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Access 2013 Unit J: Creating a Database

A Guide to this Instructor’s Manual:

We have designed this Instructor’s Manual to supplement and enhance your teaching experience through classroom activities and a cohesive chapter summary. 

This document is organized chronologically, using the same heading in blue that you see in the textbook. Under each heading you will find (in order): Lecture Notes that summarize the section, Figures and Boxes found in the section, if any, Teacher Tips, Classroom Activities, and Lab Activities. Pay special attention to teaching tips, and activities geared towards quizzing your students, enhancing their critical thinking skills, and encouraging experimentation within the software. 

In addition to this Instructor’s Manual, our Instructor’s Resources CD also contains PowerPoint Presentations, Test Banks, and other supplements to aid in your teaching experience. 

For your students: 

Our latest online feature, CourseCasts, is a library of weekly podcasts designed to keep your students up to date with the latest in technology news. Direct your students to http://coursecasts.course.com, where they can download the most recent CourseCast onto their mp3 player. Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University Computer Science Department, where he is responsible for teaching technology classes to thousands of FSU students each year. Ken is an expert in the latest technology and sorts through and aggregates the most pertinent news and information for CourseCasts so your students can spend their time enjoying technology, rather than trying to figure it out. Open or close your lecture with a discussion based on the latest CourseCast.
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Unit Objectives

Students will have mastered the material in Access Unit J when they can:

· Understand databases

· Create a database

· Create a table in Datasheet view

· Create a table in Design view

· Modify a table and set properties

· Enter data in a table

· Edit data in Datasheet view

· Create and use a form

Access 254: Understand Databases

LEARNING OUTCOMES

· Define database, table, field, record, form, report, and query 

· Name and describe common database objects in Access

LECTURE NOTES

· Because database concepts are generally hard to grasp for novice computer users, it is a good idea to review some basic terminology and concepts before diving into the meat of this unit. The first lesson, Understanding Databases, is meant to provide a clear, concise introduction to basic database concepts, including the database management system (DBMS). 

· Make sure you review the basics of storing information in a database, emphasizing that all data in a database is stored in tables. Use FIGURE J-1 to show a sample database table. Use this figure to identify and explain records, fields, and field names. Point out that a table in Datasheet view is great for reviewing lots of records at once, but that it would be difficult to enter information directly into it because it would cause eye strain and would be easy to introduce errors. 

· Explain that your students can create a form in Access to make data entry easier. Point out that FIGURE J-2 is an example of a form that is based on the table in FIGURE J-1. Explain that a form shows only one record at a time and provides an easy-to-use interface to minimize data entry errors and speed up data entry. 

· Next, make sure students understand the different ways they can retrieve information from a database. Explain briefly what a report and a query are, and the uses and benefits of objects like these. 

· Make sure your students understand the difference between a simple database and a relational database. 

· Explain that a relational database lets you store data in multiple tables that relate to each other. The benefit of this is that you can enter data once in separate tables and pull out information from selected tables as needed. Use FIGURE J-3 to illustrate how you can use a relational database to pull information from different tables. Also explain how a primary key field is the critical common element to each table; it uniquely identifies a record from all other records. 

· Make sure students understand the benefits of working in a relational database, such as Microsoft Access. First, explain the structure and uses of a simple flat file database table, such as an online address book. Then, use the example of a retail business, shown in FIGURE J-3, which uses a relational database to maintain tables on customers and customer orders. Forms and reports—such as purchase orders, sales reports, and department summaries—can be run using information from all the tables, keeping data entry and the introduction of errors at a minimum.

FIGURES: J-1, J-2, J-3

TABLE: J-1: Common database objects in Access
TEACHER TIP

Database concepts can be difficult for a novice to understand. Make sure students understand the basic uses of a database for storing and retrieving information as described in the Understanding Databases lesson. It’s important that they have a solid understanding of the terms record and field, and that they have a fairly good understanding of the different database objects and what they are used for (table, form, report, query). 

