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Tables
Access 2007 uses relational databases, which allow you to link
information in multiple tables. This feature enables one specific category
of information to be stored in each table and avoids repetitive data entry.
This guide will show you advanced techniques for customizing tables,
along with importing existng data into Access tables.

Importing Data into Access
You can create databases from pre-existing spreadsheets and tables by
importing or linking existing data into Access. These methods provide an
efficient way to keep your data up to date.

Importing Data from an Excel Spreadsheet
From the External Data ribbon, locate the area labeled Import

'I'j =3 53 T3 7] Text File
o E!? ix ‘? J_uf} _
i : # XML File
Saved Access  Excel SharePoint

Impaorts List %) More
Import

Click on the button labeled Excel

Excel
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e The Select the source and destination of the data view of the Get
External Data — Excel Spreadsheet window will appear

Get External Data - Excel Spreadsheet

Select the source and destination of the data

Specify the source of the data.

Eile name: | | [ Browse...

Spedfy how and where you want to store the data in the current database.

(%) Import the source data into a new table in the current database.

If the spedified table does not exist, Access will ceate it. If the spedified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

Cancel

e From the Specify the source of the data area, click on the button
labeled Browse

Spedify the source of the data.

Eile name: || | [ Browse... %

e The File Open window will appear
¢ Navigate to the file you wish to import data from
e Click on the button labeled Open

File Open El g‘

Lookin: | () Advanced T v| @ X EiE-

[ My Recent | (B 2o
Documents | 5] orderhlumbers

[} Desktop

an
Dacuments

9 My
Computer

&) My Network
= Places

File name: | - |

Files of type: |M|crusuft Excel - |
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The name of your file will appear in the box labeled File name

Confirm that the option button labeled Import the source data into a

new table in the current database is selected
Click on the button labeled OK

Get External Data - Excel Spreadsheet fal|eay

Select the source and destination of the data

Specify the source of the data.

File name: | Employeelnformation.ds

Specify how and where you want to store the data in the current database.

() Link to the data source by creating a linked table.

Access wil create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

(=) Import the source data into a new table in the current database.

If the spedified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

Browse...

[

OK [ I [ Cancel

The Import Spreadsheet Wizard window will appear
Confirm that the spreadsheet containing your data is selected
Click on the button labeled Next

= Import Spreadsheet Wizard

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

(%) Show Worksheets

() show Named Ranges

Employeelnformation

Sample data For worksheet 'Employeelnformation’,

1 EmploveeNumber EmployeeFirstHame EmploveeLastName B3N Palary [Bonus % Ftartlat J
Tl ichaesl nderson Po9z-1z-2431 [FO0O0DO (5 E/z/z004
TZ elly ichasls (43-23-4413 14000 5 6/ 172005
[4 ] lex aples 132-45-5394 (50000 |10 i/1/1999
?4 Rodney eaton 34-23-49411 R4000 5 [/28/200
?5 Jane Lee 43-32-6968 (100000 E5 Ho/z6/138
7 6 ndrea Davy 112-34-5002 45,000 (5 6/ 3/2008
?7 Dawric arshall 40-22-4582 E5,500 5 /571875
ok Harvey [Thomas [#59-33-5918 [125000 |10 Hz/z/193
l1ob Lee Edwards lioE-34-5949 [Fz,000 |5 b/3/1094
EID Busan [Fodricguez [014-56-4323 [f5,000 (10 [4/ 572000

|
KiH| [
> ) (o
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If applicable, click to place a check-mark in the box labeled First Row
Contains Column Headings
Click on the button labeled Next

&5 Import Spreadsheet Wizard

Microsoft Access can use your column headings as field names for your table. Does the first
row specified contain column headings?

