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Create a new database

E™ B RS eRa ' Table Tools "] Database6 : Database (Access 2007 - 2010) !'Mlcroso&Access'T lb“l*ﬂu
Home Create External Data Database Tools Fields | Table (Al o
% AB ]2 RDate &Time J:J 2 Name & Caption :I;:":J‘ f" m Data Type: v [] rRequired 53
= [ Yes/No A &, Default Value == ) . Format:  Formatting /| [[] unique g
|~ ]
View Text Number Currency . ) Delete i Modify  Modify Memo T Validation "
v i More Fields ~ ;. Field Size Lookups Expression Settings $ % 9 | %8 3% [ ] Indexed v
Views Add & Delete Properties Formatting Field Validation
All Access Objects ® «
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Create a table

| Database6 : Database (Access 2007 - 2010) - Microsoft Access‘
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Home Create External Data Database Tools Fields Table

(4 &y Date & Time | 3
b a 12 BB Jx

T == |7 Yes/No : ¢

View Text Number Currency t '

Flf More Fields ~ b
,,,,,, Add & Delete Properties Formatting
|

All Access v) « || Z] Tablel
Search. §e) ID v Click to Add ~

Tables Pl (New)

B4 Tablel

| Record: 4 ¢ 10f1 4

Datasheet View

Id Validation

N ?)
=]
V4
=
Validation
X

Num Lock | 4

You can add the next field in your table vv click on ‘Add’ and continue adding new fields

Another option is to click on ‘View’. Using this alternative follows a sequence that re-
sembles the sequence one has to follow if using older versions of Access or OpenOffice
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Create 3 table

T A o O o e

Home Create External Data Database Tools Fields [ Table A o
Date & Time - A Name & Caption o - Data Type: » | []] Required ]
B2 aB 12 B X = == f B |
== /\ ™ a N i ] =)
[—Yes/No & Default Value
View Text Number Currency ...,  Delete | oo Modify
- { = s——
Add & Delete Properties
Datasheet View
) « || 5] Table1
yel ID - |Clickto Add  ~
%‘ Design View 7 *i (New)
“ B Tablet
Save As - M
| Table Name: \
i {Patientl ]
Record: 4 LM ‘ & No FI|\I 1 Search
Datasheet View \ | Num Lock |7¥ i

Click on ‘Design View’ Click ‘OK’ and the first table is finished

A popup window appears
Give the table a relevant name




Where am |
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B ¥

View Primary
v Key

vViews
All Access Objects

Search...

¥ | =

Create

External Data

“+aInsert Rows
=" Delete Rows

u_qu Modify Lookups

v « || =] patient
0

Tables
“ j Patient

~ |PE

Database Tools

A
=

Sheet

Show/Hide

FAiVéVI&-Name

i

> @
= =] = == =]
£ b 57 ;‘}J -4
_—_ U..‘—:" j =
Property Indexes (CMNate Data Rename/Delete  Relationships Object
MXgros Macro Dependencies
Field, Qecord & Table Events Relationships
X
Data \ype Description -
AutoNumber =

Design

(T

[JEUE) —53-]‘

‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access

Note the tab ‘Table Tools’ have now shifted from showing 'Fields and

Tables’ to ‘Designs’

ong Integer
Increment

| Field Size
| New Values

It can be overwhelming with all the different tabs and options. In the
beginning always take a step back and ask your self “where am |1 ?”. In
this case you are in the ‘Design View’ under the main tab ‘Table Tools’.

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

“Where you are” is also shown in both corners

3

Num Lock | @ 68 &%
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Primary Key

Field Properties

@[ H9-¢-= ':j_;,)'_—!j;_;,gl Database6 : Database (Access 2007 - 2010) - Microsoft Access C=SRE ﬂ
Home Create External Data Database Tools Design | [A) Q

:i \ﬁ Z-SInsert Rows i:m g; = 232 = =) E‘ﬁ

i - = =7 ¥ L o A = CHE

. e = Delete Rows = o - = ==/

View Primary| Euilder Test Validation : Property Indexes Create Data Rename/Delete = Relationships Object

-  Ke Rules £50 Modify Lookups |~ Sheet Macros ~ Macro Dependencies

Views k Tools Show/Hide Field, Record & Table Events Relationships
| All Access Objects ® « |3 Patient\ 5%
[Search. N e Field Name Data Type Description -~
—= N 7» =
[ Tables o] L AutoNumber

" £ Patient
by

General |Lookup \\

Field Size LOwg INgger
New Values IncreMgny
Format

Caption

Indexed Yes (No Dupli
Smart Tags

Text Align General

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field
names.

