in MS Access




O Open Access
0 Go to File ... New ... blank database
0 Save as NPP.mdb




Defining tables

oSelect “Tables” Microsoft Access -
. . File Edit Wiew Insert Tools ‘Window  Help T
in the Objects

column in the
Database
Window

D d®B ESEV | & 2R - %8B || =5~ 3.

eE= db1 : Database (Access 2000 file format)

Cbjecks Creake table in Design wiew
T Tables Create table by using wizard
.SEIeCt Create —— Create kable by entering data
table in Design Forms

ViEW” Reporks

FPages
Macros

Modules

Favorites

Ready




Define location table

Microsoft Access - [Location : Table]

*Enter variable = _ ) .

File Edit Miew Inserk  Tools  ‘Window  Help -
names and select ¢ 52 % =

- = == +H=

the data types as = - = = b B2 =% | 5
shown Field Marne | DataType | Diescripkion

"? |Location ID AutoMurmber N

. b | Site -

-Note that field Web g
size and other Plat Text

aad Murnber

properties can be
changed in the
“Field Properties”
area

. . Field Properties
*Right click on the

box to the left of E_E'I“de':' | Lookup | _
Location_ID and Lo
select Primary Key Input Mask:

_aption

Default Yalue
VMalidation Rule
Validation Text




Define Visit table

*Make Visit_ID the
primary key

Microsoft Access - [visit : Table]

File Edit  View

Insert  Tools  ‘window Help

E-d5 % B A dl=%
Field MName | Data Type | Descripkion
Autokurnber

Crew Text

Location_id Murnber

dakte Dakte/Time

Field Properties

G@eneral l Lookup ]

Field Size Long Integer

Mew Yalues Increment

Farmak

iZapkion A

Indexed Yes (Mo Duplicates) Ei;
[Ty
sp




Import PlantSpecies table

O Go to File ... Get External Data ... Import...
//tundra/traininglab/AccessExercise/PlantSpecies.xls

B Import Spreadsheet Wizard g| 5 Import Spreadsheet Wizard E|

Microsoft Access can use your column headings as Field names For your table, Does the Firsk
row specified contain column headings?

our spreadsheet file contains more than one worksheet or range, Which worksheet or range
would wou likey

7 ohow workeheste I~ G R
% Show Worksheet Blanten ¥ {First Row Contains Column Head

" Show Mamed Ranges

Sample data for worksheet ‘PlantSpecies'. ‘ species code |gEnus name  |[Species name life form [ws
1 ppecies_code fgenus neame gpecies name life form pgf & 1 |JAEFRZ lAlhronias Fragrans [( sl -~
?ABFRZ libronia Fragrans [ = ?JLCHIO lichilles ki llefolium [( =l
?ACHIO lichillea illefolim [H = ?ACNLZ lAcourtia nans [ =]
TACNJLZ lhoourtia nans [ 1=l TJLCNE licalypha neomexicana [H igt=]
?ACNE ke lvpha neomexicana [ s ?LCRES licroptilon [epens [ sy
EACRES lheroptilon Fepens [ naj EJLGGIZ lLgrostis Higantea = naﬂ
14 ﬂ b ﬂ

Cancel | Mext = | Finish | Cancel = Back, I Mext = I Einish |

o Import the first three columns: species code,
genus, and species o

0 Sort ascending by species code KNB




Import PlantSpecies table

Ed

El| Import Spreadsheet Wizard fg| &l Import Spreadsheet Wizard

‘¥ou can specify information about each of the fields vou are importing,  Select fields in the ‘fou can store your data in & new table or in an existing table,
area below, You can then modify Field information in the ‘Field Cptions' area,

Field Options where would you like to store your data?