First Row Contains Column Headings

Employeeluwber EmployeeFirstMName |EwmployeelLastMame [SSN Salary |Bonus % |StartDat
i ichasl nderson P92-12-2481 FOO0O0 5 Efz2/2009 [~
TZ elly ichaels F43-23-4413 14000 5 6/ 172005
Bl lex aples 132-45-5394 [s0000 (10 /141999
T‘l Rodney Eeaton 34-23-4411 R4000 5 [5/25/200
B Jane Lee 43-32-6968 (100000 B5 Ho/z6/13
l6 6 ndres Davy 112-34-5002 @S, 000 |5 6/3/2005
T'? Dawric arshall 40-22-4582 E5,500 5 /571875
s & Harvey [Thomas [#59-33-5918 [125000 |10 Hz/z/193
?Q Lee Edwards [195-34-8949 [z,000 (5 p/3/1994
EID Susan Fodriguez 014-56-4323 75,000 |10 /572000
el
B [

Cancel ] [ < Back ] [ Next = h] [ Finish ]

If you want to exclude information from your spreadsheet
o0 Click on the name of the field you want to exclude
o0 Click on the button labeled Do no import field (Skip)
0 Repeat the previous steps for each additional field you wish to
exclude
Click on the button labeled Next

z;l

‘You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Field Name:  EmployeeNumber Data Type: |Double ~
Indexed: Mo v [] Do notimport field (Skip)

EmployeelNunber EmployeeFirstName |[EmployveelastName |23N Salary |Bonus % |FtartDhat)
nderson Poz-1z-2481 [(FO000 |5 E/2/2004 | ~
ichaels [43-23-4413 [14000 (5 &/ 1/2005
aples 13z-45-53594 0000 (10 /171993
eaton E34-23-4411 4000 5 [E/28/200

Lee 43-32-6969 100000 E5 no/ze/19
Davy 112-34-5002Z 45,000 (5 6/3/2005
arshall 40-2z-4582 B5,500 5 B/5/1975
[Thowas [#59-33-5916 [125000 (10 Rz/z/199
Edwards [#95-34-8949 [zZ,000 |5 /371934
Rodrigues N14-56-4323 [75,000 [0 |/ 5/ 2000

-|
»
Cancel I [ < Back ] I Mext > %' [ Finish ]

fts
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Click on one of the following option buttons to specify the primary
key (a unique value used to identify each record in your table)

If you wish to ... Click on

Let access define your primary key

(%) Let Access add primary key

Choose your

own primary key

(%) Choose my own primary key |

Assign the primary key later

(%) No primary key

Click on the button labeled Next

=

L TR
EAETEET
EAETRCTRT
PR
A o ne

| Import Spreadsheet W

jizard

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
uniguely identify each record in your table. It allows you to retrieve data more quickly.

() Let Access add primary key.

() Choose my own primary key.,  EmployeeNumber ~
(O No primary key.
EmployeelNuwnber EmployeeFirstName |EmploveslLastName [S5N Salary |Bonus % |StartDat
nderson poz2-12-2481 FO000 |5 Efz/2004 i‘
ichaels F43-23-4413 14000 5 6/1/2008
aples 132-45-5394 [F0000 (10 n/1/1999
eaton E34-23-4411 4000 |5 [F/z5/z00
Lee 43-32-60603 (100000 B5 HO/Z6419
Davy 112-34-5002 @5,000 [5 6/3/2005
arshall 40-2z-4582 B5,500 5 (/571975
[Thomwas [#59-353-5918 (125000 (10 Hz/z/199
Edwards [95-34-8949 2,000 5 P/3/1994
Fodriguez 014-56-4323 [75,000 |10 /572000
el
»
Cancel ] [ < Back ] l Next > %J [ Finish ]

fts
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In the box labeled Import to Table, type a descriptive name for the

table you are importing (for example, tbl_Employeelnformation)

Click on the button labeled Finish

Ellmport Spreadsheet Wizard x

That's all the information the wizard needs to import your data.
73

Import to Table:
thl_EmployeeInformation

[ 1 would like & wizard to analyze my table after importing the data.

N T

The Save Import Steps view of the Get External Data — Excel
Spreadsheet window will appear

Click on the button labeled Close

Get External Data - Excel Spreadsheet

Save Import Steps

Finished importing file 'Employeelnformation.ds' to table 'tbl_EmployeeInformation’.

