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Learning Objectives (1 of 2)

2.1 Design a Table

2.2 Create and Modify Tables and Work with Data

2.3 Import Data From External Sources

2.4 Establish Table Relationships

2.5 Create a Single-Table Query

2.6 Use the Query Wizard
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Learning Objectives (2 of 2)

2.7 Specify Query Criteria

2.8 Specify Query Sort Order and Run A Query

2.9 Copy and Modify a Query

2.10 Create a Multitable Query

2.11 Modify a Multitable Query
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Designing a Table (1 of 3)

Table design guidelines:

• Include the necessary data

• Design for now and for the future

• Store data in their smallest parts

• Determine primary keys

• Link tables using common fields

• Design to accommodate calculations
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Designing a Table (2 of 3)
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Designing a Table (3 of 3)
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Creating and Modifying Tables and

Working with Data (1 of 8)

Tables can be created using the following:

•Enter field names and table data in Datasheet 

view

•Type field names in rows in Design view and 

enter the data in Datasheet view

•Import data from another database or application

•Use a template
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Creating and Modifying Tables and

Working with Data (2 of 8)
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Creating and Modifying Tables and

Working with Data (3 of 8)

Data Type Description Example

Short Text Stores alphanumeric data, such as a customer’s name or 

address. A short text field can

hold up to 255 characters.

2184 Walnut Street

Long Text Lengthy text or combinations of text and numbers, such as 

several sentences or paragraphs; used to hold descriptive 

data. A long text field can display up to 64,000 characters.

A description of product

packaging

Number Contains a value that can be used in a calculation, such as 

the number of credits a course is worth. The contents are 

restricted to numbers, a decimal point, and a plus or minus 

sign.

12

Large 

Number

Used for storing very large numeric values in a database, 

allowing a greater range for calculations.

9,223,372,036,854,775

Date/Time Stores dates or times that can be used in date or time 

arithmetic.

10/31/2018

1:30:00 AM

Currency Used for fields that contain monetary values. $1,200

AutoNumber A special data type used to assign the next consecutive 

number each time you add a record. 

1, 2, 3
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Creating and Modifying Tables and

Working with Data (4 of 8)

Data Type Description Example

Yes/No Only one of two values can be stored, such as Yes or No, 

True or False, or On or Off. For example, is a student on the 

Dean’s list.

Yes

OLE Object Contains an object created by another application. OLE 

objects include pictures and sounds.

JPG image

Hyperlink Stores a Web address or the path to a folder or file. 

Hyperlink fields can be clicked to retrieve a webpage or to 

launch a file stored locally.

http://www.irs.gov

Attachment Used to store one or multiple images, spreadsheet files, 

documents, and other types of supported files in records.

An Excel workbook

Calculated The results of an expression that references one or more 

existing fields. 

[Price]*.05

Lookup 

Wizard

Creates a field that enables you to choose a value from 

another table or from a

list of values by using a list box or a combo box.

Accounts table with a

CustomerID field that 

looks up the customer 

from the records in

the Customers table
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Creating and Modifying Tables and

Working with Data (5 of 8)
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Creating and Modifying Tables and

Working with Data (6 of 8)
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Creating and Modifying Tables and

Working with Data (7 of 8)

Property Description

Field Size Determines the maximum number of characters of a text field or the format of a 

number field.

Format Changes the way a field is displayed or printed but does not affect the stored 

value.

Input Mask Simplifies data entry by providing literal characters that are typed for every entry, 

such as hyphens in a Social Security number or slashes in a date.

Caption Enables an alternate name to be displayed other than the field name.

Default Value Enters automatically a predetermined value for a field each time a new record is 

added to the table.

Validation Rule Requires data entered to conform to a specified rule.

Validation Text Specifies the error message that is displayed when the validation rule is violated.
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Creating and Modifying Tables and

Working with Data (8 of 8)

Property Description

Required Indicates that a value for this field must be entered. Primary key fields always 

require data entry.

Allow Zero 

Length

Allows entry of zero length text strings in a Hyperlink, or Short or Long Text 

fields.

Indexed Increases the efficiency of a search on the designated field. 

Expression Used for calculated fields only. Specifies the expression you want Access to 

evaluate and store.

Result Type Used for calculated fields only. Specifies the format for the calculated field 

results.
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Importing Data From External 

Sources (1 of 3)
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Importing Data From External 

Sources (2 of 3)
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Importing Data From External 

Sources (3 of 3)
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Establishing Table Relationships
(1 of 3)
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Establishing Table Relationships
(2 of 3)

Relationship Type Description

One-to-Many The primary key table must have only one occurrence of each value. The 

foreign key field in the related table may have repeating values

One-to-One Two different tables use the same primary key. Exactly one record exists in the 

second table for each record in the first table.