Field Marme: kpecies_code] | J

Indexed: |\"es (Mo Duplicates) | T Danat import field (Skip) (™ In an Existing Table: =

Species code |genus name |[Species name life form |vs species code |genus name |species name lisfe mmm o
SECEEL) fragrans H nai‘ 1 |ABFRZ lWbronia Eragrans [H s =
rohillea tllefolimm  H i ‘ [z Jacuro ichillea illefolium [ vaj
Eourtia [ans . H i ?ACNLZ lbcourtia mana H t=]

: Z:;Ez?ilnn ::;:i: iEana i i: EACNE lhocalypha neomexicana [ W=l

Aqrostis brigantea s el iACRES lWoroptilon [fepens [ W=l
. '| iAGGlz lhgrostis gigantes k> naﬂ

ol ‘ "

Eanee) < Back | Hext > | Einish | Cancel < Back | Mext = | Finish |

O For species code you can specify Indexed with no
duplicates, because this will be the primary key




Finish Importing
PlantSpecies Table

B Import Spreadsheet Wizard E| B Import Spreadsheet Wizard
Microsoft Access recommends that you define a primary key for That's all the information the wizard needs ta impart your data,
L wolr mew table, & primary key is used bo uniquely identify each d

A recard in your table, Tt allows you to retrieve data more quickly,

2w

& TR
2 v e
& e e

(" Let Access add primary key,

0 Eghnnse my own primary key, species_code j

™ Ma primary key, Irnpait ko Table:

species code ([genus name (Species name  |life form |ve

na & /
!

LEFRZ bronia fragrans H
1o iehillea illefolium H
beourtia Mang H e
bealypha neowexicana Is| i)
beroptilon [Fepens H IWE=]
lgrostis Higantea Iz naj
{ ﬂ [ Display Help after the wizard is finished.,
Caniel < Back Mext = Finish | Caniel | < Back | | Finish

KNB



Define Observation Table

o Make
Observation |d File Edit Miew Insert  Tools  ‘Window  Help -
. i - ER =
the primary key == & U
Field Mame | Dakta Tvpe | Descripkion
Murnber
species_code Texk
observation Text
hieight Murnber
COVEF Murnber
counk Murmber
phenology Text
comments Memo
% |observation_id Autofumber

Field Properties

aeneral l Lookup ]

Field Size Long Inkeger
Farrmak
Decimal Places Auko

Input Mask,



Constrain entries in Species_code
field to species codes listed in the
PlantSpecies table

Microsoft Access - [observation : Table]

O Select Lookup Wizard

File  Edit Wiew Insert Tools indow  Help -8 X
under Data Type for el It & A
Field Marme | Data Tvpe | Descripkion [~
- wisit_id Murnber =
species_code P pacis o e 5
L observation Text
height Mo
cover Mumber
caunk Drate/Time
phenaology Currency
camments Autohumber
observation_id Yesiho
COLE Object .
Hyperlink —
Lookup Wizard. ..
General } Lookup ]
Figld Size 50
Forrnat
Input Mask
Capkion
Default Yalue
Yalidation Rule
Yalidation Text
Required Mo
Allovw Zero Length ‘fes

Indexed

Unicode Compression
IME Mode

IME Sentence Mode

Yes (Duplicates Ok
Yes

Mo Control

Mone

Design view, F6 = Swikct

KNB




Using the lookup wizard ...

Lookup Wizard

This wizard creates a lookup column, which displawys a list of values
woul can choose from, How do wou want your lookup column ko get

[r—— its walues?

o I want the lookup column to look up the walues in a table or

ety

I will bype in the walues that I wank,

I Mexk = I |

Cancel |

Lookup Wizard

Which table or query should provide the values Far vour lookup
column?

: Location

I HEHHHH vI

Wiew
t+ Tables T Queries {— EBoth
Cancel | = Back I [exk = I |

Lookup Wizard

Howw wide would you like the columns in wour lookup column?

To adjust the width of a column, drag its right edge to the width wou wank, or double-click the
right edge of the column heading to get the best Fit,

™ Hide key column {recommended)

species_code genus_name species_name

Abrania Fragrans
AT Achillea rnillef alium
P F b=y Acourtiz nana
ACHE Acalvpha neomexicana
ACRES Acropkilon repens
AGGETE Agrostis gigantea
AGHES Ageratina herbacea

Cancel | <= Back I Mext = I Finish |

Lookup Wizard

When you select a row in the lookup calumn, you can stare a walue
From that row in wour database, or wou can use the value laker to
perfarm an action. Choose a Field that uniquely identifies the row.
wehich column in your lookup column contains the value you wank ko
store or use in your database?

