Creating an Address Book
Database
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Purpose of the Address Book

e Contains professional contacts
« Database is computer based (digital)
e Can integrate with Mail Merge programs



Start Microsoft Access
Begin Microsoft

é W @ Set Program fccess and Defaulks

Access by pressing T vmmcass

w3 E-mail :
U:J Cutlook Expres: @ Wwindows Update

the Start button e .

@ Micrazaft Office I Dell Accessaries »
1 : Games L
an d th e n C I I C k O n @ e ie it (g Microsoft Office

Remake Administrakar v2,2 b Office

] -l- At e

All Programs e » 5] s o e -
. 5 . E X _|Create databases and programs ko track and manage wour

Symantec Client Security ¥ |88] Microsoft OFFidfopm akion by using Microsoft Office Access.
C h O OS e M i C rOS Oft l@_:zll ;’Ig:ﬂrgsoft Office 7l Adobe Reader 7.0 @ Microsoft Office PowerPoint 2003

} # Internet Explorer @ Micrasoft Cffice Publisher 2003

15 Paint 0 mMaEN @ Microsoft Office Word 2003

Office and finally IS] Outlook Express
g’lécnrgsoft Qi .. Remote Assistance

M IC rOSOft Offl ce ) windows Media Player

';i Windows Messenger
&ll Programs Windaws Mavie Make _
Access 2003 @ indowes Movie Maker 'ﬁvé-E:EﬂdB
' Log OFf @ Shut Down esign Endlish (11,5.) 5
I{E}Start TE Microsoft Access | E Microsoft PowerPoint - ... |

b
AR

//////////////////////////////////////////////////////////////////)@C




Entering Microsoft Access
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Save the Access Database

Unlike our
experience with
other Office
programs,
Access makes us
save the file
Immediately.
Save the file as
Address Book.
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Design View
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Making the Table Fields

Type “Last Name”,
tab to the next
column and pick
Text for the data
type. Tab again to
the description
column and type
“Please type your
last name”. The
description
content becomes
the Help Desk
iInformation for the
database.

[ Tablel : Table
Figld Mame

=101 %]

Description | s

10 I 5

Lask Mame

Please kvpe wour lask name

Field Properties

General I | Lookup |
Field Size

Farrnat

Input Mask
Captian

Default Malus
Yalidation Rule
Yalidation Text
Required

Allow Zero Length
Indexed

Unicode Compression

IME Mode
IME Sentence Mode
Srnark Tags

S0

The field description is optional, It helps vou describe
the Figld and is also displaved in the status bar when
wou select this Field on a form, Press F1 for help on

descriptions.



Additional Fields

Add these additional fields:

F| rst Name Field Mame | Diata Twpe | Description
_ | Last Mame Text Please type wour last name
: HS ___|Firsk Marne Text Please type wour firsk name
M Idd Ie Inltlal ___|Middle Initisl Text Please type wour middle initial
__|Street Address Text Please tvpe vour street address
Street Add ress Apartment Mumber Text Please type wour apartment number
| ity Text Please type wour city
Apartment N um bel’ ___|5kate Texk Please type wour stake
. __|Zip Code Text Please type wour zip code
C|ty | Country Texk Please type wour counkry
___|Home Phone Murnber Text Please type wour home phone number
State __| el Phone Murnber Text Please type wvour cell phone number
__|'Work Phone Mumber Text Please tvpe vour business phone number
: Personal Email Text Please type wour personal email
ZI p COde ___|Professional Emai Text Please type wour professional email
Brithday Text Please type wour birthday
Country —
Home Phone Number Figkd Properties
General
Cell Phone Number enersl | Loojap |
Field Size s0]
Work Phone Number Eouil
Input Mask,
Fax Number Car
Default Value
H Walidation Rule The maximumn number of
PeI’SOHa| Ema” yalidatian Text in the Figld, The largest
: . Required Mo 255, PressF1 fo
PrOfeSSIOnal Emall Allow Zero Length Yes
: Indexed Mo
Work Tltle Inicode Compression Yes
. : IME Mode Mo Control
Organ |Zat|0n Name IME Sentence Mode Mone
Blrthday Srnark Tags

Comments




Last Name Field Properties

After entering all of
the field names,
click on the Last
Name field.
Change the field
size to 25. This
means that a
person’s last name
can only be 25
characters long.
We can set a text
field to 255
characters.