CLASSROOM ACTIVITIES

1. Group Activity: Separate students into teams of two and ask them to define each of the following database terms for each other: 

· database

· table

· field

· record

· report

· query

· form

· relational database

2. Class Discussion: Ask the students to name examples of databases they use regularly. (Answers: the phone book, their personal address books, your school catalog's course offerings, a cookbook, etc.)

Access 256: Create a Database

LEARNING OUTCOMES

· Start Access 

· Create and save a blank database

LECTURE NOTES

· Take a few minutes to explain how to start Access. The steps, in the text, instruct students to start Access using the Windows 8 Start screen; explain that you can also start Access by double-clicking the Access desktop icon (if there is one on the desktop).

· Mention that templates are an important feature of Microsoft Access 2013 that can give you a great head start in creating databases for specific purposes.

· Explain that after you create and save a database with a name, the Access Start screen opens as shown in FIGURE J-4. Take a few minutes to introduce the elements of the Access Start screen. 

· Figure J-6 shows a blank table datasheet. Point out the Navigation pane (the left pane) where all objects for the database are listed. Point out that only the blank table (with temporary name TABLE1) is listed. 

· Point out that the TABLE TOOLS FIELDS tab is active on the Ribbon. 

· The Navigation pane is an important feature of Access 2013 as it provides a navigational center to all files contained in the current database: tables, queries, forms, reports, and other objects. Because working in a database can involve using a variety of different objects (for example, tables, forms, reports, and queries), make sure students understand the importance of the Navigation pane. 

· Explain to students that by default, Access saves all databases created in Access 2013 in the default Access format and assigns each filename the extension .accdb. This file format is not readable in versions of Access prior to 2007, so if they need to share a database with someone using Access 2003, they need to save it in an earlier format. 
FIGURES: J-4, J-5, J-6

BOXES

1. Trouble: If you are running Windows 7, click the Start button on the taskbar, click All Programs, click Microsoft Office 2013, then click Access 2013.

2. Clues to Use: Creating databases and database apps from templates

You can create a powerful database quickly by choosing a template from the Access Start screen. Like ready-made templates for Word or Excel, Access templates are database files designed for specific types of tasks, such as managing all your contacts, or tracking inventory, or keeping track of all the tasks in a large-scale project. In a database created from a template, the structure of the database is already set, with tables, queries, forms and reports all prebuilt. All you have to do is name and save the database, then enter the data you want. You can also customize the database by adding additional tables or other objects to suit your needs. In Access 2013, you can also use templates to create Web-based database apps that you can share on the Web with colleagues. The advantage of a Web-based database app is that users can access it from any location using a Web browser. To create a database app, you need a SharePoint server or an Office 365 site to host it.

TEACHER TIP

Many students may be new to Access and won't understand how its files differ from Excel, Word, or PowerPoint files. Explain that data is saved as you enter it. In addition, with this version of Access, there is a "Save As" feature for the database file as a whole, which you can use if you want to save the database with a different name or to a different location. Most importantly, students need to understand that they do not need to "Save" data as they enter it as Access saves it automatically. However, any time a change is made to an object's Design, the modification must be saved, or there will be a prompt to do so upon attempting to close that window.

Understanding the fundamental database terminology, e.g., field, record, field name, table, etc., will be crucial to a student's ability to master this software program. The objects (tables, queries, forms, reports, macros and modules), their purpose, and their relationships are crucial as well.

CLASSROOM ACTIVITIES

1. Class Discussion: What common elements do you see in Access that are also present in Word and Excel? (Ribbon, HOME tab, Office button, help icon, Quick Access toolbar, status bar) What elements are unique to Access? (Navigation pane, buttons and tabs on the Ribbon, Record navigation bar)
2. Quick Quiz:

a. Which screen provides options for creating a new blank database or creating a database from a variety of templates? (Answer: Access Start screen, or the New screen via the FILE tab)

b. In the Access program window, where are the database objects for the open database listed? (Answer: Navigation Pane)

Access 258: Create a Table in Datasheet View

LEARNING OUTCOMES

· Create and save a table in Datasheet view

· Specify or change the data type for a field

· Identify common data types

· Set the primary key field

LECTURE NOTES

· Before you get into the specifics of this lesson, you might want to stress to students that, as a first step, it is important to plan a database. Point out that the table object is the most important object in a database because tables store all the data of the database. 

