ACCB4023 Introduction to Web and Databases
Tutorial 2 Tasks 
 
Part 1: Creating a New Table with Different Data Types

1. Open Microsoft Access.
· Launch Microsoft Access from your computer.

2. Create a New Table:
· On the Create tab in the ribbon at the top, click Table Design.

3. Define the Table Structure:

· In the first row, enter the following field names, data types, and descriptions:
	Field Name
	Data Type
	Description

	ContactID
	AutoNumber
	Unique identifier for each contact

	FirstName
	Short Text
	First name of the contact

	LastName
	Short Text
	Last name of the contact

	Email
	Short Text
	Email address

	Phone
	Short Text
	Phone number

	RegistrationDate
	Date/Time
	Date the contact was registered

	IsActive
	Yes/No
	Indicates if the contact is active (true/false)

	BalanceDue
	Currency
	Outstanding balance (in GBP)

	Comments
	Long Text
	Additional notes about the contact



4. Set the Primary Key:
· Right-click on the ContactID field and select Primary Key.

5. Save the Table:
· Click on the save icon or go to File > Save.
· Name the table CustomerInfo.





Part 2: Entering Sample Data

1. Open the CustomerInfo Table:
· Double-click on the CustomerInfo table to open it.
2. Enter Sample Data:
· Add at least five records using the following sample data:
	FirstName
	LastName
	Email
	Phone
	RegistrationDate
	IsActive
	BalanceDue
	Comments

	Emily
	Carter
	emily.carter@email.co.uk
	020 1234 5678
	2023-01-15
	Yes
	£150.00
	New customer

	Liam
	Taylor
	liam.taylor@email.co.uk
	020 9876 5432
	2022-06-22
	Yes
	£75.50
	Loyal customer

	Sophia
	Wright
	sophia.wright@email.co.uk
	020 2345 6789
	2021-10-05
	No
	£200.00
	Inactive for 6 months

	Noah
	Lewis
	noah.lewis@email.co.uk
	020 8765 4321
	2020-12-01
	Yes
	£120.00
	Recently updated details

	Ava
	Wilson
	ava.wilson@email.co.uk
	020 3456 7890
	2023-03-10
	Yes
	£0.00
	No outstanding balance


3. Save Your Changes:
· Click on the save icon or press Ctrl + S.

 




 
 

 Altering Tables

Part 3: Open an Existing Table
1. Open Microsoft Access.
· Launch Microsoft Access from your computer.
2. Open the Database:
· Open the database that contains the table you want to alter (e.g., FirstDatabase).
3. Open the Table:
· In the navigation pane, locate and double-click the CustomerInfo table to open it.

Part 4: Adding a New Field
1. Open the Design View of the CustomerInfo Table:
· Right-click on the CustomerInfo table in the navigation pane and select Design View.
2. Add a New Field:
· In the next empty row, enter the following information:
· Field Name: Address
· Data Type: Short Text
· Description: Contact's address
3. Save the Table:
· Click on the save icon or press Ctrl + S.

Part 5: Modifying an Existing Field
1. Open the Design View of the CustomerInfo Table Again:
· If you closed the Design View, right-click on the CustomerInfo table and select Design View again.
2. Modify the Field Name:
· Change the Phone field name to ContactNumber.
3. Change the Data Type:
· Change the ContactNumber field's data type from Short Text to Long Text.
4. Save the Changes:
· Click on the save icon or press Ctrl + S.

Part 6: Deleting a Field
1. Open the Design View of the CustomerInfo Table:
· If not already open, right-click on the CustomerInfo table and select Design View.
2. Delete a Field:
· Select the Comments field by clicking on its row.
· Right-click and choose Delete Rows. Confirm the deletion if prompted.
3. Save the Changes:
· Click on the save icon or press Ctrl + S.

Part 7: Adding Validation Rules 

1. Open the Design View of the CustomerInfo Table:
· Right-click on the CustomerInfo table and select Design View.
2. Add a Validation Rule to a Number Field:
· Click on the BalanceDue field.
· In the Field Properties pane at the bottom, locate Validation Rule and enter:
>= 0
· In Validation Text, enter a message like:
Balance cannot be negative.
3. Add a Validation Rule to a Text Field (e.g., City):
· Click on the City field.
· In the Validation Rule, enter:
In ("Swansea", "Cardiff", "Newport")
· In Validation Text, enter:
City must be Swansea, Cardiff, or Newport.
4. Add a Validation Rule to a Date Field (e.g., JoinDate):
· Click on the JoinDate field.
· In Validation Rule, enter:
<= Date()
· In Validation Text, enter:
Join date cannot be in the future.
5. Add a Required Field:
· Select the Email field (if it exists).
· In the Field Properties pane, set Required to Yes to make sure users must enter a value.
6. Save the Changes:
· Click on the Save icon or press Ctrl + S.

