010 Laura feterson |[L20 Hanowver 3. [linston-3Salem PC E749:2 3363346654
I -|
Al e
Cancel < Back Mext = Finish
| 5 = = EP £
Home Create External Data Database Tools [~ J

== s el eemd Ao TextFile PR

5 (X5 Ay FRF = i

Saved B Ij_llmport Spreadsheet Wizard 3

Imports

I Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniguely identify each record in your table. It allows you to retrieve data more quicky.

All Access Objects [p——
HRH RHR R

1
F4
F o
2
4

Sea. .
HHH HHE N " Let Access add primary key.

Table? K RER REH %" Choose my own primary key. |
B Accounts
" No primary key.
& sranch
LastName [Street City State |Zip Phone
Millward E73Z Baker Elwd. Freenshoro fIc E7492 (363345675 ﬂ
[F o 12 Orchestra Terrace High Point pIC 7494 363583364
Hayes [F.CO. Box 555 Greensboro [IC E7492 3369954457
Collins RE743 Bering St. [Minston-Salem MC 7492 PF364472283
[Macgner 743 Bering St. IGreenshoro pIC 7492 (369883346
[Millisms B9 Jefferson Way High Point pIcC 7494 (364475565
Fimpson [187 Suffolk Ln. IGreenshoro pIC 7493 (367753389
Jones [F05 - 14th Ave. 3. [linston-3Salem PC E7493 G36Z557655
unn 9 Chiaroscuro Rd. Greenshoro FIc E7494 (349935557
FPeterson (120 Hanowver Sd. [Minston-Salem FNC 7492 BF3I63346654
-|
5
Cancel < Back MNext > Finish
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= Insert Rows
= Delete Rows
tion

@ Modify Lookups

0

je
Dependencies

|

ules

Views Tools Relationships
Field Name Description
3
Tabl Py B AccountiD INumber
CID Number
Accounts —
| |BID Text
Branch Balance Number
B customers
=
Field
Field Size Long Integer
Format General Number
Decimal Places Auto
Input Mask
Caption Account ID .
Default Value The label f.l)l the field when used on a form. If
o you don't enter a caption, the field name is
used as the label. Press FL for help on
Text
Mo
Yes (No D
Smart Tags
Text Align General

Sz Insert Rows
=5 Delete Rows
ﬂ Modify Lookups

B

WView Primary Builder Test Validation
Key Rules

))&
Dependencies

Views Tools Show/Hide Relationships
s Field Name Description
Tabl Py % | AccountiD Number
=1 accounts CustomerlD| INumber
BID Text
Eranch Balance Number
Customers
=
Fizld Properties
Field Size Long Integer
Format General Mumber
Decimal Places Auto
Input Mask
Caption C jin}
Default Value Afield name can be up to 64 characters long,
Rule including spaces. Press F1 for help on field
Tewt names.
Required Mo
Yes D oK)

Smart Tags
Text Align General
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- Key

View Primary Builder Test Validation )
Rules @ Maodify Lookups

=
= Insert Rows

?‘ Delete Rows

Accounts

£ Branch

= customers

Property Indexes
Sheet

Show/Hide

Field, Record & Table Events

P Field Name
P l AccountlD Number
CustomerlD Number
BranchID |Text
Balance Number

Field Properties

Relationships

Field Size 5
Format @
Input Mask
Caption Branch ID
Default Value
idation Rule
Text
Mo
Allow Zero Length Yes
Yes (D oK
Unicode C Mo
IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

The label for the field when used on a form. If
you don't enter a caption, the field name is
used as the label. Press F1 for help on
captions.
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Table Tools

Design

5
Sa Insert Rows

?‘ Delete Rows

B ¥

A m T

2 =

Description

The data type determines the kind of values

that users can store in the field. Press F1 for

help on data types.

