Fall 2015 Database Lab

Assignment: Database Application: Building a Knowledge Database

Page: 137

Textbook: Valacich, Joseph S. and Schneider, Christoph. Information Systems Today: Managing in the Digital World. 6th Edition.
Prentice Hall. ISBN: 9780132971218 (eText: 9780132971799).

Presentation Creator: Preuss
Presentation Date: 10/1/2015

Notes: This presentation shows most if not all the required steps in completing the assignment. It is the student's responsibility to read
and understand the assignment to insure the assignment is correctly done.
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The presentation opens a
database in Access 2013.

blank
The

presentation gives the database an

appropriate name.

Blank desktop database

Should | create an Access 2013 app or an Ack

File Name
employeedata.accdb
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Task View
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HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

,_‘ ,_‘ '_] U?TMFHE m— 1) _ _ |_I_J,| - L—ﬂAccess
80 0 = S@EiRin

P = .
XML File
sc 7

Tim Preuss ~

: . ?mWord Merge
Saved Linked Table Excel Ac oD Saved Excel Text XML PDF Email —
Imports  Manage atabase s More~ Exports File File orXPS 3 More~

Export

The presentation selects the pe File

"External Data" tab. The -
presentation selects [Fce and destination of the data
"Access" to import an
Access database.

t of the definition of the objects.

C:\Users\Tim\Documents\

jvhere you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

O Append a copy of the records to the table: T3pe1

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a
text file. However, you can add new records.

Datasheet View
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Saved Linked Tal

f.]?.r‘lft.;]t:

Select the source and destination of the data

Specify the source of the definition of the objects.
All Access| 3reav )

Search...

LE File Open
Tables

<« v P « cptr1138 > Lab04 v O Search Lab04

Organize ¥ New folder == v [N 0

win_client_mailr ™ Name Date modified Type
pend a
[E Microsoft Access [#]] Ch 3 employeedata.mdb 9/30/2015 1:46 PM  Microsoft Acpot be

/@& OneDrive

. I be reflected
E8 This PC will be stored

The presentation navigates to the
database. The presentation selects the
database. The presentation selects
"Open" to continue.

Cancel

Microsoft Access (*.accdb;*.mc v

Open Cancel

Datasheet View NUM LOCK BL

c/

c i — 5:26 PM
) O @ B E ~ 0o B 10/1/2015



%E]winlo_x64_0ffice365-VMware Player (Non-commercial use only) | - || (=] ||&]
Player v | Il + &» I O

NS

HOME CREATE EXTERNAL DATA DATABASE TOOLS

TABLE TOOLS
FIELDS TABLE

,_\ ,_\ l_] [;]?TextFile m— 1) _ _ |_1_J,| - L—ﬂAccess
@ & (59 SFEEiiod

B33 XML File ~ Efj Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF Emall —
}| Imports Database '+ More~ Exports File  File orXPS 5 More ~

Tim Preuss ~

© Get External Data - Access Database

All Access

Search...
Tables
EEH Tablet

Select the source and destination of the data

Specify the source of the definition of the objects.

File name: | c:\Users\Tim\Documents\cptr1138\Lab04\Ch 3 employeedata.mdb

Specify how and where you want to store the data in the current database.

(® Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a
number to the

e of the imported object. Changes made to source objects (including data in tables) will not be
reflected in t t database.

() Link to the da

urce by creating a linked table.

. " ,» Dle that will maintain a link to the source data. Changes made to the data in Access will be reflected
The presentatlon selects the Impor1 versa. NOTE: If the source database requires a password, the unencrypted password will be stored
option. The presentation selects "OK" to

continue.

Cancel
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L_ﬂ Access
?‘m Word Merge

)
Tables Queries Forms Reports Macros Modules ?F;l@ \’:@ [U__"

Employees KML PDF  Email —
| In File orXPS 3 More~

Export

The presentation selects the table name
to import. The presentation selects "OK"
to continue.

Record: 4 1o0f1
Datasheet View NUM LOCK BL
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Get External Data - Access Database ¢ X
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Save Import Steps

All objects were imported successfully.

Al | ACC@SS Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.
Search...

Tables E] Save import steps

( 3\
The presentation does not "save import
steps”. The presentation selects "Close”
to continue.

