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Introduction °

Home | creste Bde  While there are four types of database objects in Access 2010, tables are arguably the most

¥ cut important. Even when you're using forms, queries, and reports, you're still working with tables,
% B3 Copy since that's where all your data is stored. Tables are at the heart of any database, so it's
View | Paste , important to understand how to use them.
- # Format Painter
Views Clipboard [

In this lesson, you will learn how to open tables, create and edit records, and modify the

All access Objects =« | agpearance of your table to make it easier to view and work with.

»earch.

Tables All Access Objects

=z | Categories [

In this lesson, we will work with the tables in our sample database. If you would like to follow along, download our
example and use it to follow the procedures demonstrated in this lesson.
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Table basics

If you're new to Microsoft Access, you'll need to learn the basics of working with ) ) ) )
tables so you can open, navigate, add information, and edit them. Video: Worklng with Tables in
Access 2010

7 East Walker Dr.
789 Brewer 5t.

211 5t. George Ave,
47 Hillsborough St.
23 Solo Ln.
4 Cypress Cr.

Raleigh

To open an existing table:

1. Open your database, and locate the Navigation Pane.
2. In the Navigation Pane, locate the table you would like to open. Tables are marked with the = icon.
3. Double-click the name of the table. It will open and appear as a tab in the Document Tabs bar.
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The table will open and
appear as a new tab on
the Document Tabs bar.

To open atable,
double-click its name

22 Calibri =12 - |i=
@ | B J O tEiIE | »m B~
Find

Records Text Formatting

- AT & ==3 B

[N |

|search. [ = Last Name - Street Address " City
Tables = |® 1 Floyd Beckham 7 East Walker Dr. Raleigh
T3 categories |E 2 Lucinda George 789 Brewer St. Cary
|E 3 Jerrod Smith 211 5t. George Ave. Raleigh
B Menu ttems E A Brett Newkirk 47 Hillsborough 5t. Raleigh
|E 5 Chloe Jones 23 Solo Ln. Raleigh
B0 oraernems | = 6 Quinton Boyd 4 Cypress Cr. Durham
B3 oraers Table |® 7 Alex Hinton 1011 Hodge Ln. Cary
T8 Products Table |® 8 Nisha Hall 123 Huntington 5t. Raleigh
T sales Unit E 9 Hillary CITon 2516 Nelv.luman Ral:‘igh
= 10 Kiara Williams 9014 Miller Ln. Durham
w : |® 11 Katy Jones 456 Denver Rd. Cary
Report . |® 12 Beatrix Joslin 85 North West 5t. Raleigh
|® 13 Mariah Allen 12 lupe Raleigh
|® 14 Jennifer Hill 2100 Field Ave. Raleigh -
Record: W« 1of185 b M b Mo Filler | Search 4 w »
Distasheet View | Num Lock | [ &5 &4 % o
Understanding tables

All tables are composed of horizontal rows and vertical columns, with small rectangles called cells in the places where rows and

columns intersect. In Access, rows and columns are referred to as records and fields.

T &) Ascending V7 Selection ~ I@ = New ¥ Totals
Z| Descending ¥ Advanced ~ =8 save “F spelling
Refresh
%gRemoveSort SF Toggle Filter Al X Delete EMore'
Sort & Filter ‘

ilter

Recaords

4. First Name Last Name
L 32 Larry Binder 124 Heuristic Way Raleigh
L 33 Samantha Ferguson 2380 New Cove Rd. Garner
o i Cheng 9 Atlantic Blvd Raleigh
Mewton 2520 Hopkins Rd. Raleigh
Allenson 3201 Glenwood Ave. Unit A Raleigh
Altman 817 Hillsborough St. Apt EUl Raleigh
39 Danny Haverford 202 Cedar Ln.
_ 40 Vig Aurelio 53 Pine St.
L 41 Jeffery Bergman 1245 Ross Park Dr.
L 42 William Bittiman 1122 Glenwood Ave.
o 43 Megan Draper 311 Cook St.
_ 44 Dick Whitman 105 David St.
= 45 Marjan Jameson 202 CSt. Unit A Raleigh
L 46 Colin Hopkins 321 E. Edenton St. Raleigh
47 Hakim Auden 921 Dawson St. Raleigh

