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Purpose of the Address Book

e Contains professional contacts
« Database is computer based (digital)

e Can integrate with Mail or Email Merge
programs



Start Microsoft Access

Begin Microsoft
Access by pressing

the Start button L2 Mo cfce oot
and then click on O resms: o
All Programs. (22 vicrosof: ofice wor
Choose Microsoft
Office and finally
Microsoft Office
Access 2007.
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Entering Microsoft Access

To Initiate the new
database, select
Blank Database on
the Getting Started
Panel.

On the Blank
Database, we type
Address Book In
the File Name
textbox and we
press the Create
button.
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Create a Microsoft Office Access database that does
Ready not contain any existing data or objects,

File Name:
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Enter the Access Database

We enter the
Address Book
database and we
select the blue
triangle button to
go to the design
view mode. The
Save As window
will appear and
we name the
table, “Address
Book™.
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Making the Table Fields

In Design View

Create External Data Database Tools
mode, we type o=
“Last Name”, tab to . = e
| Address Book 2 |l Field Name
=1 Address Book : Table Last Name
the next column i

and pick Text for
the data type. Tab
again to the
description column

Street Address
Apartment Number
City

State

Zip Cade

Country

Home Phone Number
Cell Phone Number
Work Phone Number
Fax Number

Parsnnal Email

General| Lookup

and type “Please
type your last
name”. The
description content

Display Control

Text Box

Acrobat

Table Tools

Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text

Design

Data Type

*

Description

] » |

Please type your last name

Please type your first name

Please type your middle initial

Please type your last name street address
Please type your apartment number
Please type your city

Please type your state

Please type your zip code

Please type your country

Please type your home phone number
Please type your cell phone number
Please type your work phone number
Please type your fax number

Dleasa tune vanr nersnnal amail
Field Properties

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

becomes the Help
Desk information
for the database.

Design view. F& = Switch panes. F1 = Help.
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Add these additional fields:

First Name

Middle Initial

Street Address
Apartment Number
City

State

Zip Code

Country

Home Phone Number
Cell Phone Number
Work Phone Number
Fax Number
Personal Email
Professional Email
Title

Organization
Birthday

Comments

Additional Fields

Address Book : Database (Access 2007) - Microsoft Access -
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| |City Text
| |State Text
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| |Country Text
| |Home Phane Number Text
| Cell Phone Number Text
i Work Phone Number Text
| |FaxNumbar Text
| Parsnnal Fmail Tyt

General| Lookup
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Description

mEx

Please type your last name

Please type your first name

Please type your middle initial

Please type your last name street address
Please type your apartment number
Please type your city

Please type your state

Please type your zip code

Please type your country

Please type your home phone number
Please type your cell phone number
Please type your work phone number
Please type your fax number
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Field Properties

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

Designview. F6 = Switch panes. F1 = Help.
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Last Name Field Properties

After entering all 5 rwss ,
. Field Name Data Type Description
Of the fleld | LastName Text Please type your last name

| |First Name Text Please type your first name
= | |Middle Initial Text Please type your middle initial
nam eS CI ICk On | |Street Address Text Please type your last name street address
! | |Apartment Number Text Please type your apartment number
the LaSt Name | |City Text Please type your city
| |State Text Please type your state

= | |Zip Code Text Please type your zip code

fleld . Change the | |Country Text Please type your country
Home Phone Number Text Please type your home phone number

fi e I d S i Ze to 25 Cell Phone Number Text Please type your cell phone number
. | | Work Phone Number Text

Please type your work phone number
Fax Mumber Text Please type your fax number

ThiS means that a parsnnal Fenail Taxt Plasse tvna vanr narsanal amail

Field Properties

person’s last .

Format

name can only be &~

Diefault Value

Validation Rule | [:I An expression that limits the values that can
5 C aracte rS validation Text be entered in the field. Press F1 for help on

Required Mo validation rules,
Allow Zero Length Yes
long. We can set
L] Unicode Compression fes
IME Maode Mo Control

a text field to 255  ueeres e !
characters.
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First Name Field Properties

Proceed to the [ e

First Name
field. Change
the field size to
25. This means
that a person’s
first name can
only be 25
characters

long.