The key-symbol shows that this field is a Primary Key. Each record will be assigned a
unique id-number

Database technigue but as we shall see later we can use it to our advantage -




Primary Key

[D}@—&r

Databaseb : Database (Access 2007 - 2010) - Microsoft Access

r' 1
(Al "=
Home Create External Data Database Tools Design (A} @
Elj ] —+aInsert Rows %A = = = Iﬂ:j
115 = — e 2 4 e
. - =X Delete Rows - - = =0
View Primary = : Property Indexes Create Data Rename/Delete  Relationships Object
v Key gy Modify Lookups Sheet Macros ~ Macro Dependencies
iews Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects v) « || Z] Patient -
Search. gol ' Field Name Data Type Description .
1
Tables x| E AutoNumber
B3 Patient
i
v

The field has by default been named ID. ID is a reserved word. As a rule never use it alone

| Field Size

| New Values
| Format

| Caption

| Indexed

| Smart Tags
| Text Align

jGeneral {Loi)kup?

Field Properties

Yes (No D\yplicates)

General

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field
names.

always use it with a prefix or a postfix. (But leave ID as is for now)
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Make a Field

' g — e U = : .
Aldo~ o= o P Databaseb : Database (Access 2007 - 2010) - Microsoft Accese ™ B =)
Home Create External Data Database Tools Design (A o
J N et ? =77 = BT (= -
?\\‘ (LW “r=Insert Rows %:7 % @
. = = = Delete Rows - W =)
Primary Builder Test Validation . Property Indexes = Create Data Rename/Delete = Relationships Object
Key Rules =0 Modify Lookups | Sheet Macros ~ Macro Dependencies
Tools Show/Hide Field, Record & Table Events Relationships "
Ise“""‘" e Field Name \ Data Type \ Description ‘
Tables P ¥ D AutoNumber =]
I E3 Patient ~ Forename|
l - Move the curser down to the next line
' ] and enter the name for the next Field -
— -
Field Properties )
General |Lookup
|
Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field
names. i

Num Lock 3] @ i

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




Make a Field

-
y = R S e \ 1F - 11| Database6 : Database (Access 2007 - 2010) - Microsoft Access I = I = lg
Home Create External Data Database Tools | Design a 0

— = S | ZaInsert Rows }"}’@ g 2= ’-'-'ﬁp‘ = e

= Delete Rows

View | Primary Builder Test Validation ) Property Indexes = Create Data Rename/Delete = Relationships Object
v Key Rules “.@ Modify Lookups Sheet Macros Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
| All Access Objects ® « |2 Patient | X
3§Search... §e) Field Name Data Type Description -
| Tables ~ % | AutoNumber =
&5 Ppatient Forename Text
Memo
Number
Date/Time
Currency
AutoNumber
Yes/No v
OLE Object Field Properties
Hyperlink
Field Size 30 Attachment
Format Calculated
Input Mask Lookup Wi
Caption
Default Value
Validation Rule The data type determines the kind of values

d. Press F1 for

Move the curser to the column ‘Data Type’ and click on the down
pointing arrow and then select ‘Text’.

‘Text’ is selected as it is names that will be entered in this Field when
we are using the database

|§@@




Make a Field
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External Data

Create Database Tools

1aDIE | O0IS

‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access

Design

e : A =7 o = =
H A z T — ) = =
‘EES n 4 LJ . =f = =)
View Primary Builder Test Property Indexes Create Data Rename/Delete Relationships Object
v Ke Sheet Macros v Macro Dependencies
Views Show/Hide Field, Record & Table Events Relationships
| All Access Objects ® « } I ] patient
‘ E&earch... \5‘ Field Name Data Type Description -
 Tables | LA AutoNumber -
ER Ppatient | Forename Text E
Enter the max numbers of characters to
be entered in this Field (= max length of
the forename.

