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A Primary Key field called ID is automatically created. The ID field will provide a unique 
identifier for each row in the Competitions table. 

 

2.3.5. Creating a New Table  
Another table is needed to hold details of competitions that the member has played in.  
 
To add a new table, do the following: 
 Click the Create tab on the ribbon.  

 Click Table in the list of commands. 
 
 
 

A new table, also called Table1, will be created.  

 Change the view to Design View. 

 Name the table Competitions and save it. 

 Add the fields shown in the list below.  

 

 
 
 
 
 
Lookup Wizard 
The last field to be added is a Lookup Wizard field. In this database, it is used to 
indicate whether or not the member is a Gold, Silver or Bronze member.  
 

This field will be a Text-type field, but the values will come from a predefined list. This is 
set up as follows: 
 Add a new field with the name Membership Level. 

 Set the data type to Text in the normal way. 

 Open the Data Type list for the field again, but this time 
select Lookup Wizard.  

 Select the second option I will type in the values that I 
want.  

 Click Next. 

 
 
 
 
In the next window, like the example on the right: 
 Change the number of columns to 2. 

 Click in the table list. 

 Enter data as follows: 
1 Gold 
2 Silver 
3 Bronze 

 Click Finish.  
 
 
 

Field Name Data Type Properties 

ID [created automatically] AutoNumber Set automatically 

Member Number Number 
Field size: Long Integer 
Required: Yes 

Competition Date Date/Time 
Format: Short Date 
Required: Yes 

Handicap Number 
Field Size: Long Integer 
Required: Yes 

Score Number 
Field Size: Long Integer 
Required: Yes 

Select number of columns 

Enter data 

Select  

second option 

note 
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The finished list of fields should look like the example on 
the right. 

 
 

 
 
 
 

 
2.3.6. Validation Rules  
In addition to the properties already set, such as Required and Default Value, additional 
Validation Rules can be applied to fields to further control what can be entered. In our 
Golf Club, club rules state that members must be at least 18. It is also unlikely that any 
will join past the age of 100. Therefore, a rule can be applied to limit the ages entered to 
this range. 
 
Number Fields 
To set limits – validation rules – on what data can be entered in a number field, do the 
following: 
 In Design View, click on the Age field in the field list at the top of the screen.  

 The Validation Rule and Validation Text is one of the field properties at the bottom of the screen. 

 Enter the following text next to Validation Rule: 
 >=18 And <=100 

 Enter the following text next to Validation Text: 

 Age must be between 18 and 100. 

 
 
 
 If a value less than 18 or greater than 100 is entered into the field 

(in DataSheet View or via a form, or any other method), then an 
error message using the Validation Text will occur. 
 
This rule will be applied when adding a new record, or editing  
an existing record and modifying the value in the Age field. 

 
Text Fields 
Validation rules can be applied to Text-type fields in a similar way.  
 
To prevent the use of the surname Ahern, do the following: 
 Open the Members table in Design View. 

 Select the Surname field in the field list. 

 Enter the following text against Validation Rule in 
the properties list: <>“Ahern”. 

 
 

 
 
 

  
 
 
 
 
 
 
 

Enter text in the 
Validation Rule 

field property 
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A date can be entered into the 
validation rule in the following format: 
#January 23, 1982#. It will then be 
converted to a short date format 
appropriate for the region. 

 

 

 When the table is saved a prompt will appear to confirm the change.  
 

 
 
 
 
 
 
 

Currency Fields 
To configure the Yearly Fees field to only accept values between 100 and 3000, do the following: 

 Open the Members table in Design View. 

 Select the Yearly Fees field in the field list. 

 Enter the following text against Validation Rule in the properties list: >100 and <3000. 

 Enter Fees must be between 100 and 3000.  
against the Validation Text property. 

 When the table is saved a prompt will  
appear to confirm the change. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date/Time Fields 
The Golf Club was founded on 13 April 1960. It is therefore impossible that any member 
participated in a competition before this date.  
To add a rule to the Competitions table preventing dates before the founding date being 
used, do the following: 
 Open the Competitions table in Design View. 