Field Name

Last Name
First Name
Middle Initial
Street Address

Apartment Number

City
State

Zip Code
Country

Home Phone Mumber

Cell Phone Number

Work Phone Number

Fax Number

Pearcnnal Fmail

General |Lookup
Field Size
Format

Input Mask
Caption

| |Default Value

Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Maode

IME Sentence Mode
Smart Tags
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Mo
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Mo
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Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Tavt

Data Type

Description

Please type your last name
Please type your first name
Please type your middle initial

Please type your last name street address
Please type your apartment number

Please type your city
Please type your state
Please type your zip code
Please type your country

Please type your home phone number
Please type your cell phone number
Please type your wark phone number

Please type your fax number

Plaaca tune vrinir narsnnal amail

Field Properties

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

can set is 255, Press F1 for help on field size,



Middle Name Field Properties

Proceed to the
Middle Name field.
Change the field size
to 1. This means that
a person’s first name

canonly be 1

character long. Type
>L at the input mask
which will force the

letter to be

capitalized. At the
Caption, type M.I.
and this will be the

field heading.

‘ 77| Address Book

Field Name
Last Name
First Mame
Middle Initial
Street Address
Apartment Number
City
State
Zip Code
Country
Home Phone Number
Cell Phone Number
Work Phone Number
Fax Mumber
Percnnal Frmail

General [Lookup

Field 5ize 1
Farmat

Input Mask =L
Caption

| Default Value

Validation Rule
Validation Text

Required Mao

Allow Zera Length Ves
Indexed Mo
Unicode Compression Ves

IME Made Mo Control
IME Sentence Mode Mone
Smart Tags

Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text

Data Type

Description
Please type your last name
Please type your first name
Please type your middle initial
Please type your last name street address
Please type your apartment number
Please type your city
Please type your state
Please type your zip code
Please type your country
Please type your home phone number
Please type your cell phone number
Please type your work phone number
Please type your fax number

Plaasze tune wnnr nersnnal email
Field Properties

A pattern for all datato b

€ entered in this field
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Street and Apartment Number Properties

The street field ~ [= == :

Field Name Data Type [ Description =
- Last Name Text Please type your last name E
WI I I Stay th e First Name Text Please type your first name
| | Middle Initial Text Please type your middle initial
Sam e | |Street Address Text Please type your last name street address
. | Apartment Number Text Please type your apartment number
| | City Text Please type your city
State Text Please type your state
Zip Code Text Please type your zip code
| |Country Text Please type your country
| |Home Phone Mumber Text Please type your home phone number
The apartment Cell Phone Number Text Please type your cell phone number
Work Phone Number Text Please type your work phone number

n u m ber fleld | |Fax Number Text Please type your fax number
| Darcnnal Email Tawt Dlaaca tune vanir nercnnal amail &
| Field Properties
size I1s 10. The Genetl il
L ]

Field Size 10 ~
= = Farmat
caption is Apt
Caption Apt Mo

Cefali Vot | The label for the field wh d f If
S e label for the field when used on a form.
N O I.l.al!-:lat!:m Bl you don't enter a caption, the field name is
. Validation Text used as the label, Press F1 for help on

Required Ma captions.
Allow Zero Length Yes

Indexed Mo

Unicode Compression fes

IME Maode Ma Cantral

IME Sentence Mode Mone
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City and State Field Properties

The city field will
Change the field size
to 25.

Proceed to the state
fleld. Change the field
size to 2. This means
that a person’s first
name can only be 2
character long. Type
>LL at the input mask
which will force the
letter to be
capitalized. For the
default value, type OH
and OH will be the
text for state in each
record.