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard,

D Save import steps

URNIVERSFTY
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Your table will appear in the Navigation Pane

All Access Objects v o«

s

Tables
j tbl_Employeelnformation

Inserting a Linked Table from Excel

A link is an action that establishes a connection to data from another

application so that you can view and can edit the data in both the original
application and in Access. To link a table from a separate file:

From the External Data ribbon, locate the area labeled Import

'I'j . fj T3 7] TextFile

2 f} [ J_ui} _

i : # XML File

Saved Access  Excel SharePoint

Imports List ’.;jMU"-"
Import

Click on the button labeled Excel

The Select the source and destination of the data view of the Get
External Data — Excel Spreadsheet window will appear

Get External Data - Excel Spreadsheet E‘§|
Select the source and destination of the data
Spedfy the source of the data.
File name: | | o

Specify how and where you want to store the data in the current database.

(%) Import the source data into a new table in the current database.

() Link to the data source by creating a linked table.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

Access wil create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

Cancel
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e From the Specify the source of the data area, click on the button
labeled Browse

Specify the source of the data.

Eiename: || | [ Browse... k&l

e The File Open window will appear
e Navigate to the file you wish to import data from
e Click on the button labeled Open

File Open El g‘

Lookin: | () Advanced T v| @ X EiE-

[ Wy Recent
Dacuments

@ Deskiop
B

Dacuments

= &kl
= orderbumbers

9 My
Computer

"ﬁ My Network
Places

File name: | w |

Files of type: |M|crusuft Excel hd |

o ) [

W_I_r:“l'*:l:; 8 Tufts
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The name of your file will appear in the box labeled File name

Confirm that the option button labeled Link to the data source by
creating a linked table is selected
Click on the button labeled OK

Get External Data - Excel Spreadsheet [ |

Select the source and destination of the data

Specify the source of the data.

File name:  |Employeelnformation.xls

Specify how and where you want to store the data in the current database.

(=) Link to the data source by creating a linked table.

Access wil create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

() Import the source data into a new table in the current database.

If the spedified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

Browse...

0K !%J [ Cancel

The Link Spreadsheet Wizard window will appear

Confirm that the spreadsheet containing your data is selected

Click on the button labeled Next

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

(%) Show Worksheets

() Show Named Ranges

Employeelnformation

Sample data For worksheet 'Employeelnformation’,

1 EmploveeNumber EmployeeFirstHame EmploveeLastName B3N Palary [Bonus % Ftartlat J
Tl ichaesl nderson Po9z-1z-2431 [FO0O0DO (5 E/z/z004
TZ elly ichasls (43-23-4413 14000 5 6/ 172005
[4 ] lex aples 132-45-5394 (50000 |10 i/1/1999
?4 Rodney eaton 34-23-49411 R4000 5 [/28/200
?5 Jane Lee 43-32-6968 (100000 E5 Ho/z6/138
7 6 ndrea Davy 112-34-5002 45,000 (5 6/ 3/2008
?7 Dawric arshall 40-22-4582 E5,500 5 /571875
ok Harvey [Thomas [#59-33-5918 [125000 |10 Hz/z/193
l1ob Lee Edwards lioE-34-5949 [Fz,000 |5 b/3/1094
EID Busan [Fodricguez [014-56-4323 [f5,000 (10 [4/ 572000
A 2

> ) (o]
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e |f applicable, click to place a check-mark in the box labeled First Row
Contains Column Headings
e Click on the button labeled Next

=] Link Spreadsheet Wizard x

Microsoft Access can use your column headings as field names for your table. Does the first
row spedfied contain column headinas?

First Row Contains Column Headings

Employeeluwber EmployeeFirstMName |EwmployeelLastMame [SSN Salary |Bonus % |StartDat

i ichasl nderson P92-12-2481 FOO0O0 5 Efz2/2009 [~
|2 B elly ichaels F43-23-4413 14000 5 6/ 172005
3 lex aples 132-45-5394 [F0000 (10 n/1/19599
4 4 Rodney Eeaton 34-23-4411 R4000 5 [5/25/200
|5 5 Jane Lee 43-32-6968 (100000 B5 Ho/z6/13
56 ndres Davy 112-34-5002 35,000 |5 6/3/2005
|77 Dawric arshall 40-22-4582 E5,500 5 /571875
|8 8 Harvey [Thomas [#59-33-5918 [125000 |10 Hz/z/193
aB Lee Edwards [195-34-8949 [z,000 (5 p/3/1994
1010 Susan Fodriguez 014-56-4323 75,000 |10 /572000
4 »

