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Learning Objectives
This sharing focuses on the field validation rules which restrict the type of data to be enteredinto a
particular field.

The exercise prepared for this sharing session focuses on adding validation rules in a field.

We shall be creating a table and add validation rules that will restrict the type of data which may be
entered into a particular field. Aform shall be created to see how the validation rules affect the
process of data entries.

Microsoft Access

Itis a form of relational database which can store informationin multiple related tables. Ifitis
organized correctly, all these multiple tables can be treated as single storage area and pull
information electronically from different tables in whatever order which meet your needs (Lambert,
Lambert I, & Preppernau, 2007).

- Access As Relational Database
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............................. I;{'.d
. & : 3 . AEME - : 3 g
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time |
e contact jid weekdays
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name- contact d W
:’“9?’:‘."‘-‘ e last, chetked name -
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Access consists of several objects which help to store, organize and retrieve information, such as the
table, form, query, report and macros.

‘Access Objects

Query

The table object is the core database object which main purpose is to store information. The type of
data which can be assigned appropriately to each field mayinclude:

Data type Details

1 Text Use for enter all types of data (hnumber, special character, text, special

characters such as &, %,= and?) for information such as like names, article

titles, zip codes, short descriptions, etc. Its field size is 255 characters in one
cell.

2 Memo Use for enter all types of data (number, text, special character, etc) But its field
size is 65535 characters in one cells include space. For instance, long texts
like article body text, blog posts, long descriptions. (Data types in Access)

3 Number Enter only number types (0 to 9) not include space, we can not types text
special Characters. Example: Quantity, size, length, weight, speed, scores,
percentages

4 Auto number Its data type will be update automatically we can not add any number in this

listand we can not enter deleted number. Itis by default the Primary key field.
5 Currency This data types accept only number type data with $ Rs. sign. Example: Price.
6 Date and Time We can enter only date and time type data, Time formatis (HH:MM:SS am/
pm), Date formatis (MM-DD-YY). Examples are Birth date, order date,
expiration date, creation date, subscription date

7 Hyperlinks Hyper link field use for link other file / web page.

8 Yes/No ALogical field can be displayed as Yes/No, True/False, or On/Off. It appears
as checkbox.

] OLE Object Insert any picture or any other objects (such as a spread sheet, audio file, or
video file) its file size is 1 GB in one cell OLE (Object linking embedded.

10 Attachment Use for insert multiples file (multiple file formats such as images or
spreadsheet) in one cell its file size is 2 GB round about.

11 Lookup Wizard Links between two tables / query/fields by relationship use option lookup
wizard.
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Restricting the type of data in a field
The data type settings restrict entriesin a field to a specific type of data, such as text, numbers, or
dates.

Example of Field Properties
The field properties set to control input are:

° Allow Zero Length —when set to “No”, the field cannot be blanked, i.e. no “” string
value (Zero character).

° Field size —Set the maximum size allowed.

° Required —When set to “Yes”, ensures that every record will have a value in this field.
Access will show an error message and won't insert the new record if you try to insert a
new record that has no value for a required field.

° Input mask — It specifies that the field value must conform to the pattern set by the

mask. Example:

. Validation rules —The expression establishes criteria that any new or changed value
must meet.
Validation rules

“A validation rule is an expression that can precisely define the information that will be accepted in
one or several fields in a record.” (Lambert, Lambert lll, & Preppernau, 2007)

There are two basic validation rules:

e Field validation rules - Use a field validation rule to check the value that you enter in a field
when you leave the field.

e Record (or table) validation rules - Use a record validation rule to control when you can
save arecord (a row in a table). Unlike field validation rules, record validation rules refer to
other fields in the same table. You create record validation rules when you need to check
the values in one field against the values in another (Microsoft Office, 2012).
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Field
B Validation
Rules

Validation
‘Rules

Control the record.
saved

: Record
@ Validation
Rules

B Refer to other fields,
: . too .

You can enter validation rules for all data types except for the AutoNumber, OLE Object, and
Attachment data types, and for Number fields set to ReplicationID (Microsoft Office, 2012).

Example of field validation rules:

e [Date2]>[Datel] means Date 2 must be later than Date 1.

e [Birth date]<=#01/01/2012# meaning that you cannot enter a date later than or equal to
01/01/2012.

e [Load amount]<=20,000 shall be imposing a control over the amount of loan which should
be less than or equal to RM20,000.

