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Working with date in the Datasheet view of a table:
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Options related to the Datasheet

By clicking the right mouse button within the table header, you will open a popup menu of various options you can apply to the complete table.  Three options are often used from this popup menu:

Figure 32
[image: image2.png]L
B Microsoft &
Ble Edt Vew Insert Toos Window Hep Type a aueston for help

B-H8 SRy $BR o-o-[¢# 3x>EN0a- 0,

|| = customers : Table:

Field hame | DataType | Description
P Toxt Uniqus Five-character code based on customer rare.

Companyfiame. Toxt

Contactfiame. Toxt

ContactTtle Toxt

address Toxt Strest or post-office box.

ity Text

Region Text State or province.

PostaiCods. Toxt

Country Text

Field Propeties

Genert | ookp |

Fet i s

Fomat

oo sk T
Copton Custorer
etk vaie

Voo e

Vot Tt

Renier o
Howzsolengh Mo

Indexed ‘es (No Duplicates)
Uicods Conpresson¥es

e e o control
IVE Serencotiodetoe





Table Design:  In this mode, you can:

· change Field names

· Add, remove, or modify table field properties

· Generate Lookup a table with values for a specific field

· Change the Data Type and/or its value
REMEMBER:  Making changes to the Primary Key field(s) may or may not be allowed once table relationships and data integrity rules have been applied.  Access will notify you if you are affecting table relationships or data integrity rules.
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Cut [Delete] a specific record(s):
By holding down the shift key and dragging the mouse through a block of records you can select multiple records for cutting (deleting) from a table.  
By holding down the ctrl key and clicking on individual records you can select a set of records for cutting (deleting) from a table.  

Make modifications to the layout and format of the Datasheet

WARNING:  If you select a record for cutting that has associated child records in another table, you will not be allowed to delete this primary record unless special data integrity rules have been turned on.  [Cascading delete and/or Cascading update] 
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Datasheet

Selecting the Datasheet option will allow you to Sorting allows you to rearrange the information so that you can look at it in a different way.   Remember these datasheet changes will apply to the overall datasheet. 

Special Note:  
The field to the far right of this table with the “+” sign tells the user that there is a special popup datasheet associated with this datasheet.  It will usually be the associated child records from another table within the database.

Changes to a Specific Column within the Datasheet
Figure 35
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Right click on the column header to open the column popup menu options.

The following options are often used from this method of working with data in the datasheet view:

Figure 36
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Sort Ascending or Sort Descending: 
By default tables are usually sorted in ascending order based on the primary key field(s).  However, by clicking on the Sort Descending option, the table will be sorted in descending order of the selected column. 
Figure 37
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Hiding Column(s)  Notice that the Company Name field is no longer visible within the current datasheet.  By selecting the column(s) to hide and clicking the Hide Column command, the selected columns will be hidden from the datasheet view.


Figure 38
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Figure 40
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Freezing Column(s):
When working with a large table with a lot of different columns, the use of the Freeze Column options can be a very effective method for data entry or data editing.  

Notice:  You can NOT freeze disjointed columns.  They must be adjacent to each other.

Figure 41
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Column Width 

There are two methods of changing the column width.  The first and most often used method is to click on the column header.  Move the mouse to the far right edge and drag the column to its new desired size.  

The second method is much more accurate because you will be defining the new column width from a column width popup menu when you click on the Column Width option

Figure 42
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Notice this popup will allow you to modify the actual width (user inputted), select the default standard width, or do a Best Fit.  

Find Option:  The find option is not any different then selecting using the find option from the Edit menu drop down.  It is not specific to a column of data.  It is just another way to find data within the table.
Figure 43
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Delete Option:  When you select the Delete Option, you will be presented this popup to verify that you really want to do this.  If you select yes, you will be modifying the database table and this process may affect child tables.  It there are data integrity rules in effect for this column, you may or may not be allowed to delete the column subject to how the cascading delete and/or cascading update rules have been applied.

WARNING:   Before performing any table field deletes it is a normal Best Practice rule to backup the database.  

Figure 44
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Rename a Column:  

When you select the Rename option the column header will be highlighted.  Type in the new Column name and click the enter key.  The Column will be renamed in the underlying table.  If this column is used as a foreign key in another table, the foreign key table name will NOT be changed. 