A field is a way of organizing information by type. Think of the field name as a question, and every cell within that field as a

response to that question.
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ID Street Address |- |

{ Lee St. |
68 Frances Kenan Rd. |
69 Latavia Wclver Ct. |
70 Kurtis Field Names Cobb Rd. |
71 Lashaunda Hinton 5t. |
72 Lieselotte pencer Ave. I
73 Sula Smart 56 Dey Rd. |
74 Jude Smith 929 Greenlaw Dr. |
75 Katharine Kellerman 76 Murphy Ave. I
76 Ruiari O'Brien 100 Aycock St. |
77 Tyra Kirby 8700 Stacey Rd. |
78 Michiko Akiwana 901 Glenwood Ave. |
79 Betty Potter 80 Greene St. |
80 Elizabeth Loges 44 Steven Rd. |

Arecord is one unit of information. Every cell on a given row is part of that row's record. Each record has its own ID number.
Within a table, each ID number is unique to its record and refers to all of the information within that record. The ID number for a

record cannot be changed.

Fiter Hetresh Find

Er ‘%ORemove Sort " Toggle Fil fe ~ EMore' [} Select ~ 2

[F1 Sort & Filter s | Find |
Record ID

5] Customers | =] Oldﬂﬁtm;‘ numbers m‘@ Mﬂ‘mﬁtms‘@ Pmducts?ab{.e‘

4 | ID | Street Address - | City
L 98 Tyler St. Raleigh
| |® “Moss 1130 Jackson 5t. Raleigh
| Wade 532 Chronicle Way  Raleigh
| Marais 53 Ada 5t Raleigh

[+

Haussman 918 Lonesome Dove R Raleigh

| Sterling 49 Mockingbird Way Raleigh
n Achi 120 Baker St. Raleigh
lames 4221 Basil Ct. Cary

Each cell of data in your table is part of both a field and a record. For instance, if you had a table of names and contact
information, each person would be represented by a record, and each piece of information about each person—name, phone

number, address, and so on—would be contained within a distinct field on that record's row.

Click the buttons in the interactive below to learn how to navigate a table.

Home Create External Data Database Tools Fields Table
\T il. Ascending Y? Selection = = New X Totals [ﬁ 12 Replace  Calibri
v ) op - ilDe;(enUing ¥4 Advanced - R‘I.fu . =5 Save ¥ Speliing fina S GoTor B L U EEE w1 =
i ste
o F rormatpsinter [ 45 Remove Sart 7 Toggle Filter i,r,'f W Delete = B More - " g seect- A-%- - EEE H-
Wiews. Clipboard Sont & Filker Records Find Text Formatting
All Access Objects
[seareh. :)’J oA First Name - LastName - Street Address = City = State
Tables % * 1 Floyd | Beckham 7 East Walker Dr. | Raleigh |NC
T categories [ 2 Lucinda George 789 Brewer St. Cary NC
s Ll 3 Jerrod | Smith | 211 5t. George Ave. |Raleigh |NC
= &) 4 Brett | Newkirk |47 Hillsborough 5t | Raleigh |NC
= Menu Rems =] el rhlan [T— 22 Cala In Dalaink hi
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Navigating within tables

To navigate through records in a table, you can use the up and down arrow keys, scroll up and down, or use the arrows in the
record navigation bar located at the bottom of your table. You can also find any record in the currently open table by searching
for it using the record search box. Simply place your cursor in the search box, type any word that appears in the record you
would like to find, and press Enter. To view additional records that match your search, press Enter again.

t &ort & Filter Records Find

) o« | [3] Employee Database Navigation\{E Categolies\{ﬁ Customers

:|,0 1D =t First Name - Last Name - Stree

x| 7 Alex Hinton 1011 Hodg
8 Nisha Hall 123 Huntir
9 Hillary Clayton 2516 Mewt
10 Kiara Williams 9014 Mille
11 Katy Jones 456 Denve
12 Beatrix Joslin 85 North V

— 13 Mariah Allen| 12 Jupe Dr

Relc';rd: M 4130f19 * M} & Mo Filter | [Search i I

s ———.
s C—

(e OO ——

i . Use the search box
Click the_arrows Click here to
to navigate create a new to search for any
through the d record within the
records recor open object

To navigate between fields, you can use the left and right arrow keys or scroll left and right.