 Highlight the Competition Date field in the 
field list. 

 Enter the following text against the Validation 
Rule property: >=  #13/04/1960# 

 Enter Date must be on or after April 13th 
1960 against the Validation Text property. 

 When the table is saved a prompt will appear 
to confirm the change. 

 
 
 
 
 
 
 

 
 
 

Enter text in the Validation 
Rule field property and 

Validation Text field property 

Enter text in the Validation 
Rule field property and 

Validation Text field property 

note 
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The key icon is displayed beside the 
field name. 

 

Click Yes (Duplicates OK) if more than one  
record can have the same data in this field,  
e.g. there may be several members with the  
same last name.  

Click Yes (No Duplicates) to ensure that no  
two records are the same, e.g. giving stock  
items a unique name. 

 

 

2.3.7. Setting a Field as a Primary Key  
A primary key is a field or fields used for uniquely identifying each row in a table, for 
example a member number in a table containing information about club members. A 
primary key should be created for every table, and an index defined for it.  
 
To set a field as a primary key, do the following: 
 Open the Members table in Design View. 

 In the field list, highlight the Member Number field. 

 Right-click in the area to the left of the field name. 

 Select Primary Key from the menu. 
 
 

 
 
 
 
 

2.3.8. Creating an Index  
Fields that will be used to search should have indexes defined for them. An index can 
involve one or more fields. For example, in a table containing orders for a company‟s 
products, an index could be created on the order number and product code. 
 
To create an index, perform the following steps: 
 Open the Members table in Design View. 

 Select the Age field in the field list. 

 Click the Indexed property in the Field Properties  
list. 

 As there can be multiple members with the same  
age, therefore, select Yes (Duplicates OK) from  
the menu that is displayed. 
 
 

 
 
 
 
   

 
 
 
In the Members table it would be useful to be able to search on the Member‟s full name, 
but the name is stored in two fields – First Name and Surname.  
 
It is possible to create an index involving multiple fields, as follows: 
 Open the Members table in Design 

View. 

 On the ribbon, click the Indexes option. 
 

 
 
 
 
 
 
 
 
 

note 

note 
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The Indexes window opens.  

 In the Index Name column, define 
a new index name by entering Full 
Name in the first empty cell. 
 

 
 
 
 
 
 
 

 Click the Field Name cell to the right 
and select First Name from the drop-
down menu. 
 

 
 
 
 
 
 
 

 Add the Surname field below the First 
Name field in the same way. 
 

 Close the Indexes window with the 
Close X button at the top right to save 
the changes. 

 
 
 
 
 

Practice Sequence  

1 
Add a validation rule to the Yearly Fees field, to check that the fees are between 

100 and 3000. 
 

2 Add appropriate Validation Text. 
 

3 
Change the Primary Key (right-click the existing key and select Primary Key from 

the menu that appears). 

 

4 Ensure the Primary Key stays as the Member Number field. 
 

5 
An index must be added to the Surname field because users will often search on 

this field.   

 

6 
Still in Design View, click the Surname field in the field list at the top to display the 

properties at the bottom of the screen.   

 

7 

Click the Indexed property to display a menu with the following options. 

 

 

 

 

 No: No index is present on this field. 

 Yes (Duplicates OK): No checking for duplicates will be done as records  

are added. 

 Yes (No Duplicates): When a record is added, all existing records will be 

checked to see if any have the same value in this field. If one already exists, 
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the addition of the record will be disallowed and a message displayed. 
 
In this case, there could be many members with the same surname, therefore, 
duplicates should be allowed. 
 

8 Click Yes (Duplicates OK). 
 

 
2.3.9. Adding, Deleting and Modifying Data in a Record  
It may be necessary to add, change or delete data, such as a change of address or 
telephone number.  This is most easily done in DataSheet View. 
 
 
 
 
 

 

When you change or delete data, Access automatically saves the updates.  

 

2.3.10. Changing the Width of Columns in a Table  
The basic structure of a datasheet is columns and rows. When you enter information, 
you may find that the data is obscured because the column is not wide enough.  
Columns are also referred to as fields. 
 