Cancel ] [ < Back ] [ Next > N [ Finish ]

e Inthe box labeled Linked Table Name, type a descriptive name for
the table you are linking (for example, tbl_Employeelnformation)
e Click on the button labeled Finish

= tink Spreadsheet Wizard X
That's all the information the wizard needs to link to your data.
3
Linked Table Name:
tbl_EmployeeInformation
information technology services 10
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e A link to the selected table will appear in the Navigation pane (the
linked table may be identified by a blue arrow to the left of the Excel
icon)

All Access Objects v o«
Tables
’ﬁ' thl_Employeelnformation

hes

Applying Field Properties

Creating an Input Mask

Sometimes called a field template, an input mask consists of literal display
characters (such as parentheses, periods, and hyphens) that format data
and provide some control over what values may be entered into a field. In
the following example, an input mask requires that all phone number
entries contain exactly enough digits to make up a U.S. area code and
telephone number.

FPhone Number - If a field has an input
} | _— mask, you enter data into
(123) 456-7898 the blanks
£ (203) 6]l -

To create an input mask:

e From the Navigation pane, double-click on the name of the table you
wish to customize

e From the Home ribbon, locate the area labeled Views

Views

e Click on the button labeled View

information technology services 11
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The Design view of your table will appear

7 tbl_Employeelnformation
Field Name Data Type Description -~
A4 mployeeNumber umber
bl ployeeNumt Numb =
EmployeeFirstName Text
EmployeelLastName Text
SSN Text
Salary Number
Bonus % Number
StartDate Text
Phone Number Text
-
Field Properties
General |Lookup
Field Size Double
Format General Number
Decimal Places Auto
Input Mask
Caption
Default Value A field name can be up to 64 characters long,
Validation Rule including spaces. Press F1 for help on field
Validation Text T T
Required No
Indexed Yes (Mo Duplicates)
Smart Tags
Text Align General

In the column labeled Field Name, select the field to which you wish
to add an input mask

Click on the tab labeled General
Click in the box labeled Input Mask

Click on the . . . button that appears to the right of the field

General

Default Value

Validation Rule

Validation Text

Required No

Field Size Double

Format General Mumber
Decimal Places Auto

Input Mask

Caption

Indexed Yes (Mo Duplicates)
Smart Tags
Text Align General

The Input Mask Wizard window will appear
Click on the button labeled Yes to save your table

Input Mask Wizard

! ‘_., Must save bable first, Sawve now?

[ VBSN [ Mo ]

12
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The Input Mask Wizard window will appear

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.
To change the Input Mask list, dick the Edit List button.

Sodial Security Mumber 831-86-7180

Zip Code 98052-6399

Extension 53215

Password | EEEssss

Long Time 1:12:00 PM b
Try It:

| Editust | | cancel | [ next> | [ Fnsh |

From the list that appears, select the input mask that you would like to

use (for example, Phone Number)
Click on the button labeled Next

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.
To change the Input Mask list, didk the Edit List button.
Input Mask:

Sodal Security Mumber 331-86-7180
Zip Code 98052-6359
Extension 63215
Password | EEEwwss
Long Time 1:12:00 PM b
Try It:
Edtist | [ cancel Next > !% [ Finish

13
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e Confirm that _appears next to the box labeled Placeholder character
e Click on the button labeled Next

Input Mask Wizard

Do you want to change the input mask?
Input Mask Mame: Phone Mumber
Input Mask:

What placeholder character do you want the field to display?

Flaceholders are replaced as you enter data into the figld.
Placeholder character:  |_ w

Try It

’ Cancel ] [ < Back ]I MNext = *[ Finish ]

e Click on the option button labeled with the storage type you prefer (for
example, with the symbols in the mask)
e Click on the button labeled Next

Input Mask Wizard
How do you want to store the data?
(3) With the symbols in the mask, like this:
(264) 316-8517
() Without the symbols in the mask, like this:
4442315281

cancel | [ <Back || Eext)% [ Finish

information technology services 14
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Click on the button labeled Finish

Input Mask Wizard

That's all the information the wizard needs to
create your input mask.