Page 3

Adding records and entering data

Entering data into tables in Access is similar to entering data in Excel. To work with records, you'll have to enter data into cells. If
you need help entering data into records, you may want to review our Excel 2010 Cell Basics lesson.

To add a new record:
There are three ways to add a new record to a table:

¢ In the Records group on the Home tab, click the New command.

O W—

ata Database Tools Fields Table

4| Ascending 7 Selection ~ o = New Z Totals ]

1
%,I, Descending EAduanced = B @Savt} ?Spelling = C
Refresh Find
‘%) Remove Sort W Togale Filter All - X Delete - EMore = kg 5
Sort & Filter Records Find
2] Custom New (Ctrl++)
R 1D i Firs| create a new item.

== =] - [ T
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¢ On the Record Navigation bar at the bottom of the window, click the New Record button.

i 33 »amantna rerguson £z
34 Jamie Stone il
35 Patti Cheng 9.
36 Greg Newton 2t
w || Record: M 10f194 b M by i Mo Filter | Search 4

Mew (blank) record

e Simply begin typing in the row below your last added record.

= = 1495 Kris Ackerman 1311 Loretta SCott Way Kaleigh
196 Jordan Weller 8 Parks St. Raleigh
197 Regina Olivera 60 Glenwood Ave Apt A121 Durham
198 Alex Yuen 8 Marcus Ln. Cary
199 Lia Richards 890 Garvey St. Durham
200 Karla Nichols 981 DuBois Ct. Durham
201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary
202 Juan Flores 122 Luna St. Durham

i (New) | T
||} Record: 4 4 1950f195 » M b i Mo Filter | Search 4 [

| M

Occasionally when you enter information into a record, a window will pop up to tell you the information you've entered
is invalid. This means the field you're working with has a validation rule, which is a rule about the type of data that can
appear in that field. Click OK, then follow the instructions in the pop-up window to re-enter your data.

ello 198 Jackson St. Raleigh NC

;nald rMicrosoft Access — ﬁ
man

r L Must be a US State. Enter the 2-etter postal code only,

: Coc ] [t |

rds Was this informL.ﬁ:ion helpful?

Is ——

n 31 Crispus Ct. Apt B Cary NC

i 122 Luna St. Durham NC

1 34 Peace St. Raleigh North Carolina

To save a record:

1. Select the Home tab, and locate the Records group.
2. Click the Save command.

T 7= bakery_database er_newqueries : Da Table Td
~=— - I
Home Create External Data Database Tools Fields
# 4| Ascending T2 Ay =i New =
. 13 . | Descending V- R":" . =Hsave]
aste ilter efres
: 7 45 Remove Sort 7 Al- X Dele® ~ B2~
Zlipboard = Sort & Filter Records
55 Objects ® « ]EI Employee Database| Save [hift-Enter] |
I

Be sure to save any unsaved records before closing a table. Access will not prompt you to save them when you close the
table.

http://www.gcflearnfree.org/access2010/5/print 5/15
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Editing records

To quickly edit any record within a table, simply click on it and type in your changes. However, Access also offers you the ability to

find and replace a word within multiple records and to delete records entirely.

To replace a word within a record:

You can edit multiple occurrences of the same word by using Find and Replace, which searches for a term and replaces it with

another term.

1. Select the Home tab, and locate the Find group.
2. Select the Replace command. The Find and Replace dialog box will appear.

% Totals 2ac Replace

% Spelling ) = Go%; - B I U

= More " [¢ select~ | A - %2
Is Find

Replace [Ctrl+H])

3. Click the Find What: box, and type the word you would like to find.

r - hl
Find and Replace - — &lg

Replace
Find What; I (vanilla]] EI [ FindNext |
—
Replace With: | (]
Lock In: Current document |z|
!
Match: Any Part of Field |z|
Search: all E Replace Al .
[ Match Case Search Fields As Formatted
! == —