HHN HHE HHN HHH
HHM HHE NN HHH
HHM HHE HHN HHH

—_—
I EREIE vI

Available Fields:

genus_name
species_names

Cancel | <= Back I Mext = I Finish |

O In the last window, name the column the default of 4%,

species_code

KNB




table view

Switch between design and

Microsoft Access - [observation : Table]

File Edit wiew Insert Tools  window  Help

HEA SEY | {@EBR| - -

7

7 | Se 3

Microsoft Access - [observation :

Eile: Edik i Insert Format

Table]

Records

(=13

Tools Wtimd o Help

- HE &GS | LR | R 2 5T R v M

Design view. F& = Switch panes. F1 = Help.

Field Name | Data Twpe | Drescripkion
Murnber =
species_code Text b |
observation Texk
height Murnber
cover MNumber
counk Murnber
phenology Text
comments Memo
observation_id AukoMumber
e
Field Properties
General I Lookup |
Field Size Long Integer .
Forrmak ':;::!S
Decimal Places Auto = o
Input Mask up to 64
Caption characte
Default Yalue 1] r= long,
Yalidation Rule including
validation Text EEEE=S
Required [{1=] pFroerslfe'Iz n
Indexed es (Duplicates QK &m Fielg
names.

[ vigit_id | =pecies_code |

obseration | height | cover

o] =1

Ahbronia
Achillea
Acourtia
Acalypha
Acroptilon
Agrostis
Ageratinag
Agastache

Record: |4| A || 1 _* |>I |>*| of 1

Dratasheet Wiew

fragrans
millefolium
nana
neEomexican:
repens
gigantea
herbacea
micrantha

o Click on View button in upper left-hand corner to
switch from “design view” to “table view”

o Click in the species code field to see the drop-

down list




Define relationships between
tables

Microsoft Access - [NPP2 : Database (Access 2000 file format]]

o Click on

File Edit Yiew Insert Tools ‘Window Help Type e forhelp = _ @ %
“relationships” L ALIUCTACE L lhihdt ML
- - e open [ Desion muew K o e
I CO n I n th e Objects Marme | Description | Modified | Created
d t b | Tables Create kable i,
[T
a a ase s ,,,_l Create table b, ..
- 2] Createtableb...
wWin d ow Forms Location 1/2{2005 3:41:46 PM 1/2/2005 1:44:
B reports observation 1j2/2005 3d42:46 PM 1/2(2005 1:45:
E Pages PlantSpecies Species table 1/212005 2:39:29 PM /202005 1:49;
& Macros wisik 1/2i2005 24146 PM - 1/202005 1:46;
% Modules
Graups
@ Favorites

Ready




S &K Define relationships: add tables to

the relationships window

O PlantSpecies and
Observation are
already shown in the
relationships window
because a relationship
was defined with the
Lookup wizard

O Right click in the
window and choose
“Show table” to add
the Location and Visit
tables

Microsoft Access - [Relationships]

nﬁ' Fle Edt ‘iew Relationships  Tools  Window  Help

DEEY

PlantSpecies Observation

spedes codefiy)
QENUS_Name
SPECies_Name
life_farrm
variety_subsp %




Create relationship between
IL.ocation and visit tables

D r i g h t_ CI i C k O n Microsoft Access - [Relationships]

= Efg File Edit \Miew Relationships Tools  Window Help Type aquestionforhelp '« o &
!_ocatlon_ID S EL W EE X B 0.
In the . 3
i PlantSpecies Observation Location B
Location table e S
an d d rag th e ;I!'::._Cfiz:r;name_ Lacation_ID ;T:th
) wariety _subsp % Quad
icon overtop
of
Location_ID !
in the ViSit iReadly i 1

table




Edit relationships

o0 Enforce referential Edit Relationships
Integrit
grity Table/Query: Related Table/Query: Create
O Note that the B o =
i i i Concel
relatlons_hlp belng Location_I0 [ Location id A e
created I1s One-to- 3l
= Join Tyvpe.,
Many i
D CIICk On “Create” F EI'IFEII’EE REFEFEI’IHE| II'ItE!I;II’it':." Ereateﬂaw
| Cascade Update Relaked Fields
| Cascade Delete Related Records
Relationship Type: | Cme-To-Mary