[ cancel | [ <Back | " Enish | |

Access will return to the Design view window and will display the

syntax of your input mask in the Input Mask field under the tab

labeled General

General

Field Size
Format
Input Mask
Caption

255

14(999°) "000\-0000:0:_

Requiring Field Data Entry

To ensure that data is entered into a specific field:

Click on the tab labeled General
Click in the field labeled Required
Click on the down-facing arrow that appears to the right of the field

From the drop-down menu that appears, select Yes

General

Field Size
Format

Input Mask
Caption
Default Value
Validation Rule
Validation Text

255 ~

9957 "000%-0000;0;_

Required Mol e

Allow Zero Length

Indexed No

Unicode Compression Mo

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags B
15
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Creating a Lookup Column

A lookup column(s) displays a list of values to choose from when entering
data into a field. A lookup column may be created from an existing table
or by entering values.

Creating a Lookup Column from an Existing Table

Open up your table in Design View

Locate the name the of the field you wish to edit (for example,
EmployeeNumber)

Click on the down-facing arrow next to the data type of the field
From the drop-down menu that appears, select Lookup Wizard

.
=7 tbl_OrderNumbers

Field Name Data Type Description -
¥ |orderNumber AutoNumber E
EmployeeNumber iE i
ClientNumber Text
DateOrdered Memo
UnitsOrdered Number
PricePerUnit Date/Time
DateShipped Currency
AutoNumber
Yes/No
OLE Object
Hyperlink -
Attachment ies
un Wizard
General |Lookup Lookup Wizard...
Field Size 255 -~
Format
Input Mask
Caption
Default Value
Validation Rule The data type determines the kind of values
Validation Text that users can store in the field. Press F1 for
Required Mo help on data types.
Allow Zero Length Yes
Indexed MNo
Unicode Compression Yes
IME Mode Mo Control
IME Sentence Mode MNone
Smart Tags e

16
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The Lookup Wizard window will appear

Click on the option button labeled I want the lookup column to look
up the values in a table or query

Click on the button labeled Next

¥

Lookup Wizard

This wizard creates a lookup column, which displays a list of values
you can choose from. How do you want your lookup column to get
its values?

(=) Iwant the lookup column to look up the values in a table or
query.

(O 1 will type in the values that I want.

o

A list of the tables in your database (excluding the table you are
editing) will appear

Click on the name of the table that contains the data you wish to use in
your lookup column (for example, tbl_Employeelnformation)

Click on the button labeled Next

Lookup Wizard

Which table or query should provide the values for your lookup
column?

View

(%) Iables () Queries () Bath

Cancel ] ’ < Back l Mext = N

17
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A list of the fields in the table you selected will appear

.
Lookup Wizard

Which fields contain the values you want induded in your lookup
column? The fields you select become columns in your lockup

column,

Selected Fields:

Available Fields:

EmployeeFirstiame
EmployeelastMame
55N
Salary
Bonus %
StartDate

Phone Mumber

[ Cancel ] [ < Back l Mext > ]

In the box labeled Available Fields, click on the name of the field you

wish to include in your lookup column
Click on the button labeled >

Your field name will appear in the box labeled Selected Fields

Available Fields: Selected Fields:

EmployeeNumber
{EmployeeFirsthame
EmployeelastMame

55N

Salary

Bonus %
StartDate
Phone Number

Repeat the previous steps until you have added all desired fields

Click on the button labeled Next

Lookup Wizard

Which fields contain the values you want induded in your lookup
column? The fields you select become columns in your lookup
column.

Available Fields:

Selected Fields:

[ Cancel ] [ < Back l Mext > N

18
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Click on the down-facing arrow next to the box labeled 1
From the list that appears, select the field you wish to sort

: 3

(Mone)
EmployeeMumber
EmployeeFirstiame
Employeelastiame

Repeat the previous steps until you have selected all fields you wish to

sort
Click on the button labeled Next

Lookup Wizard
What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.

1 |Employeelastame w
2 |[EmployeeFirstName w
e 3

4

’ Cancel ] ’ < Back l Mext > N

If necessary, adjust the width of the columns in your lookup table

Click on the button labeled Next

Lookup Wizard
How wide would you like the columng in your lookup column?

To adjust the width of a column, drag its right edge to the width you want, or double—dick the
right edge of the column heading to get the best fit.