Many-to-Many This is an artificially constructed relationship allowing many matching records in 

each direction between tables. It requires construction of a third table called a 

junction table.
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Establishing Table Relationships
(3 of 3)
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Creating a Single-Table Query (1 of 6)
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Creating a Single-Table Query (2 of 6)
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Creating a Single-Table Query (3 of 6)
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Creating a Single-Table Query (4 of 6)
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Creating a Single-Table Query (5 of 6)
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Creating a Single-Table Query (6 of 6)



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Specifying Query Criteria (1 of 7)

Data Type Criteria Example

Text “Harry” For a FirstName field, displays only text that matches Harry specifically. 

The quotation marks can be typed, or Access will add them 

automatically.

Numeric 5000 For a Quantity field, displays only numbers that match 5000 exactly (do 

not specify commas, currency symbols, etc.).

Date #2/2/2019# For a ShippedDate field, shows orders shipped on February 2, 2019.

Yes/No Yes For a Discontinued field, returns records where the check box in the 

table is selected, denoting Yes.
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Specifying Query Criteria (2 of 7)

Character Description Example Result

* Matches any number of characters 

in the same position as the asterisk

Sm* Small, Smiley, Smith, Smithson

? Matches a single character in the 

same position as the question mark

H?ll Hall, Hill, Hull

[ ] Matches any single character within 

the brackets

F[ar]ll Fall and Fell, but not Fill or Full

[!] Matches any character not in the 

brackets

F[!ae]ll Fill and Full, but not Fall or Fell



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Specifying Query Criteria (3 of 7)

Expression Example

=10 Equals 10

<>10 Not equal to 10

>10 Greater than 10

>=10 Greater than or equal to 10

<10 Less than 10

<=10 Less than or equal to 10
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Specifying Query Criteria (4 of 7)

Expression Description Example

Is Null Used to find blank fields For a SalesRepID field in the 

Customers table when the

customer has not been assigned 

to a sales representative.

Is Not Null Used to find fields with data For a ShipDate field; a value 

has been entered to indicate

that the order was shipped to 

the customer.
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Specifying Query Criteria (5 of 7)

Logical operators

• AND operator—query results will display only records 

that match all criteria

• OR operator—query results will display records that 

match any of the specified criteria

• NOT operator—query returns all records except the 

specified criteria
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Specifying Query Criteria (6 of 7)
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Specifying Query Criteria (7 of 7)

Logical Operator Example Result

AND >5000 AND <1000 For a Balance field, returns all accounts with a balance 

greater than $5,000 and less than $10,000.

OR “Eastern” OR “Campus” For a Location field, returns all accounts that are at the 

Eastern or the Campus branch.

NOT NOT “Campus” For a Location field, returns all records except those in 

the Campus branch.
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Specifying Query Sort Order and 

Running a Query (1 of 2)

• Query sort order—determines the order of records in 

Datasheet view

• Sort order—can be changed in Design view

• When sorting more than one field—sort order is 

determined from left to right.
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Specifying Query Sort Order and 

Running a Query (2 of 2)

Running a query

• Design view—click Run in the Results group on the 

Design tab 

• Navigation Pane—locate the query

–Double-click it or

–Press Enter
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Copying and Modifying a Query
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Creating a Multitable Query (1 of 2)

• Multitable query—contains two or more tables

• Ways to create multitable queries: 

–Add tables to an existing query

–Copy an existing query and add to it

–Create from scratch using:

▪The Query Wizard or

▪The Query Design tool
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Creating a Multitable Query (2 of 2)
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Modifying a Multitable Query (1 of 4)
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Modifying a Multitable Query (2 of 4)
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Modifying a Multitable Query (3 of 4)
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Modifying a Multitable Query (4 of 4)
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Copyright

This work is protected by United States copyright laws and is

provided solely for the use of instructors in teaching their 

courses and assessing student learning. Dissemination or sale of 

any part of this work (including on the World Wide Web) will 

destroy the integrity of the work and is not permitted. The work 

and materials from it should never be made available to students 

except by instructors using the accompanying text in their 

classes. All recipients of this work are expected to abide by these 

restrictions and to honor the intended pedagogical purposes and 

the needs of other instructors who rely on these materials.