4. Click the Replace With: box, and type the word you would like to replace the original word.

5
Find and Replace - — &Ig

Replace
Find What: ~|vanilla [=] | FindNext
) ; =
Replace With: I_ﬁ'ench vanillal] E‘ I[m]
Lock In: Current document EI
|
Match: Any Part of Field E‘
Search; all |Z| Replace Al
[ Match Case Search Fields As Formatted

n
l

5. Click the Look In: drop-down arrow to select the area you would like to search.

o Select Current Field to limit your search to the currently selected field.
o Select Current Document to search within the entire table.

http://www.gcflearnfree.org/access2010/5/print
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B =
: 5 T— |l
Find and Replace - . —m
Find Replace
Find What: |vanilla lE” I Find Mext I
Replace With: |french vanilla E| [—]
Look In: Current document E
l Match: Current field |
' Current document I
| AR i = i - .
Match Case  [/] Search Fields As Formatted
[=

6. Click the Match: drop-down arrow to select how closely you'd like results to match your search.
o Select Any Part of Field to search for your search term in any part of a cell.
o Select Whole Field to search only for cells that match your search term exactly.
o Select Beginning of Field to search only for cells that start with your search term.

rFind and Replace - . I .+ @u1
Replace
Find What: | vanila [+] [ Findnext |
Replace With: |ﬁench vanilla |ZH
Lock In: Current document |Z|

l Match: Any Part of Field |Z| |

. Any Part of Field . Replace All | | |

I Search: Whole Ficld 1} - |

Start of Field 4 ch Fields As Formatted

. T —
Find and Replace ——

Find Replace

Find What: |vanilla

Replace With; |'Frer|d'1 vanilla

Look In: Current document E‘
Match: Any Part of Field E‘

Al =]

[[IMatch Case  [] Search Fields As Formatted enj

1ack sized version of our Key Lime pie. We're sorry 1T this ruins your diet.

reny-tiny Raspberry Chocolat eat more than one, too.

1p of our delicate chocolate Terms that match your
search will appear
highlighted in black

Iso avai

8. Click Replace to replace the original word with the new one.

http://www.gcflearnfree.org/access2010/5/print 7115
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-

Find and Replace ——— l&g

Replce i
|| | Find what: |vanila [+] [ Findmext |
|| | Replace With: |Frend'1 vanilla E| —
| ==
| Replace || ||

| Match: Any Partof Field [ v | | fhis.
[[swe: @ = |
! [CMatch Case  [/]Search Fields As Formatted (Bt enjoy this

=eny-tiny Raspberry Chocolate

up of our delicate chocolate m o
o — The original word has

been replaced

While you can use Replace All to replace every instance of a term, replacing them one at a time allows you to be
absolutely certain that you edit only the data you want. Replacing data unintentionally can have a negative impact on
your database.

r T — ey

T T =)

e o

Lik

Find What: | vanila [=] [ Findhext | o
Replace With: |ﬁend'1 vanilla |E”

Str

Replace N

Match: Any Part of Field |z| I spi

Search: all lz‘ @ ML

Match Case  [V]Search Fields As Formatted AL

— — —— finter A

1 Ctrawwharns Craam ]

French french vanilla

|
I
I
&

To delete a record:

1. Select the entire record by clicking the gray border at the left side of the record.

_"i il Descending Eﬁdvanced & U] =5 Save ? Spelling I..l - = GoTo~ -
e ‘%0 Remove Sort " Toggle Filter Rfﬁe.m X Delete ~ E More - Fine % Select - AR é - W
Sort & Filter | Records | Find | Te
7 Products Table | —] Customers
| ID i | First Name +  Last Name -~ Street Address - City
] ﬁ‘ 32 Larry Binder 124 Heuristic Way Raleigh
33 Samantha Ferguson 2380 New Cowve Rd. Garner
34 Jamie Stone 131 W Clinton St. Raleigh
35 Patti Cheng 9 Atlantic Blvd Raleigh
:1 36 Greg Newton 2520 Hopkins Rd. Raleigh

2. Select the Home tab, and locate the Records group.
3. Click the Delete command. The record will be permanently deleted.

http://www.gcflearnfree.org/access2010/5/print 8/15
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Home Create External Data Database Tools Fields Table

= K 7 4| Ascending 2 |__ = New = Eﬁ e Ccalil
Pai oL Filtler il pescending ?j' Rt|:fresh miloas ? Find > ®
7 47 Remove Sort 7 all- | X Delete - B~ | A
lipboard | Sort & Filter | Record | Find
is Objects ® « Employee Database| Delete (Del)
|» | | FirstName Delete this item.