] j Address Book. \

Field Name

Last Name
First Name
Middle Initial
Street Address

Apartment Number

City
State

Zip Code
Country

Home Phone Number

Cell Phone Number

Waork Phone Number

Fax Mumber

Parsnnal Fmail

General [Laokup
Field Size

Format

Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Maode

IME Sentence Mode
Smart Tags
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Mo
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Mao Contral
Maone

Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
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Data Type

Description
Please type your last name
Please type your first name
Please type your middle initial
Please type your last name street address
Please type your apartment number
Please type your city
Please type your state
Please type your zip code
Please type your country
Please type your home phone number
Please type your cell phone number
Please type your work phone number
Please type your fax number

Plaase tune vnur nersnnal email
Field Properties

] » %

A value that is automatically entered in this
field for new recards



ZIp Code and Country Properties

Proceed to the zip
field. Change the field
size to 10. Select the
three dotted icon to
right of Input Mask.
Save the table and
name the table Address
Book.

The Input Mask Wizard
window will appeatr.
Pick next and next.
Then choose a zip code
format with a dash or
without a dash. Press
Finish.

The country field will
have a 25 character
field size. The default
value will be USA.

COdE [ adtressoar’

Field Name
Last Name
First Name
Middle Initial
Street Address
Apartment Number
City
State
Zip Code
Country
Home Phone Number
Cell Phone Number
Work Phone Number
Fax Mumber

Parznnal Fmail

General |Laokup

Fizld Size 10
Format

Input Mask =
Caption

Default Value
Validation Rule
Validation Text

Data Type Description
Text Please type your last name
Text Please type your first name
Text Please type your middle initial
Text Please type your last name street address
Text Please type your apartment number
Text Please type your city
Text Please type your state
Text Please type your zip code
Text Please type your country
Text Please type your home phone number
Text Please tvpe vour cell phone number
12:11 Input Mask Wizard
Tewt

Which input mask matches how you want data to look?

00000-9999:0;: |

To see how a selected mask works, use the Try It box,
To change the Input Mask list, dick the Edit List button.

Input Mask: Data Look;

Required

Allow Zero Length
Indexed

Unicode Compression
IME Made

IME Sentence Mode
Smart Tags

Ma

€5
Yes [Duplicates OK)

Yes
Ma Cantral
Mone

Phaone Mumber
Scu:ial SEELII ity Mumber

Extencu:un
Passward
Long Time

Try It

(206) 555-1212

HHHHHHH

1:12:00 PM

Editlist | | Cancel
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Phone Numbers Field Properties

Proceed to the home
phone number field.
Change the field size to
15. Select the three
dotted icon to right of
Input Mask. Save the
table.

The Input Mask Wizard
window will appear. Pick
next and next. Then
choose a phone number
format with dashes or
parenthesis or without.
Press Finish.

Repeat this process for
each type of phone
number in the address
book database.

] 7 Address Book i

Field Name
| |Last Name Text
| |FirstName Text
| |Middle Initial Text
| |Street Address Text
| Apartment Number Text
| |City Text
| State Text
| |ZipCode Text
Country Text
Home Phone Number Texi”
| |Cell Phone Number Texi
| | Work Phone Number Texi
Fax Number Texi
| | parsnna 1 Fmail Texi
General Logkup
Field Size 15
Farmat
Input Mask = |1\{9997) 0000000
Caption

Default Value
Validation Rule
Validation Text

Required Ma

Allow Zero Length 5
Indexed Mo
Unicode Compression Yas

IME Made Ma Cantral
IME Sentence Mode Maone
Smart Tags

Data Type | Description
Please type your last name
Please type your first name
Please type your middle initial
Please type your last name street address
Please type your apartment number
Please type your city
Please type your state
Please type your zip code
Please type your country

Input Mask Wizard

How do you want to store the data?

@ with the symbols in the mask, like this:

(314) 287-2621
() without the symbols in the mask, like this:

0373242304

[ Cancel ] [ < Back “ Mext = I [ Einish

Proceed to the emall field. Keep the field at

50 characters.



Work Title and Organization

Proceed to the
work title field
name. Change the
field size to 25.

Go on to the
organization name
field name. Change
the field size to 25.