· When you design a table in Datasheet view, you decide what fields it will contain and what data type will be assigned to each field.

· First, you need to state the purpose of the database and decide what information it will contain. In this unit, students create a database that stores information about Outdoor Designs’ customers, which are retailers that distribute Outdoor Designs’ products. 

· Next, you should decide what types of data will be contained in the database tables. In this lesson, the fields contained in the Customers table will relate to customer information, such as store name, city, zip, and so on. 

· Remind students that every table needs to have a primary key field that uniquely identifies a record from any other record. Point out examples of primary key fields that are unique identifiers, such as an email address, a phone number, or a social security number.

· Also explain to students that every field they add to a table must have a data type assigned to it. Use TABLE J-2 to review the different data types available, including the AutoNumber data type. 

· Point out that students should save the open blank table with a name before working with it. When they save it, point out that its name is listed in the Navigation pane. 

· Demonstrate how to add fields to the table and assign data types to them.

· To specify field names in a table, double-click Add New Field in the top row of the datasheet, then type the field name you want. To specify a data type, click the Data Type list arrow in the Formatting group on the TABLE TOOLS FIELDS tab on the Ribbon, and then click the appropriate data type. 

· Every new blank table contains a field named ID that has the AutoNumber data type assigned to it. The ID field is also automatically designated as the primary key field. You can change the name of the ID field by double-clicking ID then typing a new field name. You can also change the ID data type from AutoNumber to another data type.

· A reason to NOT assign the AutoNumber data type to the ID field and keep it as the primary key field is that the primary key field needs to uniquely identify a record in a database from all other records. If you have multiple tables that assign the ID field as the primary key field in more than one table, the ID field will not uniquely identify records. Therefore, in this book, the steps always instruct students to assign the text data type to the ID field and always enter a unique string of characters into the ID field to ensure it will not be duplicated in another table. 

FIGURES:  J-7, J-8, J-9

TABLE: J-2: Common field data types
BOXES

1. Quick Tip: Objects are saved within and are only available from the database file, not as separate files.
2. Quick Tip: The AutoNumber data type guarantees that each record is uniquely identified, even if some fields contain identical information (for instance, two customers with the same name). AutoNumber fields cannot be modified.
3. Quick Tip: To rename a field, double-click the field name, then type the new name.
4. Quick Tip: To delete a field, click the field, then click the Delete button in the Add & Delete group on the TABLE TOOLS FIELD tab.

TEACHER TIP

If your students have prior experience working with Excel spreadsheets or Word documents, navigating through Access records will be similar in many ways.

Talk about scrolling left and right. Students should not assume that they have lost some of their datasheet just because they cannot see it on the screen.

In the past, a person’s Social Security number has been a common choice for the primary key field for an Employee table because this value is unique for each person. Due to a recent emphasis on protecting identities and adhering to privacy laws, it’s best to use a different field that uniquely identifies each employee as the primary key field for the Employees table such as EmployeeID or EmployeeNumber, data which does not carry as much risk should that data be lost or stolen. Try to minimize the printing of sensitive, important data such as Social Security numbers as much as possible.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. Which view allows you to add fields to a table and view any data that the table contains? (Answer: Datasheet view)

2. What data type assigns a unique number for each record in the table? (Answer: AutoNumber)

3. What data type should you assign to a field that will contain phone numbers? (Answer: Text)

Zip codes? (Answer: Text)

dollar amounts? (Answer: Currency)

dates? (Answer: Date/Time)

2. Critical Thinking: Ask students to discuss the AutoNumber feature. When will this come in handy? (Answer: To keep a running tally by record; to assign a unique yet consecutive number to each record as it is entered) When will it not be useful? (If it is used in more than one table as the primary key field it will not uniquely identify records.)