The ID numbers assigned to records stay the same even after you delete a record. For example, if you delete the 34th
record in a table, the sequence of record ID numbers will read "...32, 33, 35, 36..." rather than "...32, 33, 34, 35, 36...".

o - - = r] .
1[ %l Descending EAdvanced - "EI =& Save ?Spelling = GC
Filter ) Refresh Find

77 Remove Sort "W Togale Filter Al [} Se

Sort & Filter

Record 34 has
been deleted

E Products Table E Customers

[+

[+

2 Ferguson 80 New Cov
Patti Cheng 9 Atlantic Blve

[+

£ i;reg Mewton 2520 Hopkins
37 Carol Allenson 3201 Glenwoo
38 Zoey Altman 817 Hillsborou

Page 5
Modifying table appearance
Access 2010 offers several ways to modify the appearance of tables. These ) o )
changes aren't just about making your table look nice—they can make the table Video: Custo mizing Tables in

easier to read too. Access 2010

Omeone

hat if marble w
. delicious.

Alternate Background Color: Gridine Color:

Resizing fields and rows

If your fields and rows are too small or large for the data contained with them, you can always resize them so all of the text is
displayed.

To resize a field:

1. Place your cursor over the right gridline in the field title. Your mouse will become a double arrow +.

http://www.gcflearnfree.org/access2010/5/print 9/15
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Database Tools Fields Table
Y 4] Ascending 2 Selection - ||__ =i New X Totals 3. Replace Calibri (¢
it il Descending Ehdvanced & Refresh =5 Save ? Spelling Find = GoTo~
Ieer ETres n
‘}__, Remove Sort "W Toggle Filter Al }( Delete = gr\dore' h Select = niee
Sort & Filter Records | Find |
1D ~ | Category ID ~ Product Mame
23 2 Easter Creme Cake- 5| a Chocolate Créme Egg, exc
24 2 Lemon Blueberry - Sumi| Summer sunshine, ripe blueben
25 2 Triple Berry Shortcake - | Strawberries, raspberries, and b
26 2 Hummingbird - Summet| Made out of actual hummingbirc
£ 2 Pumpkin Spice - Autumi| Spicy and sweet-- the best thing
28 2 Apple Spice - Autumn | Much easier to eat than bobbing
29 2 Gingerbread - Winter | A bite of this cake will give vou &

2. Click and drag the gridline to the right to increase the field width or to the left to decrease the field width.

3. Release the mouse. The field width will be changed.
I ] S—

#rnal Data

Database Tools Fields Table
Y 4] Ascending 7 Selection ~ ||__ =i New X Totals [ﬁ 2. Replace Calibri (T
Fil il Descending Eﬁd\ranced - fefresh =H Save 7 spelling Find = GoTo~
Hnter ETres in
‘}._, Remove Sort "W Toggle Filter All - X Delete + E More ~ [} Select - B 7
Sort & Filter Records | Find |
ID + | Category ID - Product Name b
23 2 Easter Creme Cake- Spring Like a Chocola
24 2 Lemon Blueberry - Summer Summer sunst
25 2 Triple Berry Shortcake - Summer Strawberries,
26 2 Hummingbird - Summer Made outof a
27 2 Pumpkin Spice - Autumn Spicy and swe
28 2 Apple Spice - Autumn Much easier
29 2 Gingerbread - Winter A bite of this ¢

To resize a row:

1. Place your cursor over the bottom gridline in the gray area to the left of the row. Your mouse will become a double

arrow +.
Y 4] Ascending 2 Selection ~ ||__ =/ New X Totals 2 Replace Calibri [Detail
%] Descending V9 Advanced ~ =8 save 7 spelling = GoTo~
Filter Refresh Find A~
‘;‘__, Remove Sort W Toggle Filter All= >{ Delete = E Mare = % Select = B U 4
Sort & Filter Records | Find |
|IDI - | Product Mame - Description -