Field Properties

General Lookup

Field Size
Format

Input Mask
Caption
Default Value
Validation Rule
Validation Text

30|

Required No can set is 255. Press F1 for help on field size.
Allow Zero Length Yes

Indexed No

Unicode Compression  Yes

IME Mode No Control

IME Sentence Mode None

Smart Tags 2

The maximum number of characters you can
enter in the field, The largest maximum you

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

Num Lock ] 37} @»g].;;




Make a Field

r Y
@‘ = 9~ ¥ Databaseb : Database (Access 2007 - 2010) - Microsoft Access l —|el=d |—§3-
Home Create External Data Database Tools Design o @

0 & = = 3 =2
=] = T = =3 T
- - = > o)
View Property Indexes Create Data Rename/Delete = Relationships Object
v Sheet Macros v Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects v) « || =] Patient o
Search. jol Field Name Data Type Description -
? :
Tables A ID AutoNumber
B3 Patient Forename Text B

Select whether a forename always must be entered. It is your call. But
since many patients may have the same Surname it might be a good

idea to select yes.

Té;neral?[_ookupj
Field Size

Replete the sequence and enter a field for
Surname

Required
Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags

Require data entry in this field?

Yes
No Control
None

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

Num Lock | [E d8 |4
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Enter more Fields

Field Prop®gies

-
@[ = R l abie Tool ' Databaseb : Database (Access 2007 - 2010) - Microsoft Access | = | = Iﬁ
Home Create External Data Database Tools Design A Q

A ~@ Insert Rows el =7 f = =
ES _ s B 2 | =5 T
=X Delete R = = &2 =" == =)
View Primary Builder T "o =5 Property Indexes Create Data Rename/Delete Relationships Object
v Key Rules 7g¢ Modify Lookups Sheet Macros Macro Dependencies
Views Show/Hide Field, Record & Table Events Relationships
All Access Objects @ « | = Patient | 57
[search.. Fel Field Name Data Type Description -
Tables ~ ||2ID AutoNumber =
ER Patient Forename Text
| Surname Text
Birthdate Date/Time B
v

General |Loo

Format

Now create a Field for the Select ‘Data Type’ format as
patients birthdate ‘Date/Time’

IME Mode No Control
IME Sentence Mode None
Smart Tags

Text Align General
Show Date Picker For dates

elect a pre-
ormat. Press

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

Num Lock | B £ @,I;E]I ot




Database in Microsoft Access

-
@l = R e ! hie L ‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access I = | =] lﬁ "
Home Create External Data Database Tools ‘ Design A 9
~+aInsert Rows T =7 ===1 L, =
H o | = = &5 Sy ) == .|
S = Speleterows | =1 27 | G e =3 ::;),
View Primary Builder Test Validation - Property Indexes Create Data Rename/Delete = Relationships Object
v Rules 73¢ Modify Lookups Sheet Macros ~ Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects ) « || = Patient
I 1o | : . ( )
|Search.. pe : Field Name Data Type D ClICk the Format
% |ID AutoNumber
Tables A
T patient Forename Text drop down menu
Surname Text
Birthdate Date/Time v
(
Select the ‘Short
)
Field Properties Date fOFmat.
General Lookup Recommend to use
Format
Input Mask General Date 2007-06-19 17:34:23 -
Caption Long Date Tuesday, 19 June, 2007 th e fo rm at yea r
Default Value Medium Date  19-Jun-07 =
Validation Rule ShortDate 2007 06,19 month-date it
Validation Text ong Time 34 .
ST Medium Time  5:34 PM makes sorting
I Short Time 17:34
ndexed o . .
IME Mode No Control easier if data needs
IME Sentence Mode None
Smart Tags to be exported to
Text Align General
Show Date Picker For dates Oth e r p rog ra m s

Num Lock | i) @”E' -

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




Enter more Fields

p
@} HY~™-|5 } Table Tool: I Databaseb : Database (Access 2007 - 2010) - Microsoft Access l = ‘ =] Ig
Home Create External Data Database Tools Design (A} 9
ii wi; Z+aInsert Rows E!‘«_A] %3/: 222 ?.., ?Kfa P+ l
- = Delete Rows E - [ = = )
View | Primary Builder Test Validation ) Property Indexes Create Data Rename/Delete = Relationships Object
- Key Rules o0 Modify Lookups | sheet Macros ~ Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships

8lAtcess Ohieds © «||Ennaticnty Create a Field named ‘Sex’ with
|Search. §e) Field Name Data Type

— — %[ AutoNumber ‘Text’ selected as ‘Data Type’
ER Patient |Forename Text

Surname Text

Birthdate Date/Time

Sex Text Gender: f=female, m=male

 Generat il You can enter a note so that

S 1 the user can see how the Field
B is supposed to be filled out

Default Value
Validation Rule
Validation Text

The field description is optional. It helps you
describe the field and is also displayed in the
N a form.

e ‘Field Size’ set to one. It only needs to
Indexed No .