Access 260: Create a Table in Design View

LEARNING OUTCOMES

· Add fields in Design view

· Specify data types in design view

· Add field descriptions

LECTURE NOTES

· Walk students through the steps to add a new table to a database using Design view.

· Discuss why it is easier to use Design view to add fields to a new or existing table.

· Define field description. Discuss the role of field descriptions in identifying the purpose of a field and helping users of the database understand the information that the field is meant to contain.

· Explain that you can use Design view to change the primary key field to a different field. 

FIGURES: J-10, J-11

BOXES

1. Quick Tip: You can also change to Design view by clicking the Design View button on the right end of the status bar.
2. Quick Tip: To show the description message in the status bar wherever the President's Club field is used, click the Property Update Options button below the Description you typed, then click Update Status Bar Text everywhere President's Club is used.

CLASSROOM ACTIVITIES
1. Quick Quiz:

1. Why use a field description? (Answer: It identifies the purpose of a field and helps users of the database understand the information that the field is meant to contain.) 

2. You can change to a different view by clicking the view buttons on the left end of the status bar. T/F? (Answer: False)

2. Critical Thinking: In Access 2013, you can add fields to a table and assign them data types in Datasheet view. In some previous versions of Access, you could only add fields and assign data types in Design view. What do you think are the advantages of adding fields and assigning data types in Datasheet view? Are there disadvantages to using Datasheet view for adding and deleting fields? When would it be necessary to use Design view to edit a table? 

LAB ACTIVITY

When you are confident that students have learned the basics of creating a table using Design view, give them a chance to create a table using a Table Template, so they can see the benefits of using this feature. Table templates offer a table structure for common business and personal tables, each containing fields that can be used for a particular type of table. No matter which method students prefer using, stress the importance of good planning before creating the table so that it’s easy to make decisions about what fields to create. 

Access 262: Modify a Table and Set Properties

LEARNING OUTCOMES

· Edit field names

· Insert a field

· Specify a caption for a field

· Change field properties

LECTURE NOTES

· Point out that while Datasheet view lets you make some table design changes,  Design view is best for modifying a tables structure.  Use FIGURE J-12 to show Design view. Demonstrate how to edit, add, and delete fields using Design view. Explain that Design view lets you view the structure of a table, and is used to set field properties. Explain that field properties are data characteristics that dictate how Access stores, handles, and displays field data.

· Point out that you cannot enter or view table data in Design view; only field names, data types, and properties. 

· Point out how to rename fields by using the Caption property.

· You can also use Design view to rearrange the order of fields, change the data type for a field, add, edit, or delete fields, and set properties for fields. 

· Using FIGURE J-12, point out the Field Properties pane in the lower half of the screen. 

· Explain that you use the Field Properties pane to set field properties for certain fields. Spend some time explaining why you might want to set field properties for a particular field—for example, you might want to limit the number of characters that a user can type for the state field to ensure accuracy. To do this, you set the Field Size property to 2 for the State field. 

· Point out that you can also add text to the description field to explain to data entry users what type of data they should enter for a particular field. 

· Review the basics of modifying fields in Design view. To delete a field, click the field row selector for that field, right click, and then click Delete Rows on the shortcut menu. To edit a field, select the part of the field name you want to edit, and then type the replacement text to rename the field. To change the data type of a field, simply click the Data Type list arrow for the field then click a different data type. 

· To add new fields to a table, click in the first empty Field Name cell of the field design grid, then type the new Field Name. 

· Make sure students feel comfortable using the [Tab] key to move between cells in the field design grid.

· Make sure students know how to change the order of fields in a table. To change the order of a field, click the field row selector for the field, point to the selected field, drag the field up or down to the new location, and then release the mouse button. 