20 Italian Rum
21 Cheesecake

Try as we might, it's impossible to get drunk from our Ite

Moist, rich and dreamily creamy. Every biteful is sinfully

22 Cheesecake, strawberry

Our MNY-style classic, but now you can count it as a fruit s

23 Easter Creme Cake- Spring

Like a Chocolate Créme Egg, except a three layer cake. T

24 Lemon Blueberry - Summer

summer sunshine, ripe blueberries and sugary lemonad

25 Triple Berry Shortcake - Summer

Strawberries, raspberries, and blueberries. May turn you

2. Click and drag the gridline downward to increase the row height or upward to decrease the row height.

3. Release the mouse. The row height will be changed.
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1 Ascendin L7 Selection fl =i New X Totals Vac Replace Calibri [Detail « i1 iz &
%} Deseending T Advanced = = eBsave S spelling = GoTo-~
Filte Refresh Find - 8 . ==
+7 Remove Sort “F Toggle Filter ;‘|r|- X Delet 'EMO[!' I Ly Select = B IO é - Q =
Sort & Filter | Records Find | Text Formatting
] Products Table | ] Customers
ID - Product Name - Description
[# 20 Italian Rum Try as we might, it's impossible to get drunk from our
Italian Rum cake. So go ahead and eat the whole thing.
= 21 Cheesecake Moist. rich and dreamilv creamv. Everv biteful is sinfullv

If you have a field you don't plan on editing or don't want other people to edit, you can hide it. A hidden field is invisible but is still
part of your database. Data within a hidden field can still be accessed from forms, queries, reports, and any related tables.

1. Right-click the field title.
2. From the drop-down menu, select Hide Fields.

1]7' 4| Ascending 7 Selection ~ @ =i New =
il Descending EAd\ranced M = =8 save v
Filter Refresh —
%7 Remove Sort ¥ Toggle Filte All - XDeIete'a
Sort & Filter Records
=5 Products Table | =5 Customers '\
D - Category ™ me— g
- 8 ‘El Sort Smallest to Largest
il Sort Largest to Smallest
+ 9 Ea Copy
e
* 1o 3 Field Width
Hide Fields
& 11
gnhim Fields
- 12 S Freeze Fields
Unfreeze All Fields
+ 13 & Find...
&' Insert Field
+ 14 ]
+ 15 1=
=fi  Rename Field
5 16 W Delete Field

3. The field will be hidden.

If you decide you would like the field to be visible again, you can unhide it. Simply right-click any field title, then select
Unhide Fields. In the dialog box, click the check boxes of any fields you would like to be visible again, then click Close.

http://www.gcflearnfree.org/access2010/5/print

11/15



9/25/2014 Access 2010: Working with Tables

. F %lAscending \f/SeIection' oy = New % Totals ‘:ﬁ 2ac Repl

%) Deseending V] Advaneed ~ T H save % Spelling = Gol
Filter X Refresh Find
%7 Remove Sort ¥ Togale Filter All= >( Delete = El\ﬂore < Lg Sele
Sort & Filter Records Find
= anludsTahle\I _ | Customers
D - Product Name -
8 Fudge Chocol - uﬂ av
g Unhide Columns 7 it
i
9 Fudge Marble] | Column:
wE
10 French Vanill @samgow D p
roduct Name bu

Description
11 Strawberry S Field1 N

Click to Add

12 Cookiesn'Cr

13 Lemon

m B R P [ S S

Table formatting options

Alternate row color

By default, the background of every other row in an Access table is a few shades darker than the background of the rest of the
table. This darker alternate row color makes your table easier to read by offering a visual distinction between each record and

the records directly above and below it.

@ Employee Database Navigation ‘I:E Customers ‘i E PmdudsTahle\

ID -~ CategorylID - Product Name - Description
8| 2|Fudge Chocolate So rich and heavy with chocolate, you'll need some
2| Fudge Marble The cake that dares ask the question: what if marb
10 2| French Vanilla Oo la la! Some people might say this cake has a cer
11] 2| Strawberry Swirl A dizzying swirl of strawberries and créme. Hold o1
12| 2|Cookies n' Cream Like dipping oreos and milk, but a cake, and not at
13 2|Lemon A simple classic-- sweet and sour.