E Address Book : Table

Smark Tags

Field Mame | Daka Type Diescripkion
I |Last Mame Text Please type wour lask name
___|First Mame Text Please type wour first name
__|Middle Initial Texk Please byvpe vour middle initial
__|Shreet Address Texk Please byvpe vour street address
___|Apartment Mumber Text Please type vour aparkment number
I Texk Please type wour ciky
__|5kate Texk Please bvpe vour state
__|Fip Code Texk Please type waour zip code
__|iCounkry Text Please type wour country
___|Home Phone Murnber Text Please type vour home phone number
__|Zell Phone Mumber Texk Please bvpe vour cell phone number
__|'woark Phone Mumber Texk Plzase type wour business phone number
___|Personal Email Text Please type wour personal email
___|Professional Email Text Please type vour professional email
__|Brithday Texk Please bvpe vour birthday
Field Properties
General | Lookup I
Field Size |
Farrmat
Input Mask,
Zaption
Defaulk Malue
Yalidation Rule The maximum numbe
Walidation Tewxt in the field, The larg
Required Mo 255, PressF:
Allow Fero Length YiEs
Indexed Mo
Inicode Compression Yes
IME Mode Mo Control
IME Sentence Mode Mone




First Name Field Properties

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

[ Address Book : Table i

Smark Tags

Field Marne | Daka Type Descripkion
___|Last Name Texk Please type wour lask name
_ | Firsk Marme Texk Please type waour firsk name
| Middle Initial Text Please tyvpe vour middle initial
__|Street Address Texk Please bype wour street address
Apartment Mumber Texk Please type wour apartment number
| ity Texk Please type wour ciky
___|State Texk Please byvpe wour state
__|Zip Code Texk Please type waour zip code
Caunkry Texk Please type wour counkry
___|Home Phone Murnber Texk Please type wour home phone number
__|Cell Phone Murmber Text Please tvpe vour cell phone number
___|'Work Phone Mumber Texk Please bype wour business phone number
Perzonal Email Texk Please type wour personal email
___|Professional Email Texk Please type vour professional email
__|Brithday Text Please tvpe vour birthday
Field Properties
General | Lookup |
Field Size 25
Farrmak
Input Mask.
Capkion
Default Yalue
bl Atk nre coni
7 including spaces, Pre
Required Mo
Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes
IME Mode Mo Control
IME Sentence Mode Mone




Middle Name Field Properties

E Address Book : Table

P rO Cee d to th e M i d d I e Field Mame | Daka Tvpe | Descripkion

. __|Last Mame Text Please type wour lask name
___|First Mame Texk Please type wour first name
N am e fl e I d . C h an g e _ | Middle Initial Texk Please bype your middle initial
. . . __|Street Address Texk Please bvpe vour street address
h f I d 1 T h ___|Apartment Mumber Text Please type wour aparkment number
t e I e S I Z e to - IS I Texk Please type wour ciky
y __|5tkate Texk Please byvpe your state
m e an S th at a p e rS O n S __|Zip Code Texk Please byvpe vour zip code
__|iCounkry Text Please type wour counkry
. ___|Home Phone Murnber Texk Please type vour home phone number
fl rSt n am e Can 0 n Iy b e __|Zell Phone Mumber Texk Please byvpe yvour cell phone number
__|'woark Phone Mumber Texk Please bvpe vour business phone number
___|Personal Email Text Please type wour personal email
1 C h araCte r | O n g . Typ e ___|Professional Email Texk Please type vour professional email
> L at th e I n p ut m aS k __|Brithday Texk Please byvpe yvour birthday

Field Properties

which will force the sl | i

letter to be capitalized. E‘;'iifek 1 L

At the Caption, type

Defaulk Yalue

M.I. and thIS WIII be the ::::SZEE:?:E & patkern For all o

Reqguired Mo
fl e I d h e ad I n g Allow Zero Length Yes
. Indexed Mo
Inicode Compression Yes
IME Mode Mo Conkral
IME Sentence Mode Mone

Srark Tags




Street and Apartment Number Properties

The street field will stay
the same.