FIGURES: J-12, J-13, J-14

BOXES

1. Quick Tip: To rename a field, double-click the field name to select it, then type the new name.
2. Quick Tip: To delete a field, click the field you want to delete, then click the Delete Rows button in the Tools group.
3. Quick Tip: The Field Properties pane changes depending on which field is currently selected. Different data types have different field property options.

TEACHER TIP

Students might be tempted to specify the Number data type for fields that contain numbers such as telephone numbers and zip codes. Explain that it is better to use the Text data type for these fields because these are numbers that will not be used in calculations. You can also explain that some phone numbers contain letters (such as 1-800-GoFedex). 

CLASSROOM ACTIVITY
1. Quick Quiz:

1. You can only make changes to table design using Design view. T/F? (Answer: False) 

2. The Field Length property for the Text data type specifies the number of characters that a user can enter for that field. T/F? (Answer: False)

Access 264: Enter Data in a Table

LEARNING OUTCOMES

· Add records in Datasheet view

LECTURE NOTES:

· Explain that entering records into a table in Datasheet view is similar to entering data into an Excel spreadsheet. You click a field in the table, and then type data for that field (the field value).

· Explain that each row of data in a table is a record. Point out that you can select an entire record (or row) by clicking the row selector.

· Point out that a star icon appears in the row selector to indicate that this row is for a new record. When you type data in a field, this icon changes to a pencil icon, indicating that this record is being edited. 

· Before entering data in Datasheet view, point out that it might be helpful to minimize the Navigation pane by clicking the Shutter Bar Close button on the Navigation pane. 
· Demonstrate how to move from one field to the next by pressing [Tab] or [Enter] or using the arrow keys.

· Point out that the data type that is specified for the field determines how the data you enter will be formatted. If the data type is currency, any numbers you type will appear as dollars after you press [Enter] or [Tab]. Fields that have the Yes/No data type will display a checkmark in them. Click the check box to specify Yes, leave it unchecked to specify No. 
· Demonstrate that when you press [Enter] or [Tab] at the end of a row, the insertion point moves to the beginning of the next row.

FIGURES: J-15, J-16

BOXES

1. Quick Tip: You can also press [F11] to open or close the Navigation pane.
2. Quick Tip: A pencil icon appears in the row selector for the first record, indicating that this record is being edited.
3. Quick Tip: You can also enter a date by clicking the calendar icon that appears when you click in a field formatted as a date, then using the calendar window to complete the entry.
4. Quick Tip: To indicate No in a Yes/No field, no action is required; just press [Enter] or [Tab] to skip to the next field. If you inadvertently add a check mark, click it again to remove the check mark.
5. Quick Tip: To delete a record, click the row selector for the record, then press [Delete].

TEACHER TIP

Point out that you can also use the Record navigation bar to move between records in Datasheet view. The Record navigation bar is covered in a later lesson (on page Access 268, in the lesson called Create and Use a Form). It is more likely that you will use the Record navigation bar when in Form view (which is why it is not covered in this lesson). But point it out here, because students might be curious about it.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. What is the data you enter in each field called? (Answer: a field value)

2. Explain how to minimize the Navigation pane. (Answer: Click the Shutter Bar Close button on the Navigation pane)

3. What do you click to select an entire record? (Answer: the row selector)

4. What keys do you press to move from one field to the next in Datasheet view? (Answer: [Tab] and [Enter])

5. What happens when you press [Enter] at the end of a row in Datasheet view? (Answer: the insertion point moves to the first field in the next record.) 

2. Critical Thinking: How is entering data in Datasheet view similar to entering data in a worksheet in Excel? How is it different? 
Access 266: Edit Data in Datasheet View

LEARNING OUTCOMES

· Edit field values in Datasheet view

· Resize columns in Datasheet view

LECTURE NOTES:

· Demonstrate how editing data in Datasheet view is similar to editing content in Word or Excel; you select the field you want to edit and then type replacement text. 

· When you click a field value to edit it, the insertion point sets where you clicked. Demonstrate how you can select an entire field value by pressing [F2]. This is helpful if you want to replace the entire field value.