View Primary Euilder Test Validation . Property Indexes Create Data /Delet Object
E Key Rules g Madify Lookups Sheet Macros = Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects @| <
|Searcn_ |ﬂ £ Field Name Data Type
Tabl Py lecountID Number
BH Accounts | CustomerlD Number
= .| BranchID Text
Branch Balance | Number i
E customers Text
| | Memo
| | Number
| | Date/Time
| | AutoMumber
| | Yes/No
|| OLE Object
| | Hyperlink
| | Attachment
| | Calculated
Lookup Wizard...
Field Properties
Field 5ize Double
Format General Number
Decimal Places Auto
Input Mask
Caption
Default Value
i Rule
Text
Mo
Mo
Smart Tags
Text Align General

Table Tools

Design

Description

A field name can be up to 64 characters long,

including spaces. Press F1 for help on field

names.

? $§\ 2= Insert Rows g % % ==
il =+ Delete Rows =l
Primary Euilder Test Validation Property Indexes Create Data /Delet i Object
- Key Rules 20 Modify Lookups  sheet Macros = Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects @l <
[search.. el Field Name Data Type
Tabl Py lecountlD Number
FH Accounts | |CustomeriD Number
o | |BranchID Text
Eranch Balance currency
53 customers OpenDate |Date/Time
Field Properties
Format Short Date
Input Mask
Caption
Default Value
Rule
Text
Mo
Mo
IME Mode Mo Contral
IME Sentence Mode Mone
Smart Tags
Text Align General
Show Date Picker For dates

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall




Table Tools

*[ut

ﬁ ? 4| Ascending  "T7 selection - =i New X Totals ﬁ 4 Replace
- 23 copy ) % | Descending V] Advanced ~ = save % spelling 3 = GoTo- B I U |
Vlfw Pafle 3 Format Painter Filter %9 Remove Sort & Togagle Filter Ri’ﬁ‘?h x Delete ~ E More ~ Find h Select ~ A - 37 . ﬁ - |
Views Clipboard [F] Sort & Filter Records Find Text Formatting [F}

OpenDate - Click to Add -

EH Accounts

EH Branch || 1002 30001 B10 $1,200.00 4/13/2005

T customers || 1003 30004 B20 $15,490.00 5/28/2004
|| 1004 30003 B30 $630.00 9/21/2003
|| 1005 30009 B50 $1,300.00 7/22/2005
|| 1006 30003 B10 $550.00 7/3/2003
|| 1007 30007 B20 $1,620.00 6/7/2006
|| 1008 30004 B40 $2,100.00 9/30/2007
|| 1009 30005 B50 $1,500.00 2/7/2006
|| 1010 30001 B20 $3,000.00 3/18/2010
|| 1011 30005 B10 $290.00 10/16/2012
|| 1012 30002 B30 $1,300.00 3/14/2007
|| 1013 30001 B20 $10,000.00 5/15/2009
| | 1014 30009 B1O $16,700.00 9/17/2007
|| 1015 30004 B30 $460.00 4/4/2003
|| 1016 30001 B30 $18,700.00 3/13/2003
|| 1017 30010 B30 $980.00 9/5/2004
|| 1018 30005 B40 $7,800.00 5/6/2003
|| 1019 30004 B30 $14,250.00 1/4/2012
|| 1020 30001 BSO $1,200.00 4/13/2005
|| 1021 30011 B50 $21,004.00 7/2/2009

1022 30003 B50 $4,000.00 4/13/2011

x|
Record: 4 4 [1of22 | » ¥ b | 'k lo Filier | [Search ] |

= B E3R

Table Tools

D
Property Indexes
2l Modify Lookups | sheet

File

By & S

a g

2 &2 =8

Create Data /Delet i i Object

WView Primary | Builder Test Vali
Ru

- Key Macros - Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects
SEarch. F=3| s Field Name Description
Tabl Y B cu 1D | Number
@ Accounts FirstName Text
- LastName Text
Eranch Street Text
ZH Customers Ccity Text
State Text
Zip Text
Phone Text
[ud]
Field Properties
Field Size Long Integer
Format General Mumber
Decimal Places Auto
Input Mask
Caption [« D
Default Value A field name can be up to 64 characters long,
WValidation Rule including spaces. Press F1 for help on field
idation Text names.
Mo
Yes (Mo D
Smart Tags
Text Align General
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By