Unicode Compression _ Yes contain one character, f for females
IME Mode No Control

IME Sentence Mode  None and m for males

Smart Tags

Design view, F6 = Switch panes. F1 = Help. | Num Lock | B @»@Z' 3t




Enter more Fields

4

External Data Database Tools

Yabilos A %D AutoNumber

ER patient Forename Text
Surname Text
Birthdate Date/Time
Sex Text
Measure 1 Number
Measure 2 Number
Measure 2 Number

General {ioﬁgkﬁug
Field Size
Format

Decimal Places 0
Input Mask

Caption

Default Value
Validation Rule
Validation Text

Required No
Indexed No
Smart Tags
Text Align

|Integer

General

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

‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access

(=]

E=REEE )
> @
=]
=8 B
Relationships Object
Dependencies
Relationships
X
Description -~
Gender: f=female, m=male
v
Field Properties
1
=)

It will must likely be for numeric
values — select which type of

numeric value it is - this one is
selected as an integer — of cause it
comes with out decimals

Num Lock | [E 68 E 5%
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Enter more Fields

4

External Data Database Tools

Yabilos A %D AutoNumber

ER patient Forename Text
Surname Text
Birthdate Date/Time
Sex Text
Measure 1 Number
Measure 2 Number
Measure 2 Number

General {ioﬁgkﬁug
Field Size
Format

Decimal Places 0
Input Mask

Caption

Default Value
Validation Rule
Validation Text

Required No
Indexed No
Smart Tags
Text Align

|Integer

General

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

‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access

(=]

E=REEE )
> @
=]
=8 B
Relationships Object
Dependencies
Relationships
X
Description -~
Gender: f=female, m=male
v
Field Properties
1
=)

It will must likely be for numeric
values — select which type of

numeric value it is - this one is
selected as an integer — of cause it
comes with out decimals

Num Lock | [E 68 E 5%
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Enter Yes/No Field

{ G
| HY-t-|= Table Tools b Databaseb : Database (Access 2007 - 2010) - Microsoft Access l = l =] Ig
Home Create External Data Database Tools Design a 0

? - ZaInsert Rows ;;m 7 l:j E,,} =2 E uzx
i . = Delete Rows u: o : = = =)
View Primary Builder Test Validation ; Property Indexes Create Data Rename/Delete Relationships Object
- Key Rules 250 Modify Lookups | Sheet Macros ¥ Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects @ « (|3 Paﬁem\
,isgarch,_, \ Joll Field Name Data Type Description
Tables x| % ID AutoNumber
B patient 1 | Forename Text
|Surname Text
|Birthdate Date/Time
| Sex Text Gender: f=female, m=male
Measure 1 Number
(ir: ) .
[ MessireZ Humber Enter the ‘Field’ named Married
Measure 2 Number
i £ . ( ) (
Married Yes/Nol With ‘Yes/No’ selected as ‘Data
)
Type
} Field Properties
General |Lookup
Format True/False
Caption
Default Value 0
Validation Rule
Validation Text
Indexed 'No The data type determines the kind of values
Text Align General that users can store in the field. Press F1 for
help on data types.
Design view. F6 = Switch panes. F1 = Help. Num Lock | 2] [&@




Enter Memo Field

4 A
@ ™ = l : * Databaseb : Database (Access 2007 - 2010) - Microsoft Access ‘EM
Home Create External Data Database Tools Design o 0

— Dz e 0 7 = > == = c:‘ﬁ
, = Er &) »a/j !
! = D > = =2 ==

View Primary Builder Test Validatio ‘“7 - Property Indexes Create Data Rename/Delete = Relationships Object
- Rules % Modify Lookups | gheet

Tools_ SCLcel A new Field with ‘Field Name’ = “Comments” and .
All Access Objects @ « | ZJ Patient | ‘ ‘ ‘ ) 23
e ol e Memo’ selected as ‘Data Type'. .
Tables gy | L Description “Comments can be entered here” =
B Patient Forename

Surname Text

Birthdate Date/Time ]

Sex Text Gender: f=fgfhale, m= Don’t forget that lRICh

Measure 1 Number T ) - . .