· Demonstrate how to resize columns by dragging the column separator between field names in Datasheet view. Show how to resize automatically by double-clicking a column heading (similar to using the AutoFit feature in Excel).

· Show how you can use [Backspace] and [Delete] to delete characters in a field. To delete an entire record, click the row selector then press [Delete] or click the Delete button in the Records group.

FIGURES: J-17, J-18

BOXES

1. Quick Tip: If you start editing a field and realize you want to keep the original entry, press [Esc] to undo the edit.

2. Quick Tip: To move to the previous field in a datasheet, press [Shift][Tab].

3. Quick Tip: You can also resize columns by dragging the column separator to the width you want.

4. Quick Tip: You can also save or close a table by right-clicking its tab, then clicking Save or Close.

5. Clues to Use: Printing objects in Access

If you want to print information from a database, you would usually create a report that includes selected fields, then print it. However, there might be times when you want to print a datasheet or form. To print any object in Access, select the object in the Navigation Pane, click the FILE tab, then click Print. The Print page opens in Backstage view and displays three print options. Click Quick Print to print the object using default print settings. Click Print to open the Print dialog box, which lets you adjust print settings. Click Print Preview to preview the object with its default settings. In Print Preview, you can use the tools on the Print Preview tab to adjust settings, then click the Print button when you are ready to print.

TEACHER TIP

Explain to students that any edits they make to the data in Datasheet view will automatically be saved; they do not need to click the Save button to save changes to data. However, if they resize columns or make any changes to fields, then they will need to manually save changes. If they forget to click the Save button before closing the table, a dialog box will prompt them to save. 

You might want to show students that they can also move fields in Datasheet view. To do this place the pointer over the field name until it changes to a downward arrow and click to select the entire column. Then, point to any border of the selected column until the pointer changes to an arrow facing up and to the left, then drag the column to where you want it. However—show that moving a column in Datasheet view does NOT change its position in Design view. This is important because when you create a form based on a table, the order of the fields in the form is based on the field order in Design view. (Therefore, if you want to change the order of fields in a form, you must change the field order in Design view, not Datasheet view.)

CLASSROOM ACTIVITY

1. Quick Quiz:

1. Describe two ways to resize a column in Datasheet view. (Answer: Double-click a column separator or drag a column separator to the width you want)

2. What key do you press to select an entire field value? (Answer: [F2])

LAB ACTIVITY

Lead students in the following steps to show them how to move a field in Datasheet view. The steps also show that if they move a field in Datasheet view, the changes are not reflected in Design view. 

1. Place the pointer over the Rep First Name field name until the pointer changes to a downward arrow. 

2. Click to select the entire column. 

3. Point to any border of the selected column until the selection pointer appears (an arrow that faces up and to the left)

4. Drag the column to the right of the Address column until a dark blue border appears between the Address and City fields. Release the mouse pointer. 

5. Click the Design View button on the status bar. Look at the field names. Notice that the Rep First Name field is NOT positioned below the Address field; it is still in its original position. When you move a column in Datasheet view, the change is NOT reflected in Design view. Remember this for the future. 

6. Return to Datasheet view. 

7. Drag the Rep First Name column to its original location.

Access 268: Create and Use a Form

LEARNING OUTCOMES

· Create a form based on a table

· View records using the navigation bar

· Add records using Form view

· Close a database and exit Access

LECTURE NOTES:

· Explain that the best way to enter data in a table is to create a data entry form. 

· Discuss the advantages of using a form over entering data in Datasheet view. (For example, you see only one record at a time, easier to use, less eyestrain than working in a rows-and-columns format where you see all the data at once, etc)

· Explain that the easiest way to create a form is to use the Form button on the CREATE tab. Discuss the use of form controls for inputting data.

· Demonstrate how to create a form using the Form button on the CREATE tab. Make sure students understand that they must first select the table in the Navigation pane before clicking the Form button. A form must be based on a table.

· Explain that you cannot enter data in Form Layout view. Show how you can see the data, but cannot edit it. To enter data, you must be in Form view. 