View Primary Euilder Test Validation

;*ﬂ Insert Rows
=5 Delete Rows
Rules § Modify Lookups

B Accounts

E Branch

E customers

@

Field Name

Property Indexes
Sheet

Show/Hide

CustomeriD Number
FirstName Text
 LastName Text
| Street Text
| |city Text
| |State Text
. \zip Text
Phone Text

Field Properties

Relationships

Object
Dependencies

Description

Field Size 20
Format
Input Mask
Caption
Default Value
i Rule
Text
Mo
Allow Zero Length Yes
Mo
Unicode Mo
IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field
names.

Key

¥ oa

Primary Euilder Test Validation

EH Accounts
EH Branch
B3 customers

g'ﬂ Insert Rows
= Delete Rows
Rules ﬁ Maodify Lookups

=g

Property Indexes
Sheet

Show/Hide

e Field Name

1 CustomerlD Number

| |FirstName Text

| |LastName Text

. |Street Text
City Text
State| |Text

. |zip Text
Phone Text

=8

Object

Field, Record & Table Events

Data Type

Field Properties

Dependencies

Relationships

Description

Field Size 2
Format
Input Mask
Caption
Default Walue
idation Rule
Text
Na
Allow Zero Length Yes
Nao
Unicode Mo
IME Mode No Control
IME Sentence Mode Naone
Smart Tags

LI

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field
names,
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Table Tools

Design

? &\ §~= Insert Rows

?‘ Delete Rows
View Primary Euilder Test Validation
- Key Rules ﬂ Modify Lookups

Tools

Create Data /Delete
Macros Macro

Field, Record & Table Events

Property Indexes
Sheet

Show/Hide

Dependencies
Relationships

P Field Name Description
E sccounts % | customeriD MNumber
= sranch ' |FirstName Text
LastName Text
E Customers [ | Street Text
- |city Text
State Text
Zip Text
Phaone Text

Field Properties

Field Size 15 |

Format _

Input Mask

Caption

Default Value

A ion Rule A field name can be up to 64 characters long,

Text including spaces. Press F1 for help on field

Mo names.

Allow Zero Length Yes
Mo

Unicode C: Mo

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags -

Table Tools

Home

# Cut

."i ? 4| Ascending  r Selection - ||=E =i New ¥ Totals ﬂ a3 Replace
53 Copy % | Descending V=] Advanced - =8 Save S spelling = GoTo -

View Paste Filter Refresh Find
- - y Format Painter ‘%9 Remove Sort 7 Togagle Filter All v x Delete ~ E More ~ h Select ~

Views Clipboard IF] Sort & Filter Records Find

All Access Objects

Seqrch.. © || CustomerlD - | FirstName - | LastName - Phone - | Clic
Tables x || 30001 Allison Millward 2732 Baker Blvt Greensboro MNC 27492 (336) 334-5678
T Accounts | | 30002 Bernett Fox 12 Orchestra Te¢ High Point NC 27494 (336) 358-3364
= Branch | | 30003 Clay Hayes P.O. Box 555 | Greensboro NC 27492 (336) 998-4457

| | 30004 Cordle Collins 2743 Bering St. Winston-Salermr NC 27492 (336) 447-2283

T customers || 30005 Eaton Wagner 2743 Bering St. Greensboro  NC 27492 (336) 988-3346
| | 30006 Kwasi Wwilliams 89 Jefferson W High Point NC 27494 (336) 447-5565

| | 30007 Matasha Simpson 187 suffolk Ln. Greensboro MNC 27493 (336) 775-3389

| | 30008 loy Jones 305 - 14th Ave. Winston-Salenm NC 27493 (336) 258-7655

| | 30009 John Nunn 89 Chiaroscuro Greensboro MNC 27494 (334) 998-5557

30010 Laura Peterson 120 Hanover Sc Winston-Salenm NC 27492 336) 334-6654

_————— (336) 555-0000

Record: 4 4 [L1ofdl | » M » | & lioFlier |[Search [ ] 3]
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Al - - = Table Tools ad2h2bank_L i : Dy {Access 2007) - Microsoft Access o= P 23
Home Create External Data Database Tools Fields Table

