Adding a New Field to a Table in Design View

You can go back to the Wizard to add or change an existing table, but using Design view gives
you the most control over a table that you are designing.
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Click on the Design View button in the Menu Bar and you will see a list of all the fields in the
currently selected table. Below the names of the fields are the properties for each field when it is

selected. Note: the F1 Key is extremely helpful when you are building a database in Design
view.

E Members : Table

Field Mame Data Tvpe Description
ELlember 1D | Text |10 of member

Firsthlarne | Text | First narme of member

Lasthame | Text | Last name af mermber

Phone | Tek |Phone number of member with area code
Credit | Text | Type of credit card on file

Field Properties
— — L "
General | Laokup _ﬂ_____..—-—'-"""'_l
Field Size:
Farmat
Input Mask,
Caption

Default Yalue
Walidation Rule

# field name can be updk characters long, inchiding

Val'd‘?tmn Teat spaces. Preds F1 fof help on field names,
Required Mo

Allove Zero Length Mo

Indexed ves (Mo Duplicates)

nicode Compression Yes

IME Mode Mo Control

IME Sentence Mode hone

Smark Tans



Type in the name of the new field (in this case, it’s Date Joined) and click on the Data Type field
next to it — you will see a pull-down arrow:

B Members : Table

Field Name Daka Tvpe
% [MemberID Texk 10 of member
Firsthame Text First name of member
Lasthlame Texk Last name of member
Phone Textk Phone number of member with are

Credit Text wpe af credit card on File
P |Date Joined Tekt 1
—]
’ ‘ f

The menu give you a list of Data Types you may choose from. The default type is text and works
for most fields, but sometimes you may want to format the field differently.

B Members : Table

Field Marne Data Type Descripion
F [ MemberID Text 10 of member
Firsthame Texk First name of member

Last name of member
Phore number of member with area code
Type|of credit card on file

Lasthame
Phone
Credit

| Date Jained

Lookup Wizard. ..

Field Properties

General | Lookup |
Field Size |s0 | ‘
Farmat | |




In this case, we want to choose a Date/Time format:

B Members : Table

Field Mame Data Type D
| MemberID Text 1D of member
Firsthame: Texk First name of member
LastMarme Texk Last name of member
Phone Texk Phone number of member with area code
Credit Texk Tvpe of credit card on file
| Date Joined v
Tek
Memo
Iumber
Date|Time
Currency
AukoMumber
‘es/Mo
CLE Object
Hypetlink,
Lookup Wizard, ..
Field Properties
General | Lookup |
Format
Input Mask,
Caption
Default Yalue
Validation Rule
Valida.tion Texk The ¢
Required Mo e
Indexed Mo
IME Mode Mo Contraol
IME Sentence Mode Mone
Smark Tags

Now we make some choices in the Field Properties window — when we click on Format, we can
see a list of Input Masks. When we click on Input Mask, three small dots appear that will list our
format choices when clicked.

Field Properties

General | Lookup |

Farrat

Input Mask,
Caption
Default Value
Walidation Rule
Walidation Text
Required
Indesxed

IME Mode

IME Sentence Mode
Smark Tags

| TE
/

/
N, /
HON y 4 A pattern for all data ko be entered in this Field
Mo N\ /
Mo Control W L4
None




Access prompts us to save:

Microsoft Office Access

3 You must first save the table.

\‘) Lo wou want bo save the table now?

| | mo |

From the list, we choose Short Date:
Input Mask Wizard

which input mask matches how wou want data to look?

To see how a selected mask works, use the Try It box,
To change the Input Mask list, click the Edit List button,
Input Mask; Data Look:

Long Time
E'E-hu:ur't Dake
Shart Time

Medium Time
Medium Date 27-Sep-69

Try IE: | |

[ EditList | | Cancel mext > | [ Emish |

Access lets us test the format in the window — then we click Next and Finish.

Input Mask Wizard

which input mask matches how wou want data to looky

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

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

Inpuk Mask; Draka Look;
Long Tirne 1:12:00 PM
Shart Dake Q)27 11969
Short Time

Medium Time

Mediurn Date 27-5ep-63

Tyt 15 |

| ediLst | [ cancel |

Mext > | [ Emish |

We switch from Design view to Datasheet view:
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i" You must first save the table.
r Do you wank to save the table now?

B Members : Table

fMemberlD | Firsthame | Lasthame Fhone Credit

Christian  Schmidt  (354) 585-8350  Visa
Sl Finell | (456) 5558746 Visa
\Jackie Hollander | (456) 555-7352 Wi

Jean Mantgolfier 5(455 555- 92531. |
Juan  Santiago . fﬁﬁaﬂter Card
Qe Smith | (456) 55a7E5 Vies

Louis Pascal | (554755 Discover
MNadia  Likorsky #7745 Master Card |
Rudolph  Geiger”  (456) 555.6285  Visa |
Ryan  Greene  (B54)555.8371 Master Card
‘Student's | Marme (123 555-1254 :‘vﬁsa