The apartment number
field size is 10. The
caption is Apt No.

E Address Book : Table N .

Srnark Tags

Field Mame | Daka Tvpe Descripkion
Lask Marme Text Flease type wour lask name
___|First Mame Text Please type wour first name
__|Middle Initial Texk Please bype yvour middle initial
__|Street Address Texk Please bvpe vour street address
_k| Apartment Murnber] Text Please type vour aparkment number
by Text Please type wour ciky
___|5kate Texk Please byvpe your state
__|Zip Code Texk Please bvpe vour zip code
__|iCounkry Texk Please type wour counkry
___|Home Phone Murnber Text Please type vour home phone number
__|Zell Phane Mumber Texk Please byvpe vour cell phone number
__|'woark Phone Mumber Texk Please bvpe vour business phone number
Per=onal Email Text Flease type vour personal email
___|Professional Email Text Please type vour professional email
__|Brithday Texk Please byvpe yvour birthday
Field Properties
General | Lookup i
Field Size 10
Farmat
Input Mask,
Zaption Apk Mo,
Cefaulk Yalue
Yalidation Rule
Yalidation Text : & Fi?ld el
; including spaces, P
Required Mo
Allow Zero Length Yies
Indexed Mo
Inicode Compression Yes
IME Mode Mo Control
IME Sentence Maode Mone




City and State Field Properties

The city field will change
to 25 characters.

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.

E Address Book : Table 3

Smark Tags

Field Marne |  DataType | Descripkion
__|Last Mame Text Please type wour lask name
___|First Mame Text Please type wour first name
__|Middle Initial Texk Please byvpe vour middle initial
__|Shreet Address Texk Please byvpe vour street address
___|Apartment Mumber Text Please type vour aparkment number
I Texk Please type wour ciky
_} Stake Texk Please bvpe vour state
__|Fip Code Texk Please type waour zip code
__|iCounkry Text Please type wour country
___|Home Phone Murnber Text Please type vour home phone number
__|Zell Phone Mumber Texk Please bvpe vour cell phone number
__|'woark Phone Mumber Texk Plzase type wour business phone number
___|Personal Email Text Please type wour personal email
___|Professional Email Text Please type vour professional email
__|Brithday Texk Please bvpe vour birthday
Field Properties

General | Lookup I

Field Size 2

Farrmat

Input Mask, =LL

Zaption

Defaulk vwalue oH| [

'u'al!u:lat!u:un e & walue that is aukom:

Yalidation Text =

Reqguired Mo

Allow Fero Length YiEs

Indexed Mo

Inicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone




Zip Code and Country Properties

Input Mask Wizard

Proceed to the zip code
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 appear. 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.

E Address Book : Table

‘Which input mask matches how wou want data to lookz

Default Yalue
Yalidation Fule
Walidation Text
Required

Al Zero Length
Indexed

IInicode Compression
IME Mode

IME Sentence Mode
Srnark Tags

Mo
Yes

Yes (Duplicates OK)

Yes
Mo Conkrol
Maone

Field Mame | Daka Ty
___|Last Marne Text
__|Firsk Mame Text To see how a selected mask works, use the Try It box,
__{Middle Iritial Text Ta change the Input Mask list, click the Edit List buttan,
__|Street Address Texk G i
__| Apartment Mumber Text TR e Unkapot:
Ciky Text Phone Number (Z06) 555-1212
__|5tate Text il
B 7 Coce] T Stension peoTE
| Country Texk Passwaord | sk
___|Home Phone Mumber Text Lot Jiie L1200 FM hd|
___|Zell Phore Mumnber Text
__|'Work Phone Mumber Texk Tyl |
___|Personal Email Text
___|Professional Emai Text
__|Brithday Text Edit List ] Cancel = Bark Mext > Finiish
Field Properties

General I Lookup ]

Field Size 10

Format

Input Mask 00000,-9999;;

Capkion

& field name can be
including spaces, Pre




Phone Numbers Field Properties

Input Mask Wizard

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.

Proceed to the emall field.
Keep the field at 50
characters.