KNB



Finish defining relationships

0 Right click on
Visit_ID in Visit
table and drag

the icon overtop [ T
of Visit_ID in the |——== WX (Ba- 0, :
Observation = —
table; enforce
referential
Integrity
[ 1:
|




Now create a data entry form
similar to this one:

Microsoft Access - [Location]

File: Edit Wisw Inserk Formak Records Tools wtindous Help
MS Sans Serif - & ~-|lm o =E==5-A- ﬁvv.:.vv

B-EH | & e O 2l 2l | = B L B = |- @ .
» | site D [ ey

Site |

Wweh [ 0o

Plok |

Quad Iiﬂ

wisik

¥ | wisit_ID [ ButeMumben

Crew |

site_id [ 0o

date Ii
obzervation

12| oot —

species |

cover Iiﬂ

height [ 1o

obszervation Ii

phenology |

comments

observation_id | [Autob urnber]

Record: 14 1 ) of 1
Record: 14 | | 1 |>I | |0F 1

Record: 14 1 4] of 1 -

Form Yiew




O Click on Forms In the
database window

O Then click on “Create
form by using wizard”

Microsoft Access - [NPP2 : Database [(Access 2000 file format]]

File  Edit Toolz  indow  Help
NSHE SRY & ® | #- {9 oo |5 4 -
G open b Desion ‘New X | %o T i [H]
Ohjecks Marme | Description | Mc
Tables Create Form in Design view
ELCreste orm by using wizers
Queries #1 reate Farm by using wizard
@ Locatian 1/
| Pl obseryation L/
B Reports wisit 1.
E Pages
2 Macros
W% Modules
Eroups

B/

Favorites




S &K Choose fields from the Loocation

Form Wizard

e

TablesiQueries

-

table to display in the form

‘which Fields do wou want on wour Form?

s
e [

[Table: Lacation

Available Fields:

Selected Fields:

bl el

| Mext = |

Zancel

‘fou can choose Fram mare than one table ar query.

Finish

-

G

Tables|Queries

!

‘Which Fields do vwou want on your Form?

B e
e U
e [

[Table: Lacation

Available Fields:

Selected Fields;

| Mext = |

Cancel ‘

‘fou can choose from more than one table or query.

Finish

O Click on >> to accept all fields




Choose form appearance

Form Wizard

wehat stbyle would vou like?

‘hat layout would wou like For yoor Form?

EBlends
Elueprink
Expedition
Industrial
International
Ricepaper
Sandstone
‘Standard

Tabular

Datashest

Juskified

PivotTable

Stone
Label |Data Surmni Painking
PivotChark

Cancel < Back | Next > | i Zancel < Back | Mext = | Einish

O Accept “Location” as the name of the form




Create more forms

o Create forms for the

VI S | tS tab I e an d t h e Which fields do you want on your Form?
O b se rvatl ons tab I e =/ E You can choose from mare than one table or query,
using the Form Wizard .

o Put all fields in the Table: Locato] -]

Table: Location

fO rms Selected Figlds:

Table: PlankSpecies
Table: visit
SILE

Web -
Flat —
Quad

Cancel Mlext = Finizh ‘

KNB



Create subforms

=13
Twpe a question For help =

Microsoft Access
Fil= Edit Wisw Inserk Tools Sutvfimd e Help

D d®f | S| B2l |5 - ee | | =Sd&E-| 2.

eE MPP3 : Database [Access 2000 file format)

LS open [B Design “SEIMew 0 | 2p Te- EEES

Objects Marmne I rodified

Tables =T | Create Form in Design wisws

1/2/2005 &:11:05 PM
122005 5:39:55 PM
1/2/2005 &:14:00 PM

IR Ll

Ready e

O Now embed the observations table inside the
Visits table, and then embed the visits table
Inside the Location table