= % Cut %) Ascending 7 Selection - o =5 New % Totals 2 Replace  Calibri
o z o | Lac
? Spelling

53 Copy il Descending ¥o] Advanced ~ =& save = GoTo - B I U
VISW Pavste fFurmat Painter Fuiter ﬁ-\/ Remove Sort W Toggle Filter Ri;ﬂevsh >( Delete ~ EMurev Find L\‘ Select -
Views Clipboard [F} Sort & Filter Records Find Text Formatting
All Access Objects >
|5m,m,, |;J AccountID - ‘Customer ID~ | BranchID -~ Balance - | OpenDate - ClicktoAdd -~
Tables =~ || 1001 30010 BSO $5,600.00 5/1/1995
T3 Accounts || 1002 30001 B10 $1,200.00 4/14/2003
I sranch | | 1003 30004 B20 $15,450.00 5/29/2002
1004 30003 B30 $630.00 9/21/2001
B customers || 1005 30009 BS0 $1,300.00 7/23/2003
| | 1006 30002 B10 $550.00 7/3/2001
| | 1007 30007 B20 $1,620.00 6/7/2004
|| 1008 30004 B40 $2,100.00 9/30/2005
| | 1009 30005 BSO $1,500.00 2/8/2004
|| 1010 30001 B20 $3,000.00 3/18/2008
| | 1011 30005 B10 $290.00 10/16/2000
| | 1012 30002 B30 $1,900.00 3/14/2005
| | 1013 30001 B20 $10,000.00 5/18/1997
| | 1014 30009 B10 $16,700.00 9/20/1995
| | 1015 30004 B30 $460.00 4/4/32001
|| 1016 30001 B30 $18,700.00 3/13/2001
1017 30010 B30 $980.00 9/6/2002
|| 1018 30005 B40 $7,800.00 5/9/1991
| | 1019 30004 B30 $14,250.00 1/15/1939
| | 1020 30001 BS0 $1,200.00 4/14/2003
S 1021 30011 B50 $21,004.00 7/3/2007
| 2 |
Recard: 4 4 [Z1of 2L | » M b | i [0 Flic |[Search

Datasheet View |
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A - ™+ a02h2bank_L : D [Access 2007) - Microsoft Access
Fil Home Create External Data Database Tools Design [~ 0
% x Tz E‘,E = Hide Table |;|
gg Direct Relationships
Edit Relationship Report |~ Show . . Close
Relationships Table EEEH“ Relationships
Toals Relationships
All Access Objects. @| <«
|Saan:!n_ |9
Tables ES Edit Relationzhips
ZH Accounts
=4 Branch
B customers ¥ CustomerID
Firsthame BranchiD BranchIlD
LastMame
Street
City
% AccountlD 5_"’“
CustomerlD Zip
BranchID Phone
Balance
OpenDate
Manager
Location
StartDate
I~
A (k]
HY-0~- = a02h2bank_Last i 1 : Database [Access 2007) - Microsoft Access = EF 22
Fil Home Create External Data Database Tools Design & e

gﬂ Direct Relationships
Show
Relationship Repart | 2000 B3¢ all Relationships

% x Clear Layout = Hide Table
Edit

Close

Relationships

Toals Relationships
All Access Objects | «
Edit Relationships
Tables %
T3 Accounts
[estoners Jaccouts ]

=4 Branch
1 customers

CustomerlD CustomerlD

¥ AccountlD
CustomerID
BranchID
Balance
OpenDate

BranchiD
Manager
Location

StartDate
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Al W~ -5 Table Tools a02h2bank_L i : D {Access 2007) - Microsoft Access o & B3
Home Create External Data Database Tools Fields Table