J =7 Address Book

Field Name

Zip Code
Country

Home Phone Number

Cell Phone Number

Work Phone Mumber

Fax Number
Personal Email

Professional Email

Work Title

Organization Name

Birthday
Comment

General [Laokup
Field 5ize

Farmat

Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Maode

IME Sentence Mode
Smart Tags

25

Ma

Yes

Mo

fes

Mo Control
Mane

Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text

Data Type

Description
Please type your zip code
Please type your country
Please type your home phone number
Please type your cell phone number
Please type your work phone number
Please type your fax number
Please type your personal email
Please type your professional email
Please type your work title
Please type your organization name
Please type your birthday
Please type your comments

Field Properties

P
The maximum number of characters you can
enter in the field. The largest maximum you
can set is 255, Press F1 for help on field size.
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Birthday Field P

Change the
data type for the
birthday field to
Date/Time. The
format should
be long date.

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.

To change the Input Mask list, dick the Edit List button,

Input Mask: Data Look:
1:12:00 PM
13112
Medium Time 01:12PM
Medium Date 27-5ep-69
Try It:

J =7 Address Book

Field Name
Zip Code
Country
Home Phone Mumber
Cell Phone Number
Work Phone Number
Fax Number
Personal Email
Professional Email
Work Title
Organization Name
Birthday
Comment

General Lookup

Data Type
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Date/Time
Text

roperties

Description
Please type your zip code
Please type your country
Please type your home phone number
Please type your cell phone number
Please type your work phone number
Please type your fax number
Please type your personal email
Please type your professional email
Please type your work title
Please type your organization name
Please type your birthday
Please type your comments

Field Properties

The display layout for the field, Select a pre-
defined format or enter a custom format.
Press F1 for help on formats.

Format Z&  Long Datef =
Input Mask General Date 6,/19/2007 5:34:23 PM
Caption Lang Date sday, June 19,
Default Value tedium Date 19-Jun07
Validation Rule Short Date 6/19,2007
Validation Text rL?”dQ Tim; ::gj:giprl
& Medium Time : v
Req_ulre.:l Shart Time 17:34
Indexed =
IME Mode Mo Cantrol
IME Sentence Maode Mane
Smart Tags
Text Align General
Show Date Picker For dates

Use the Input Mask Wizard to choose a
the shirt date as the mode to input data.
Press Finish.



Keep the text
fleld size at 255
characters for
comments.

Comment

] Address Book

Field

Field Mame
Zip Code
Country
Home Phone Mumber
Cell Phone Mumber
Work Phone Mumber

Fax Mumber
Personal Email

Professional Email

work Title

Organization Name

Birthday
Comment

General |Logkup
Field Size

Format

Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Campression
IME Mode

IME Sentence Mode

Smart Tags

255

Mo

fes

MHa

fes

Mo Cantral
Mane

Data Type
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Date/Time
Text

Please type your zip code
Please type your country

Description

Please type your home phone number
Please type your cell phone number
Please type your work phone number

Please type your fax number

Please type your personal email
Please type your professional email

Please type your work title

Please type your organization name

Please type your birthday
Please type your comments

Field Properties

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



Checking the Table

Dn) d9- 2 Table Tools Address Book : Database (Access 2007) - Microsoft Access = =

|_L__",’{)‘ calib - 11 === SR g 5. N = T-:ltal.s ‘El -:."" 7 Selection - }} 22 Replace
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.'ifu_- B 7 U|A-|S- |@v| 2 - = iz || RE;f_|r|e-Eh % Delcte ~ s More-~ Filter T Toulierit Find 3 Seleet
EWS phoard T Font E ch Text Records Sart & Filter Find
| &ll Tables | 4 | ~| Address Book
" Address Book z || - | LastName - | First Name - |Middle Initi - |Street Addre ~ AptNo. - . City .| state
=1 Address Book : Table F 1 Robbins Charles W OH
* {New]) OH

Select the View button and change to Datasheet View.

To beta test the database, we type in 4 to 5 people to check
the formatting of the fields. If we see an error, we can return
to the Design View to make changes.

After we verify the database table, next go to the form
lesson.
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