· Demonstrate how open Form view. Show how to edit data in Form view. 

· Demonstrate how to navigate between records using the navigation bar.

· Point out that you can also press [Tab] or [Enter] to move to the next field value text box in a form. 

· Demonstrate how to enter a new record in the form. 

· Point out how fields with certain data types or field properties will reject certain entries. When you type an invalid entry, a dialog box opens and tells you to type in valid data for the field. 

· Point out that fields with the data type Y/N are displayed as a check box. To enter yes, click the check box. To enter no, leave the check box blank. 

· Emphasize that you do not need to save a form in Form view after entering data into it. Any data you type into a form is automatically saved. 

· Pressing [Tab] or [Enter] in the last field value text box in a form displays a new blank record in Form view. Point out that you can also add a new record by clicking the New Record button on the Form View toolbar.

FIGURES: J-19, J-20, J-21

BOXES

1. Quick Tip: To apply a theme to a form, click the Theme button in the Themes group on the FORM LAYOUT TOOLS DESIGN tab, then click the theme you want.
2. Quick Tip: You can also create a new record by pressing [Tab] or [Enter] after the last field in a record.
3. Quick Tip: A split form is a form that displays the data entry form above the underlying datasheet. To create a split form, click the CREATE tab, click MORE Forms in the Forms group, then click Split Form.

CLASSROOM ACTIVITIES

1. Quick Quiz: 

1. What are some advantages of using a form to enter data? (Answer: See only one record at a time, easier to use, causes less eyestrain)

2. What is the simplest way to create a form? (Answer: Click the table on which you want to base the form in the Navigation pane, then click the Form button on the CREATE tab)

3. Define form control and give an example of one in a form. (Answer: A form control is an input device for entering data in a form. Examples include check boxes, list arrows, text boxes)

2. Critical Thinking: What are some disadvantages of using Form view to enter data into a table? When is it better to use Datasheet view to enter and edit data? 

LAB ACTIVITY

Lead the class in the steps below to show them how to create a split form. A split form is covered in the Quick Tip (at Step 8 on page Access 268).

1. Click the Sales Managers table in the Navigation pane.

2. Click the CREATE tab on the Ribbon, and then click the Split Form button.

3. Look at the split form. What is different about it compared the form you created in this lesson? 

4. What advantages do you think there would be in working with a split form?

5. Close the split form; do not save your changes.

End of Unit Material

· Concepts Reviews consist of multiple choice, matching, and screen identification questions.

· Skills Reviews provide additional hands-on, step-by-step reinforcement.

· Independent Challenges are case projects requiring critical thinking and application of the unit skills. The Independent Challenges increase in difficulty, with the first one in each unit being the easiest. Independent Challenges 2 and 3 become increasingly open-ended, requiring more independent problem solving.

· Real Life Challenges are practical exercises to help students with their everyday lives by focusing on important and useful essential skills, including creating photo montages for scrapbooks and photo albums, retouching and color-correcting family photos, applying layer styles and getting Help online.

· Advanced Challenge Exercises set within the Independent Challenges provide optional steps for more advanced students.

· Visual Workshops are practical, self-graded capstone projects that require independent problem solving.

Glossary of Key Terms

· database (Access 254)

· database management system (DBMS) (Access 254)

· tables (Access 254)

· simple database (Access 254)

· relational database (Access 254)

· record (Access 254)

· field (Access 254)

· field names (Access 254)

· form (Access 254)

· query (Access 254)

· report (Access 254)

· objects (Access 254)

· Navigation pane (Access 256)

· Datasheet view (Access 258)

· primary key field (Access 258)

· AutoNumber (Access 258)

· field description (Access 260)

· field properties (Access 262)

· Caption property (Access 262)

· row selector (Access 264)

· field value(Access 264)

· column separator (Access 266)

· form controls (Access 268)

· navigation bar (Access 268)

· split form (Access 268)

Top of Document

�This is not covered anywhere in this unit.