Measure 2 Kacbar ext’ is explained in the

Measure 2 Number

e e bottom corner

Comment Memo Comments can be entered here

Field Properties

General {Lookupi

Format -

Caption [

Default Value N

Validation Rule v
(D: ‘ Validation Text Choose Rich text to store text as HTML and

RlCh Text Required No allow rich formatting. Choose Plain text to

. Allow Zero Length Yes stqre only text. {-\voiq using Rich text if data
|S Se I eCted Indexed No might be used in Microsoft Access 2003 or

3 3 lier.
Unicode Compression  Yes earhie

i N ’Text / No Control
/ ntence Mode None
Format’

Text Format
Text Align

Plain Text v

Design view. F6 = Switch panes, F1 = Help. | Num Lock | 6B [ .;




Enter Memo Field

~
@{ H9-t-|= ‘ Table T ’ Databaseb : Database (Access 2007 - 2010) - Microsoft Access | = | =l Iﬂ »
Home Create External Data Database Tools ‘ Design > Q

R
- ane

View | Primary Builder Test Validatic o f N Property Indexes
- Ke Rules s Modify Lookups Sheet
Views Tools Show/Hide
All Access Objects ® « |V 3H Paﬁent'*.‘»‘ %
|search.. |0 Field Name Data Type Description —
~ables = |2 /ID AutoNumber =
B patient ;orename Iex:
urname ex _
e S Select Format = ‘General
|Sex Text Gendgf. f=female, m= Date' that a”OWS tO
Measure 1 Number
Measure 2 Number enter not only a date but
|Measure 2 Number . .
Married Yes/No also time in H24 format
Comment Memo Comments can be enterca ere
Date entered Date/Time oz

Field Propedis

General ILookup

Format General Date|
Input Mask General Date 2007-06-19 17:34:23
Caption Long Date Tuesday, 19 June, 2007

Medium Date 19-Jun-07
Short Date 2007-06-19
Long Time 17:34:23
Medium Time 5:34 PM

Default Value
Validation Rule

Validation Text The display layout for the field. Select a pre-

Required K defined format or enter a custom format. Press
Indexed Short Time 17:34 F1 for help on formats.

IME Mode No Control

IME Sentence Mode None

Smart Tags

Text Align General

Show Date Picker For dates

Design view, F6 = Switch panes, F1 = Help. Num Lock | 37} @;'E‘ n:




Save the Table

-
Ad9~ -
Home Create

View Pr

External Data

B ‘ Rules g4t Modify Lookups
ews ‘H

\ Table Tools ’ Databaseb : Database (Access 2007 - 2010) - Microsoft Access
1

I

Database Tools Design

\
¢
E'

Property Indexes Create Data Rename/Delete Relationships Object
Sheet Macros - Macro Dependencies

Show/Hide Field, Record & Table Events Relationships

| All Access Objects ™ « || Z] Ppatient

searcn. " '
Tables

| £ Patient

| Surname
Birthdate

| Sex

Measure 1

Measure 2

Measure 2
Married

Comment
" Date entered

L r's
Text
Date/Time
Text Gender: f=female, m=male
Number
g -
Microsoft Access m
You must first save the table.
Entered here
Do you want to save the table now? =

Format
Input Mask
Caption
Default Value
Validation Rule

A popup wi

IME Sentence Mode
Smart Tags

Text Align

Show Date Picker

[

2007-06-19 17:34:23

Tuesday, 19 June, 2007
19-Jun-07
2007-06-19

No ]

General Date
General Date
Long Date

Medium Date

General
For dates

pyout for the field. Select a pre-
or enter a custom format. Press
F1 for help on formats,

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

Num Lock | 7] @@ 4




Fie

lds must have a uniqgue name

A popup wi

Format
Input Mask
Caption
Default Value
Validation Rule
Validation Text

Was this information helpful?

