Creatmg a customer datahase using a tampiate

'-You are workmg fora company that has been trackmg thew customer contacts in an Excel spreadsheet
However, you need 2 more powerfu! aontact management tool and want io see what Access has tooifer.
You.wil] open a naw database based on & cnnta{;t management templaie available from Microsoft and
sxplore it.

i. From New in -Bacl_c_étage_view, click the Conzaces category in the templates categories.
Click the 17

Name the database, Cusioma

top contacts template

enincis and create the database,

If a rutorial box titled, Getting Startecl with Contacts opens, close the box

From the Nawgatmn pane, open the Contacts table.
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Type three new records into the rable using information of your choosing but
applicable to the table. (Iint: Don't worry about typing anything in the ID field;
Access will automatically fill in this fleld for you.)

Right-click on one of your records and delete.

Type a new record to replace the deleted one.
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Save and then close the table.

Frojeci 1-4 Creating s new database and adding tables

You need o create a new database to track information regarding a new project. The database will need
to have three tables. it will be created from scratch because none of the Microsofi Access templaies are
applicable to your information,

1. From New in Backstage view, click Siank deslirop darabase,
2. Name the database, Project K and click Create.
3. When the database opens, it will contain one biank table.

4, Click the Create Ribbon tab and click the Fables button in the Tables group.
A second blank table called Table 2 will epen.

5. Click the Crenve Ribbon tab again and create a third blank table. Tt will be calied
Table 3. .

6. In the Navigation pane, filter the Navigation pane list to only display tables.

7. Return the Navigation pane to display all objects.

8. In the Search box, above the Navigation pane, type TableZ and hir enter,

9. Notice even though it is opened, it will become the active table in the middle of yous

screen.
10, Click Fils » Save and then File > close to close the database.
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. Project2-1: Creating a new table in Design view

You will apen the Northwind Traders Tables database and ereate a new table in the Design view and set

table properties in the table.
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Click File. From the Backstage view, click Open and navigate to your student dyive,
Open the file Moritwind Tradess Tables. Save the file as Frojesii-1_done.

Click the Cisuie Hikbon tab, From the Tables group, click Tuhis

Your new blank table will open in the Table Design view.

Your cursor will be blinking in the Field Name column. Type s
Field Name text field.

In the Data Type colums, type Shori Tes,

ey Mamne in the

In the Description colurna, type el fi*.-‘ifaa"ftf?%;i"ii" Tdamez.

From the following table, enter the following field names:

Field Name Data Type Description

Dé?éﬂzmem Shoat T 1}65_} artenent MNagne
Drepartrneny Description | Long Tew E}epmim ent Deescription - b
Deparunent Code Plasenbier Depariment [N nmeric Code

Right-click on the new table tab and choose 13ssasheer view.

Name the new table, ivianagers. Dont set a primary key, when it prompts to do this.

10. Close the database.

Project 2-2: Editing a table in Datasheet view

Edit an existing table in the Datasheet view by editing data types and also inserting some new colurnns
into the table, ’

1.

From Open in the Backstage view, navigate to the Acces02lessons folder and open
the Northwind Traders Tables database. Save the file as ProjeciZ-7_done. From the
Navigation pane, open the Customers table in the Datasheet view. i
Right-click on the Customers table tab and click Design view.

In the Description field, for Customer Number, add the following, Lacli Murnber
should contain the prefix CU#,

Scroll down in the field names list and under the last field, Contract Date, add an
Email field. '
Set the data type to Fiypeiink,

Close the database.