14 2| German Chocolate "Chocolate" in German is "schokolade." You don't |
15 2|Red Velvet Your grandma's favorite cake, topped with rich but
16 2| Carrot Cake Orange and spicy. Ask your doctor if you can count

To change the alternate row color:

1. Select the Home tab, and locate the Text Formatting group.
2. Click the Alternate Row Color drop-down arrow.

Calibri (Detail) -1

B 7 U|A-¥. &~

Text Formatting Tu

Alternate Row Color

MNacrrintiom

3. Select a color from the drop-down menu, or select No Color to remove the alternate row color.

http://www.gcflearnfree.org/access2010/5/print
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A2
Text Formatting Automatic

Theme Colors

ption

someone to help you carry it home|[]

old on tight! Standard Colors
ot at all soggy. H EEN
O

O
lon't have to be able to say thatto e EEE
h buttercream icing. EEEEN
wountitasaservingofvegetables, | HE BN
|

r stick with our moist Coconut Cake-| ll H
Recent Colors

. Rich, moist, and not at all spooky.
rom our Italian Rum cake. So go ahe
Il'is sinfully delicious.

Mo Color

i3 Moaore Colors...

Access 2010: Working with Tables

marble were made of three types o I I I I I I
i a certain je ne sais quoi... but we "s [l I I I

4. Your alternate row color will be updated.

5] Employee Database Navigation\‘[j Customers\‘{ =] Products Table

ID - CategorylID - Product Name - Description
8| 2|Fudge Chocolate So rich and heavy with chocolate, you'll need som:
2| Fudge Marble The cake that dares ask the question: what if marb
10 2| French Vanilla Oo la la! Some people might say this cake has a cer
11| 2| Strawberry Swirl A dizzying swirl of strawberries and créme. Hold ol
12| 2|Cookies n' Cream Like dipping oreos and milk, but a cake, and not at
13 2|Lemon A simple classic-- sweet and sour.
14 2|German Chocolate "Chocolate" in German is "schokolade." You don't |
15| 2|Red Velvet Your grandma's favorite cake, topped with rich but
16] 2| Carrot Cake Orange and spicy. Ask your doctor if you can count

Modifying gridlines

Another way Access makes your tables easier to read is by adding gridlines that mark the borders of each cell. Gridlines are the
thin lines that appear between each cell, row, and column of your table. By default, gridlines are dark gray and appear on every

side of a cell, but you can change their color or hide undesired gridlines.

To customize which gridlines appear:

1. Select the Home tab, and locate the Text Formatting group.

2. Click the Gridlines drop-down arrow.

http://www.gcflearnfree.org/access2010/5/print
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3. Select the gridlines you would like to appear. You can choose to have horizontal gridlines between the rows, vertical
gridlines between the columns, both types of gridlines, or none at all.

elling L"_L" = GoTor B 7 U | iEIE | 17 EH -
mee | 7 seear | AW - - | == = ([HH -
Find Text Formatting
@ Gridlines: Both
- Product Mame -
2|Fudge Chocolate So rich and heavy with e e
2| Fudge Marble The cake that dares as . E}
2|French Vanilla Oaclala! Some people ‘:: .| Gridlines: Vertical
2| Strawberry Swirl A dizzying swirl of stra

4. The gridlines on your table will be updated.

~ Category ID ~ Product Mame -
8 2 Fudge Chocolate
9 2 Fudge Marble

10 2 French Vanilla

11 2 Strawberry Swirl

12 2 Cookies n' Cream

13 2 Lemon

14 2 German Chocolate

ac L U L

To view additional formatting options, click the Datasheet Formatting arrow located in the bottom-right corner of the Text
Formatting group.

The Datasheet Formatting dialog box offers many advanced formatting options, including the ability to modify background
color, gridline color, and border and line style. It even includes the ability to view a sample table with your formatting choices, so

play around with the various formatting options until you get your table looking the way you want it.
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Page 7
Challenge!

If you haven't already, download our sample database and open it.

Open the Customers table.

Add a new record to the table. Be sure to enter data for every field.

Find the record with the name Tyra Kirby, and replace it with a name of your choice.
Change the alternate row color.

Hide a field, then unhide it.

S
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