KNB




Embed the Observation
Table inside the Visit Table

|__|||:| | |")( | Microsoft Access - [visit : Form] |__||E||z|

8] File Edit Miew Inserk  Formak  Records  Tools  Window de il e demlb ot gesk e el

o x E-Ha 8k 3 e B[R @
M3 Sans Serif S -| B I }: Farm -
B-/Ar &V 2y %1 7

s D

Crew I

Lacation_id I 1]
date I

Fecard: HI 4 II 1 bk IH IHEI af 1

Form Wiew

O Open the Visit form and then switch to Design
View by clicking on the icon in the upper left-
hand corner




= &K Resize Visit form by chckm.g on
footer and edges and dragging

nnnnnn

Eil= Edit Wi In=ert Formak Tool= wlindos Help Twpe a queskion For help - _ A =

= @ BER S @ EFN B Em- @ .

- Form Fooker

- -
4 L3
}

Design Yiews




Microsol ft Access DER
File Edit ‘Miew Insert Tools Window  Help Fina clestentar o B
N8 SRY 2R o %189 @ BE-0.

E]@HE £ NPP3 : Database (Access 2000 file format) =13

O Position design view of Visit form and database
window (with Forms selected) next to each other

O Left-click on Observation form in Database
window and drag it onto the Visit form




¥ Microsoft Access - [visit : Form] soft Access - [visit]

Edit  Wiew Insert Format  Tools  Window  Help Type a question for help File Edt Wiew Insert Format  Records  Tools  Window  Help Typs aquestion for help = o & =
Hy & &t 2T o~ e 8 8 @ EN 3 M5 Sans Serif =| B - B I O == L
- EHmE S 2l i 2w
»

Wisit_ID

# Form Header
 Detail

crew

Location_id

_JlVlslt_IDl
e
[ [Lecationid
|2 |[date

date

observation

3

visit_id

[ T

—

| —

—
—

ez I

| —
| —
—
———

obsereation

Ispec\esﬁcnde comments

phenology

[ [observation 5[} REEE : i observation_id I [EdtoNumber]
phenslegy: phencloay Record: 14 4 | T b | t]of 1

|omments comments

& Form Footer

< Record: 14| 4 ] P L N

Design View

Form View 4

o Click on the View icon to see the completed Visits
form with the Observation form embedded within
It




Embed the Visit form within
the LLocation form

Microsoft Access - [Location : Form]

O Open the Location e x
form in Design View L e e
and resize it so there
IS room to embed the

Visits form




SEEK

r
Microsoft Access
File Edit View Insert Tools ‘Window Help

DE=HY S@Y R o % 8- 3 =g #2-| 3).

g8 NPP3 : Database (Access 2000 file format) = =1E3]

LS Cpen Design SEMew 4 | 2p Te- EE
4 =

Objecks

& Location : Form

Create Form in Design wiew

Create form by using wizard
Location

BEEEEE
o
[=]

B kg EEGE

O Position design view of Location form and database window
(with Forms selected) next to each other

O Left-click on visit form in Database window and drag it onto
the Location form




The finished form in desien
view

Ed Microsoft Access acation : Form]

Ele Edit Mew Insert Format  Tools  Window  Help Type & question For help = _ & X
E-H8 SR 2R o-c- @ BER T gaEag™Ba B.

w | e rul===|2 A& Fl=-.

B O T T - - L A - B P B

# Form Headsr
# Detail

& Form Header
# Detai

comments

«

& Form Footer

Design View




Enter some data

O You can enter multiple
observations without — FEE RSN

M5 Sans Serf | e BIQEIPEE 2‘&‘£‘|:|‘="-
h = ¥-EHm SRRV 8LE W 4 F Eim- @,
»
aving to re-enter e [

Weh |

visit or location I —
Information (C—

uuuuu

abservation_id TPuitoNumben)
Record: 4| 4 AT

Record: 14| < 1 _ b wjrt]of 1

Record: 4] 4 1 (Mfrjeft

Form View