% # cut Y %) Ascending 7 Selection - “—— =i New % Totals [ﬁ 2 Replace  Calibri
E3 copy % | Descending V5 Advanced ~ =5 save “F spelling = GoTo~ | B I U |
Filter Find

Wiew Paste Refresh

- - # Format Painter 4}/ Remove Sort W Toggle Filter All~ )( Delete ~ E More ~ L\‘ Select = é - &b ﬁ T |
Views Clipboard [F} Sort & Filter Records Find Text Formatting [F}
All Access Objects = « || O Accounts
|5m,m,, |;J AccountID - CustomerID -~ | BranchID -~ Balance - | OpenDate - ClicktoAdd -~
Tables =~ || 1001 30010 BSO $5,600.00 5/1/1995

T3 Accounts || 1002 30001 B10 $1,200.00 4/14/2003
=1 Branch | | 1003 30004 B20 $15,490.00 5/29/2002
1004 30003 B30 $630.00 9/21/2001
B customers || 1005 30009 BS0 $1,300.00 7/23/2003
|| 1006 30003 B10 $550.00 7/3/2001
|| 1007 30007 B20 $1,620.00 6/7/2004
|| 1008 30004 B40 $2,100.00 9/30/2005
| | 1009 30005 BSO $1,500.00 2/8/2004
|| 1010 30001 B20 $3,000.00 3/18/2008
| | 1011 30005 B10O 5290.00 10/16/2000
|| 1012 30002 B30 $1,900.00 3/14/2005
| | 1013 30001 B20 $10,000.00 5/18/1997
|| 1014 30009 B10 $16,700.00 9/20/1995
|| 1015 30004 B30 $460.00 a/4/2001
|| 1016 30001 B30 $18,700.00 3/13/2001
| | 1017 30010 B30 $980.00 9/6/2002
1018 30005 B40 $7,800.00 5/9/1991
| | 1019 30004 B30 $14,250.00 1/15/1999
|| 1020 30001 B50 $1,200.00 4/14/2003
| | 1021 30011 B50 $21,004.00 7/3/2007
& 1022 300032 B3O $4,000.00
| |
Record: M 4 (220f22 | » » b | 0 er | Search
Datasheet View |
-+ Table Tools. aDZhZbank_LastnameFirstnamel : Database (Access 2007) - Microsoft Access = kP 22
e Create External Data Database Tools Fields Table ) 0
Information about a02h2bank_LastnameFirstnamel Eas
- ChDocuments and Settings\Toughbook\My DocumentsialZhZbank_LastnameFirstnamel ...
oase As
Share your database in a Web browser
ibase @ You can publish your Access application to a server, so that others
p— TR ;Ia';‘:::r.your application from any standards-compliant Web view and edit database properties
Access Services
k_Lastna...
k_Lastna...
i Define Relationships

Define how the data in tables are related, such as ID fields or name
fields in different tables that should match.

- Relationships

e

Compact & Repair

[% Help prevent and correct database file problems by using Compact

and Repair.
Compact &

Repair Database

Analyze Database

View object dependencies and analyze performance and design of
this database.

Analyze
Database -

Encrypt with Password

iil Use a password to restrict access to your database. Files that use the

. 2007 Microsoft Access file format or later are encrypted.
Encrypt with

Password
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1= B R R Microsoft Access
W Create External Data Database Tools
g E ? 4] Ascending "z Selection ~ @ =" New X Totals
il Descending t Advanced = =5 save ? Spelling
Filter Refresh
All= x Delete ~ E More ~
Sort & Filter Records

ﬁ 2. Replace

= GoTo~
Find

[ select =
Find

% Remove Sort ¥ Toggle Filter

E My Docurnents

@ My Recent
Documents

I3 Spring 2010

@' Desklop

My
Computer
q My Metwork. BE .
Flares 4| a02h2bark_LastnameFirstname]
l_]_j Databaszel

Microsoft Access 2007 Database =]
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