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Creating a New Table in Design View
To make a database in Access you first define the structure (Tables) using design view.

You can define the name of a field, select the type of data to go into that field (numerical values, currency values, text, dates, phone numbers, and so on), and write a description for that field. 

Field descriptions are one of the most overlooked parts of database design. It’s easy to overlook them or see them as unnecessary, but the reality is that you might forget what sort of data is supposed to go into a field. 

Create a Table in Design View

1. Click the Create tab.
2. In the Tables group, click Table Design.

1. Type a name for the first field and press Tab.
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2. Click the Data Type down arrow.
3. Select a data type.
4. Type a description for the field.
5. Press Tab and repeat steps 4 through 7 to add fields.
6. Click the Save button.
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Table Name:

Shipments





7. Type a name for the table.
8. Click OK.
1. When asked whether you want Access 2010 to assign a primary key to your table, follow one of these steps:
· Click Yes to have Access 2010 assign a primary key.
· Click No to have Access 2010 create the table without a primary key.
· Click Cancel to continue without saving your table.
2. Click the Close box for the table.
Exercise












Create the following database.
Table Name: Customer

	Field Name
	DataType
	Size
	Validation Note

	CustomerID
	AutoNumber
	
	This is to be the key field.

	Title
	Text
	
	Only “Mr”, “Mrs”, Miss”, allowed

	FirstName
	Text
	20
	

	Surname
	Text
	20
	

	Street
	Text
	20
	

	City
	Text
	20
	

	County
	Text
	20
	Default “West Midlands”

	PostCode
	Text
	15
	

	TelNo
	Text
	
	Format “99999-999999”


Switch to Table view and add the following records:

CustomerID will be automatically given a number as each new row is added,


Add yourself at the bottom of the table.

Report

Access allows you to quickly create professional looking reports from the data in the table.

1. Click Create tab and select the Report icon.

2. You should now see the data in the table shown on screen. This gives you an idea of how it will appear on the page.

3. You can adjust the appearance of the report as needed.


-Remove fields (columns)


-Change column width


-etc

4. Switch to Report View to see the page layout.

Exercise











Create the following reports from the Customer Table

1) Print all the details for the records (customers)

2) Print only the Title, FirstName, Surname and Tel No

Access 2010
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