NOTICE: The key to relationships between tables is not the name of a field but the field type.  

Enhancing a Table

Using the Format Menu, you can do the following:

Figure 17
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1. Change the Font size and type

2. Change the appearance of the cell (gridlines, background, effect) and the text within the cell (color)

3. Change Row Height (can also click and drag row height)

4. Change Column Width (can also click and drag column width)

5. Rename a Column

6. Hide or Unhide Columns

7. Freeze or Unfreeze Columns

Creating a Form from an Existing Table

Figure 18
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The New Object Button can be used to create a new form in various formats or to generate a special ChatWizard or PivotTable your existing table. You also have the option of using the create form in design view icon or the create form using the form wizard icon located on in the table window.
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The AutoForm option automatically creates a new form using the fields and data of the selected table.  In this example the AutoForm: Columnar format has been selected

Form Design View and Other Form Options

With a form open in view mode, you can click on the form header to open a form options popup menu.  From this menu, you have several options for modifying the current form.

Figure 20
[image: image18.png]Form Design

Dtasheet view

PivotTable View
Pivotchart View
Fiter By Form
Apply Fier/Sort
Remave FiterfSort
au

Copy

Propertiss

iive

4 Customer| M

B
oo [
o [

D076

Record: 14 |1 b [ »1[p]of 51





Figure 21
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Figure 22
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Adding, Deleting, Moving, and Modifying Fields


Figure 23
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Once you are in the Design mode you have several options to add, delete or modify the appearance of the fields within the form.  Each field will have an attached label which be default will be the fieldname you choose when designing or importing you table data.  This label can be detached, modified, or renamed as desired.  The actual field can also be modified using the various formatting options from the format toolbar.  It can also be moved, stretched or shrunk via the use of the mouse.  Click on the field and then select one of the field anchors.

Use the Toolbox popup menu to add new objects to your form 
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Using Shortcut Menus

Figure 25
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Commonly used commands for selected objects, controls or data may be found on the Shortcut Menu that is displayed when you right-click on the mouse. This is a quicker way to access menu options. All shortcut options are found within the Menu options.

Hiding/Unhiding Fields

You also have the option to Hide/Unhide fields within your form.  However, this is not recommended.  If you no longer need a field, it is better to remove if from your form.  If you determine later you do need this field, you can add it back via the toolbox popup menu. 
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Edit, Add, and/or Delete Records (can be done in either Datasheet or Form View)

Edit a Record  You can add or remove text by clicking on the location and inserting the new text or by pressing the delete or backspace key to remove text. Pressing the Esc key will cancel any changes made in a field and return it to the original data.  Remember when you move to a new record, any changes made to the previous record will automatically be saved to the database.
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Add a Record:   Records can be added but only at the end of the existing records. Records can be rearranged later by using the Sorting option.  In most cases records will automatically be rearranged when you close the form by the primary key of the table.
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Delete a Record:  Right mouse click within the black tab area of the record you want to cut or copy. This selects the entire record. Click on the desire option.  In a will designed database records from a master table may not be cut [deleted] if there are child records associated with the master records in other tables.  Example, you can not delete a customer record from the customer table if there are invoice records associated to the customer record you are trying to cut.  Access will popup a error dialog box to inform you of this and not allow for the deletion of this master record.
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Find and Replace Records: You may need to find a specific record for editing or
informational purposes. You can find records by searching the entire form or by selecting a specific field for the search. After opening the form, Form View, click on the Edit Menu and select the Find or Find and Replace option.

After completing the Find popup menu options, click on the Find Next button.  Access will find the first record within the database table that meets the Find What option.  At this point, you can edit the record and modify it as needed or by clicking on the Find Next button again move to the next occurrence.
Be sure to select the table you want to use for this AutoForm.





Clicking on the Form Design option would open the following view of this form.








AutoForm Option Menu popup





ToolBox





Field to be modified





Go to the last Record form button and click it.
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Clicking on Format and then selecting Unhide will display this popup.  Notice that Company Name does not have a checked box.  This means that this field is hidden.  You can unhide it by clicking on the checkbox.





Result of Datasheet design changes.
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