Record: 4 10of 1
NUM LOCK
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HOME CREATE

Saved Linked Table
| Imports

Excel Access

Manager

Import & Link

All Access Obje... @ «
o

A
A

Search...
Tables
j Employees

EXTERNAL DATA

a2 oz . =
Er B [Er
ODBC
Database

EX5

TABLE TOOLS ? O X

employeedata : Database- C:\Users\Tim\Do...

Tim Preuss ~

DATABASE TOOLS
=
b 4

FIELDS TABLE

L_ﬂAccess

) ?ﬂWord Merge
Email
f: More ~

] Text File
93 XML File

BRRBC
Text XML PDF
File File orXPS

Export

Saved Excel

» More ~ Exports

Datasheet View

+H Employeeé
LastName ~
Marshal
Austin
Clark

Office -
Moscow
Moscow

+~ Home Phont ~
Continental  208-882-3424
Delta 208-882-1525
American Airlit 509-333-4576
American Airlit 509-332-9087
itish Airways 509-332-8679
509-357-5676
Airways 509-332-6709
Airways 509-357-5673
Airways 509-332-1234
208-875-3333
509-332-6708
can Airlit 509-357-3487
Airways 509-332-4343
[ Airways 509-357-8889
can Airlit 509-332-7456
Airways 208-882-5478
nental  509-332-4532
Jican Airlit 509-332-1267
Delta 208-882-5576
American Airlit 509-357-3434
American Airlit 208-875-7844

FirstName -~ Expertise
Anna

Debbie
Joseph

Heather

Pullman
Pullman

The presentation double clicks on the
table to open.

1ental

P
Wallace
Hall
Weber

Moscow
Colfax
Lewiston

Alex
Marion
Cliff

Record: 4 1 of 25 | 2 2 Search

B
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L2} é
Primary Builder Test Validation
Key Rules

E Insert Rows
View

v

Delete Rows

Modify Lookups Sheet

Tools Show/Hide

Views

&5 Employees \

Property Indexes

TABLE TOOLS

DESIGN

=]

=

Create Data
Macros ~

Field, Record & Table Events

L

=21
—L

Rename/
Delete Macro

employeedata : Database- C:\Users\Tim\Documents\...

EX

Relationships

EX5

?
Tim Preuss ~

=

S

Object
Dependencies

Relationships

O X

All Access Obje... ®@ «

Search... jo
Tables A
j Employees

Field Name
LastName
FirstName
Office
Expertise
Home Phone

General Lookup

Field Size

Format

Input Mask

Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

255

No

Yes

No

No

No Control
None
General

Design view. F6 = Switch panes. F1 = Help.

Data Type
Short Text
Short Text
Short Text
Short Text
Short Text

Field Properti

o A

-~

\(999°) “000\-0000;; |

Command Prompt

N

The presentation changes the input

mask of the phone number.

A pattern for all data to be entered in this field

EH &
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CREATE

-
5/

HOME

Primary Builder Test Validation

Rules

Tools

All Access Obje... @ «

Search... jo

Tables A

j Employees

Input Mask Wizard

EXTERNAL DATA

Insert Rows
Delete Rows

Modif
| Emplo

LastNal
FirstNa
Office

Experti
Home I

Input Mask:

Zip Code

Extension
Password
Long Time

DATABASE TOOLS

Pranertv Indevec  Create Nata

:Phone Number
Sodal Security Number

ABLE TOOLS
DESIGN

=]

b §

DTD

=1
—L

Rename/

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.
To change the Input Mask list, dick the Edit List button.

Data Look:

(206) 555-1212
831-86-7180
98052-6399
63215

XXX

1:12:00 PM

Try It

General |,

Field Size
Format

Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

Edit List

Cancel

"\(999") "000\-0000;;_

No

Yes

No

No

No Control
None
General

f.’) q "'

Ralatinnching

Tim Preuss ~

S

Object
Dependencies

tionships

Description (Optional)

4

"Phone
selects

The presentation selects
Number”. The presentation
"Next" to continue.

A pattern for all data to be entered in this field

BH &
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5 [g/ Insert Rows Fb jlh DD @

Delete Rows —
P riman Builder Test Validation Pranertv Indevec  Create Nata Rename/ Ralatinnching Object
Modif) |nput Mask Wizard Dependencies
Tools tionships
A| | A O b ) ] Employ Do you want to change the input mask?
Y ] << J -
Ccess J €... Input Mask Name: Phone Number

Search.. e Input Mask:

LastNal
Tables i FirstNa

=4 Employees Office What placeholder character do you want the field to display?