é J
@‘ B )~ 0-|s l Table Tools ‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access l = | =] lg
Home Create External Data Database Tools Design [A) 0

5 s “@[ncert F I == f—
’ N ! Delete R et — ==
View Primary Builder Te alidati P - Property Indexes Create Data Rename/Delete Relationships Object
v Key Rules ¢ Modify Looku Sheet Macros ~ Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
| All Access Objects ® « || 2 patient | x
\[search.. |o Field Name Data Type Description -
| Tables A % lIp AutoNumber =
i = Patient Forename Text
| Surname Text
Birthdate Date/Time
| Sex Text Gender: f=female, m=male
Measure 1 Number
Measure 2 ’,_N.umhpr
'Measure 2 Microsoft Access g
Married
Comment here
 Date entered You already have a field named 'Measure 2.' s
General

& Field names must

Medium Time

Medium Date 19-Jun-07
Short Date 2007-06-19
Long Time 17:34:23

5:34 PM

ndow wi
Smart Tags |
Text Align General
Show Date Picker For dates

y be unique
Click <OK>

defined format or enter a custom format. Press
F1 for help on formats,

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

Num Lock | 7] @@ 4




Edit a Field

-
@\ H9--s ’ Table Tools ‘ Databaseb : Database (Access 2007 - 2010) - Microsoft Access | == g
Home Create External Data Database Tools Design (A} 0

\_E N, = ZeaInsert Rows ﬂ&ﬂ = } ?2 B E{ﬁ E““_‘j
d i =) = Delete Rows = = ‘ = = ==
View, rimary Builder Test Validation . Property Indexes Create Data Rename/Delete = Relationships Object
v Key 558 Modify Lookups | Sheet Macros ¥ Macro Dependencies
Views Show/Hide Field, Record & Table Events Relationships
Al AcceAObjects * « | =] patient x
Eis,e,‘,’,’,,‘,'?'t' \ 12| Field Name Data Type Description -
| Tables x ? |ID AutoNumber =
| 23 patient || | Forename Text
Surname Text @ -
Birthdate Date/Tin| Microsoft Access IS
Sex Text
Measure 1 Number You must first save the table.
Measure 2 Number
Do you want to save the table now?
When Measure 3 Number
.. . Married Yes/No [ Yes [ No ]
finished click Comment Memo R J
. Date entered Date/Time =
<VI EW> Fieldkpemes
General |Lookup \ \
Field Size Integer
Format
Decimal Places 0
input Mask | Save again
Caption
Default Value H A field name can be up to 64 characters long,
Validation Rule Cl |Ck <Y€S> including spaces. Press F1 for help on field
Validation Text names.
Required No
Indexed No
Smart Tags
Text Align General
Edit the Field N N ‘M 3’
| e rile ame. ew name easure




Enter Records(Data)

-
@ = | Databaseb : Database (Access 2007 - 2010) - Microsoft Access l =L —5-3-]
Home Create External Data Database Tools Fields Table a @
> Al a . 7 . x

\ 3 FIA d 7 Select Total : S U A,
74 X f? ,‘l SN (i ah =  Tatas , a Calibri (Detail -1 i 4= | SE = |
— 53 Copy ﬁl Descending (j Advanced v =5 Save ? Spelling Y = GoTo~
View Filter : Refresh > A~ 3 S === v | B8~
5 T Al X ~ B3 More ~ Ly Select ~ B I U| 4L o2 E x|

_Views Clipboard : Sort & Filter Records Find Text Formatting ,
All Access Objects v « | ZJ Patient 57
Search. 0 ID -~ Forename v Surname - Birthdate ~ Sex ~ Measure1l - Measure 2 ~ Measure 3 ~ Married ~ Comment - Date enterec ~ Clickto Add ~
Tables ~ || * DE M

B patient

You enter data in the ‘cells’ just as in

any spreadsheet

Shows which record you are working on

Remember automatic. You can’t do anything — when a record is entered the number is

generated and even if you want to delete the record that number can’t be reassigned to
a new patient — except if you overwrite the data in each field — but not advisable

Navigation
| Record: 4 1ofl ] Search
Datasheet View Num Lock ||E| 8 @ %

.
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