Hide key column (recommended)

EmployeeFir| Employeela:
Anderson

Andrea Davy

i) »

Lee Edwards
Rodney Keaton
Jane Lee

Alex Maples

Diavid Marshall -

Cancel ] ’ < Back l Mext > hJ[ Einish

19
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If desired, change the label for your lookup column
Click on the button labeled Finish

Lookup Wizard

What label would you like for your lookup column?

Do you want to store multiple values for this lookup?

[ Allow Multiple Values

Those are all the answers the wizard needs to create your lookup
column.

’ Cancel ]’ < Back ]

Save your table by clicking on the button labeled Yes

Lookup Wizard

: E The table must be saved before relationships can be created. Save now?

Lyesly [t |

A relationship will automatically be created between the tables

= Relationships

tbl_Employeelnform...
7 EmployeeMumber

EmployeeFirstName

EmployeelastMame

tbl_OrderMumbers
% OrderNumber
EmployeeMumber
ClientNumber

55N DateOrdered
Salary UnitsOrdered
Bonus % PricePerlUnit

StartDate DateShipped

Phone Number

Navigate to the Datasheet view of your table
Your lookup column will be available to use for data entry

==z ﬂﬂ_o;dﬂﬂimbﬂs\

OrderNumb - Employeei = | ClientNumb -
1 Lee| v
2 |Michael |Anderson|
#* (Mew) |Andrea  Davy
Lee Edwards
Rodney Keaton

Alex Maples !

20
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Creating a Lookup Column by Entering in Values
A value list should only be used for values that will not change very often
and that do not need to be stored in a table. For example, a list for bonus

percentages would work well in this type of lookup column.

Locate the name the of the field you wish to edit (for example,

Bonus%)

Click on the down-facing arrow next to the field name

From the drop-down menu that appears, select Lookup Wizard

e ———
1 tbl_Employeelnformation
Field Name Data Type Description -
¥ EmployeeNumber Number =
EmployeeFirstName Text
EmployeelLastName Text
S5N Text
Salary Number
Bonus % Numbhr ¥
StartDate Text
Phone Number Memo
Number
Date/Time
Currency -
AutoNumber ies
General |Lookup YES/NO_
Field Size Double | OLE Object
Format General hum Hyperlink
Decimal Places Auto Attachment
Input Mask Lookup Wizard...
Caption
Default Value The data type determines the kind of values
Validation Rule that users can store in the field. Press F1 for
validation Text help on data types.
Required No
Indexed No
Smart Tags
Text Align General

The Lookup Wizard window will appear

Click on the option button labeled I will type in the values that |
want

Click on the button labeled Next

Lookup Wizard

This wizard areates a lookup column, which displays a list of values
you can choose from. How do you want your lookup column to get
its values?

(O Twant the lookup column to look up the values in a table or
query.

(&) I will type in the values that I want.

21
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Type the values you wish to appear in the lookup column

If necessary, adjust the width of the column
Click on the button labeled Next

Lookup Wizard

What values do you want to see in your lookup column? Enter the number of columns you
want in the list, and then type the values you want in each cell.

To adjust the width of a column, drag its right edge to the width you want, or double-didk the
right edge of the column heading to get the best fit.

MNumber of columns: 1

Coll
2.5
5
7.5
10
12.5
15

* |

’ Cancel ] ’ < Back l Mext = N[ Einish ]

If desired, change the label for your lookup column
Click on the button labeled Finish

Lookup Wizard

What label would you like for your lookup column?

Do you want to store multiple values for this lookup?
[ Allow Multiple values

Those are all the answers the wizard needs to create your lookup
column,

’ Cancel ]’ < Back ]

Navigate to the Datasheet view of your table

If necessary, click on the button labeled Yes to save your table

Microsoft Office Access

. You must first save the table.

\\J) Do wou wank to save the table now?

[ VESN [ Mo ]
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e Your lookup column will be available to use for data entry
7] tbl_Employeelnformation
EmployeeN: - | EmployeeFil - |Employeela ~ SSN - Salary ~| Bonus% -~
2 1 Michael Anderson 992-12-2481
2 2 Kelly Michaels 443-23-4413
information technology services 23
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