Rules

Description (Optional)

Experti Placeholders are replaced as you enter data into the field. )

Pl hol . v = " "
Homeg REacxtigdinaar | The presentation selects "Next" to

continue.

Try It:

General |,

Field Size
Format ,
Input Mask \(999") "000\-0000;;_
Caption

Default Value

Validation Rule

Validation Text

Required No

Allow Zero Length Yes

Indexed No

Unicode Compression No

IME Mode No Control

IME Sentence Mode None

Text Align General

Cancel < Back

Input Mask Wizard NUM LOCK BL

File Explorer

fr _ 5:27 PM
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- Insert Rows

N B

Primary Builder Test Validation
Rules

DATABASE TOOLS DESIGN

= 7 B

Delete Rows -

HOME EXTERNAL DATA

Mod IT‘ |nput Mask Wizard

Tools

All Access Obje... ®@ «

Search... jo

Tables A

] How do you want to store the data?
| Emplo
(O With the symbols in the mask, like this:
LastNal (264) 316-8517

TABLE TOOLS

=] )=
g, &

Pranertv Indevec  (Create Nata Rename/

B=n(Eos T

Tim Preuss ~

S

Object
Dependencies

Ralatinnching

tionships

-
The presentation selects

FirstNa (@ Without the symbols in the mask, like this:

j Employees

continue.

Office
Experti
Home |

4442315281

General |,

Field Size
Format

Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required No

Allow Zero Length Yes
Indexed No
Unicode Compression No

IME Mode No Control
IME Sentence Mode None

Text Align General

Cancel < Back

"\(999") "000\-0000;;_

Input Mask Wizard

"Next" to

A pattern for all data to be entered in this field
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CREATE

=
B2
=
Primary Builder Test Validation

Rules

HOME EXTERNAL DATA

Insert Rows
me Delete Rows
Modif

Tools

All Access Obje... @ « ﬁ

Search... jo

Tables A

Tj Employees

| Emplo

LastNal
FirstNa
Office

Experti
Home |

DATABASE TOOLS

Input Mask Wizard

ABLE TOOLS

DESIGN Tim Preuss ~

=]

oo §

=

O —

=1

EX

Ralatinnching

s

Object
Dependencies

O —

Pranertv Indevec  Create Nata Rename/

tionships
That's all the information the wizard needs to
create your input mask.

Description (Optional)

e
The presentation selects "Finish" to
continue.

General |,

Field Size

Format

Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

Input Mask Wizard

Cancel < Back

"\(999") "000\-0000;;_

No

Yes

No

No

No Control

None

General

Bss

=

NUM LOCK
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HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Tim Preuss ~

E \ [[%/ Insert Rows ; F" EL DD @

== Delete Rows -
View  Primary Builder Test Validation _ Property Indexes Create Data Rename/ Relationships Object
v Ker Rules Modify Lookups Sheet Macros ~ Delete Macro Dependencies

Views Tools Show/Hide Field, Record & Table Events Relationships

All Access ObJe & « =4 Employees \
Search. 0 Field Name Data Type p

e X LastName Short Text The presentation verifies the input mask
FirstName Short Text IS correct.

—] Employees Office Short Text

Expertise Short Text

Home Phone Short Text

Field Properties

General Lookup

Field Size
Format

Input Mask
Caption
Default Value

Validation Rule
Validation Text A pattern for all data to be entered in this field

Required No

Allow Zero Length Yes
Indexed No
Unicode Compression No

IME Mode No Control
IME Sentence Mode None

Text Align General

Design view. F6 = Switch panes. F1 = Help. NUM LOCK 4

Task View
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\ [[%/ Insert Rows ; F" EL DD @

Delete Rows -
View  Primary Builder Test Validation _ Property Indexes Create Data Rename/ Relationships Object
v Ker Rules Modify Lookups Sheet Macros ~ Delete Macro Dependencies

Views Tools Show/Hide Field, Record & Table E(;mﬂ*f Ralatianchine \

All Access Obje... @ « The presentation right clicks on the
Data Type name tab. The presentation selects

Short Text "D -
N atasheet View".
Tables -~ i e A Short Text

j Employees : . et Toxt
Design View Short Taxk
Hom E Datasheet View Shost Text

Search... jo

General Lookup

Field Size 255
Format

Input Mask 1\(999") “000\-0000;; |

Caption

Default Value

Validation Rule

Validation Text A pattern for all data to be entered in this field
Required No

Allow Zero Length Yes

Indexed No

Unicode Compression No

IME Mode No Control

IME Sentence Mode None

Text Align General

Design view. F6 = Switch panes. F1 = Help. NUM LOCK 4
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HOME CREATE EXTERNAL DATA