In order to widen the columns, do the following: 
 Right-click the column to be widened. 

 Select Field Width from the menu 

 A dialog box will open enabling a precise width to be specified.  

 Click the Best Fit button to automatically size the column to the size  
of the widest entry in the field (or field title).  
 
 

 
 
 
 
 
 
 

Alternatively, the width can also be altered interactively by clicking  
and dragging with the mouse. 
 In datasheet view, position the mouse cursor at the right edge of the field title.  
 The arrow cursor will change to a resize cursor. 
 Click and hold down the left mouse button.  
 Move the mouse left or right to resize the column.  

 
 
 
 
 

 
2.3.11. Navigating Records in a Table  
Records can be selected by clicking on any field within the record. The currently 
highlighted record is then displayed with a darker background.  

 
In addition a navigation toolbar is displayed at the bottom of the screen. 

Resize cursor 

 To add data, select the required field and type in the new data. 

 To change or update data, select the required field and type in the new data.  

 To delete data, select the data and use the Delete command in the Edit menu.  
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To abandon changes to a field, press the Escape key. 
 
This will restore the original value of the field, prior to any changes. 

 

 
 
 

 
 
2.3.12. Adding a Field to an Existing Table  
New fields can be added to existing tables in exactly the same way as they are added to a 
new table.  
 
To add a new Yes/No field called Deceased to the Members table, do the following: 
 
 Open the Members table in Design View. 

 In the field list, enter Deceased in the first empty cell in 
the Field Name column. 

 Change the Data Type to Yes/No. 

 Save the table. 

 
 
 
 
 
 
 
 
 
 
 

2.3.13. Adding Records to a Table  
To create a new record, do the following: 
 Click the New Record button on the Navigation toolbar. 

Alternatively, click the record marked with the asterisk.  
 

 
 Enter, delete or modify data in the normal way as necessary to include all the necessary data  

for the record. 
Fields of some data types, such as Yes/No, will have checkboxes or other types of control as 
appropriate.  
A new attachment can be added to the record by double-clicking on the Photo field.  
The contents of the Member Number field are filled automatically and cannot be changed.  
The Membership Type can be selected from a drop-down list, as it is a Lookup Wizard field. 

 

When all the data has been entered into the record, it should be saved. 
 

To save a record, do the following: 
 Navigate to another record. 

Alternatively, close the table. 
 

 
 

 
 
2.3.14. Deleting Records in a Table  
To delete a record, do the following: 
 Select the record to be deleted by clicking the bluerow 

selector to the left of the field.The row will be highlighted. 
Select  row 

note 

Current record 

First record 

Previous record 
Next record 

New record 

Last record 
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 To select all the records click the Select All button to the 

left of the header row. 

 
 

 Right-click anywhere on the record.  

 Select Delete Record from the menu that appears. 
 

 
 
 
 
 

Practice Sequence  

1 Open the Members and Competitions tables.  

2 Using the information in sections 2.3.6–2.3.10, add a few records similar to those 
in the illustrations and experiment with resizing columns and deleting rows. 

 

 
 
2.3.15. Applying a Filter to and Removing a Filter from a Table  
  
Data can also be filtered in DataSheet View. This can be useful for limiting the number 
of records that a user has to view or deal with, or that field searches have to cover. 
Filters can be applied to more than one field at the same time. 
 
To filter the Members table so that only Members with an age greater than 30 are 
included, do the following: 
 In DataSheet View or Form View, click in the Age field of any 

record. 

 Select the Filter command in the Sort & Filter section of the  
ribbon. 

 

 In the menu that opens, click the Number Filters option. 

 Select Greater Than from the sub-menu that opens. 
 

 
 

 
 
 
 

 In the Custom Filter window, enter the value 30. 

 Click OK. 
Only records where the Age field is greater than 
30 are now available. This applies both to 
DataSheet View and Form View.  

 
The Navigation Bar changes to indicate that the table is filtered. 

To remove the filter, do the following: 
 Click in the Age field. 

 Click the Filter icon. 

 Select Clear Filter From Age. 
The filter is removed and all records are, once again, available to view. 

 
 
 
 

note 