[ Address Book : Table

|

‘Which input mask matches how wou want data to lookz

Smark Tags

Field Mame Da
___|Lask Mame Texk
___|Firsk Mame Text To see how a selected mask works, use the Try It box,
Middle Initial Texk S L
B Strect pddrece Text To change the Input Mask list, click the Edit: Lisk button,
: Apartment Mumber Texk Input Mask: [Daka Look;
_|City Text Phone Number {206) 555-1212
___|5tate Text A31-86-7180
_ | Zip Code Texk ode 95052
Country Text Extension 63215
| Home Phone Mumber Texk Password e =
| cell Phone Mumber Text Long Time 1:12:00 M
Wiark Phone Mumber Texk
: Personal Email Text e I
__|Professional Email Texk
1 Erie L2 Edit List ! Cancel = Back ! et }_l Einish
Field Froperties
General | Lookup i
Field Size 15
Forrnak
Input Mask [ |
Capkion
Default Yalue
Yalidation Fule
Walidation Texk & patkern For all
Required Mo
allow Zero Length Yes
Indexed Mo
Unicode Compression Yes
IME Made Mo Conkral
IME Sentence Mode Mone




Birthday Field Properties

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.

Change the data type
for the birthday field to
Date/Time.

[ Address Book : Table

Default Yalue
Yalidation Fule
Walidation Text
Required

Al Zero Length
Indexed

Inicode Compression
IME Made

IME Sentence Made
Srnark Tags

Field Mame | Data Twpe | Descripkion
Lask Mame Text Please type wour lask name
___| Firsk Marme Text Please type wour firsk name
___ | Middle Initial Textk Please type vour middle initial
__|Street Address Textk Please tyvpe vour street address
Apartment Mumber Text Please type wour apartment number
| ity Text Please type wour ciky
| 5kate Texk Please bype your state
__|Zip Code Textk Please tyvpe wour zip code
| Counkry Text Please type wour counkry
___|Home Phone Murnber Text Please type wour home phone number
__| el Phone Mumber Textk Please type your cell phone number
__|'Work Phone Mumber Textk Please tvpe vour business phone number
Perzonal Email Text Please type wour personal email
___|Professional Email Textk Please type vour professional email
_ | Brithday Text] Please type wour birthday
] Text
Memo . .
urmber Field Properties
Dake/Time
Sz | Laakup I Currency
Field Size S0 | AutoMumber
Format Yes/ho
Input Mask, LE Object
Zaption Hyperlink:

Lookup WWizard. ..

Mo

Yes

Mo

Yes

Mo Conkral
Mone

The data tvpe de
Users can skare ir




Birthday Field Properties (cont.)

Set the format to
Long Date and the
Input Mask to
Short Date.

Keep the text field
Size at 255
characters for the
comments field.

=101 %]
Field Mame | Data Tvpe Description |
Lask Name Texk Please bype wour last name
__|First Mame Texk Please bype wour first name
__|Middle Initial Texk Please bype wour middle initial
_|Street Address Text Please bype wour street address
__|Apartment Mumber Text Please bype wour aparkment number
| Ciky Texk Please bype wour city
__|State Texk Please type wour stake
_|Zip Code Texk Please type wour zip code
_ | Counkry Texk Please type wour country
| Home Phone Murnber Texk Please type wour home phone number
__|Cell Phome Murnber Texk Flease type vour cell phone number
e o e
__|Personal Email Text Flease t Input Mask Wizard
I E:thzs:;onal Email EJZ:;ITime E::::: : which input mask matches how wou want data ko look?
= =
To see how 3 selecked mask works, use the Trv It box,
General | Lookup I To change the Input Mask list, dick the Edit List bukton, ]
Faormat Long Date Input Mask: Data Look:
Input Mask Lang Time 1:12:00 FM
Caption ‘Shart Date :
Default Yalue Shork Time
‘alidation Rule Medium Time
Y alidation Text Medium Date Z7-Sep-63
Required Mo
Indexed Mo
IME Made Mo Control ‘ Tyl | ‘
IME Sentence Made Mone
Smark Tags
Edit: Lisk ' Cancel = Back Mext = Finish '




Changing to the Datasheet View

Click on the icon directly below File on the Menu Bar
to change from Design View to Datasheet View. Type
In your address book information to verify whether
there are errors in the database. After placing three to
four records in the new database, close the database.

Our next lesson will show everyone how to create a
form for the address book table.
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