AN B

View  Primary Builder Test Validation
Rules

Insert Rows
Delete Rows
Modify Lookups

Tools

| Employees '\

DATABASE TOOLS

Property Indexes
Sheet

TABLE TOOLS

DESIGN

= A

Create Data Rename/

Macros > Delete Macro

Show/Hide Field, Record & Table Events

Relationships

EX5

Tim Preuss ~

Object
Dependencies

Relationships

All Access Obje... @ «
Search... jo
Tables A

j Employees

LastName
FirstName
Office
Expertise
Home Phone

General Lookup

Field Size

Format

Input Mask

Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

Design view. F6 = Switch panes. F1 = Help.

Field Name

Data Type
Short Text
Short Text
Short Text
Short Text
Short Text

Microsoft Access

You must first save the table.

Do you want to save the table now?

Yes No

\(999") “000\-0000;; |

No

Yes

No

No

No Control
None
General

D 0 @  E ~ 0o B E

Description (Optional)

y.

The presentation answers "Yes" to save
the table.

A pattern for all data to be entered in this field

NUM LOCK BL
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3{) Cut

EE] Co
Paste Py Filter
Format Painter

EXTERNAL DATA DATABASE TOOLS

?l Ascending
zl Descending Y|:| M

Remove Sort All ~

Clipboard Sort & Filter

&5 Employees \

TABLE TOOLS

FIELDS

= New

&,B Save

Refresh

TABLE

ZHE

ac
v > -

EX5

employeedata : Database- C:\Users\Tim\Do... ?2 - 0O

Tim Preuss ~

Find

X Delete ~ D v

Records

Find Text Formatting

X

All Access Obje...

Search...
Tables
j Employees

FirstName ~
Michael
Gloria

LastName ~
Nauman
Boyd
Proctor
Hunt
West
Henderson
Stewart

Ginny
Jack
Helen
Angela
Kathy
vi=da
ne
Delete Record la

New Record

Copy X
f

cy
Ramon

IC Row Height...
Sanchez
Tang Eric
Connell Janna

*

Record: 4 4 /150f25 | » M »

Office
Colfax
Pullman
Lewiston
Pullman
Colfax
Pullman
Colfax
Pullman
Moscow
Pullman
Spokane
Moscow
Colfax
Lewiston
Pullman
Moscow
Spokane
Spokane

Expertise ~ Home Phone ~
British Airways 509-357-5673
British Airways 509-332-1234
208-875-3333

EO00. 2209 C 200

Continental
Delta

American Ai
British Airw
British Airw
American Ai
British Airwa
Continental

The presentation may delete a record
by right click on the left gray field. The
drop down menu will appear.

The other requested operations are

rather simple.
American Ail

Delta
American Ail
American Ait
Continental

Continental

Southwest
Delta

‘JUJ, AT L L

(509) 555-1144

NUM LOCK BL
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Save As

File Types

‘EJ Save Database As

PA. Save Object As

Microsoft Access

Account

Options

Save Database As

Database File Types

ﬂ:] Access Database (*.accdb)
Default database format.

EI Access 2002-2003 Database (*.mdb)

Save a copy that will be compatible with
Access 2002-2003.
[ Access 2000 Database (*.mdb)

xth

C) S

Tim Preuss ~

All open objects must be closed prior to continuing this operat;“

Do you want Microsoft Access to close the objects?

Yes

No

¢ Package and Sign

Package the database and app
signature,

Make ACCDE
File will be compiled into an ex
only file.

-2 Back Up Database

Back up important databases r
prevent data loss.

?0 SharePoint

Share the database by saving it{

As part of saving the database, Access
must close all objects. The presentation
selects "Yes".

document management server.

A Q) B E
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Organize ¥ New folder

m Microsoft Access Date modified Type

: Text Formatting
& OneDrive No items match your search.

[ This PC
The presentation selects an appropriate
Deskt
B Desktop name and "Save As Type". The
presentation selects "Save" to save the
w‘ Downloads database.

'h Music

@ Documents

= | Pictures
B Videos
“_ Local Disk(Ch V¥ <

File name: | employeedata.accdb

Save as type:  Microsoft Access Database (*.accdb)

4« Hide Folders Cancel

NUM LOCK
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