The validation text (validation message) serves as a reminder for the user over what are the
conditions imposed on them for a particular situation.

You can add rules to the table or formin Design View. The exerdcise prepared for this sharing focuses
on adding validation rules in a field.
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Here is an example of validation rule applied to a field:

FieldName : . DataType ; j - Description
LoancAmount] Currency ; ; : : I
Use RM as currency unit. Validation rule <=20,000. Display text "Your -
|loan amount should not exéeed RWM20,000." ' ' '
. Field Properties ‘
Generat Lookup
Format: : Curréncy
Decimal Places Auta
Input Mask :
) .Captior:g e ]
Validation Rule <=20000 : : : : 1 Afield name ¢
| Validation Text- * “Yourloan amount should notexceed RM20:000; - -} - -~ -+ - || - néeluding spz
Requiea Mo - - :
Indexed No .
|FE L
Text Align General

Example of Validation Rule and Validation Text for a field named as [Loan Amount]

Mavigation Pane

|-

1 MALAYSIA LOAN SCHEME

irstname: ChokTong f f f 4 Error
_E‘Lmname:.g ..... GD ..... massage
Birthdate: (4D0/Y)  9/19/1988 SU——
e NUNERNNNY s L a
p— - =) |
| Wentty CardMumber: - 900210.03-351 N ——
(T Malaysian) |
.DCCUIJEII'OI'II SEMCE E.g. i ;
s Salany: RM340000 . 0 BEENiL e app ication for §
Loan Amount: 20000 ——}——— loan amount is
* Tenmofpayment: -~ g o - higher than the §
Address 1: 122, JIn §522, Tmn §52222 limit.

When the data inputinfringes the validation rule, an error message is displayed, showing the
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Exercise

1. Create atable and a form.
2. Testing on the data validation rules.

L. Building a table and specifies its data type as well as the field
properties.

1. Startthe MS Access program and create a new database inyour desired directory and

folder.

2. Choose a blank database.
3. Let’s build the following table with the fields as suggested in design mode and accept its

name as default:

Note:

You need not type the description into the description field.

(|

b
Field Name
)

Firstname
Lastname
Birthdate

Sex

Malaysian

Identity_Card_Number

Occupation

Salary

Loan_Amount

Data Type
AutoNumber

Text

Text

Date/Time

Text

Yes/Na

Text

Text

Currency

Currency

Description -
Accept the default setting. @
Filed size=35, Required, Do not allow zero length.
Field size=25, Required, Do not allow zero length.
short date, inyour form please state that the format is "MM/DD/¥Y"."
Use Look up Wizard and type the values as "Male" and "Female" which allows the user to
thoose from the drop down list.
Let the user click to chack the hox if he/she is a Malaysian. @
Use Input mask to specify format as "000000-00-0000". Label="If Malaysian, please enter
your Identitiy Card Number."
1. Data Type=Text. 2. Create table named "Occupation” which provides options such as
"Agricultural, Business, Education, Finance, Manufacturing, Medical, Military, Service,
Others". 3. Lookup to table "Occupation”.
Use RM as currency unit

=L

Use RM as currency unit. Validation rule <=20,000. Display text "Your loan amount should
not exceed RM20,000."
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Field Name Data Type Description
Term_of_payment Number Validation rule <10. Display text " Your loan pay back period should be less than 10 years"
Address 1 Text Field size=100, Required.
Town Text Required. Field size =40
State Text 1. Data type="Text". 2, Create table named "States” which provide a drop down list that
allows the user to choose from the Malaysian states. 3. Lookup to table "States".

Phone_numhber Text Required. Use Input mask to specify format as "000-0000000" You may alse ignore the
input mask so that the user may freely type any information as desired.

Photograph Attachment Required. Set the data type as "Attachment so that the users may insert more than one
) photograph.
Attachment Attachment Set the data type as "Aftachment so that the users may attach more than one document or

folders. You may state in your form what are the type of document required.

Note:
The field name should not contain space, use underscore to separate 2 words or phrases if necessary.

Hints for setting of the field properties:

1. Field name: ID, Data type:Autonumber.
Accept the default settings.

2. Field name: FirstName, Data type: Text.

Field Praperties

General |Lookup

Field Size 35
Farmat

Input Mask

Caption

Default Walue

“walidation Rule

“alidation Text

Required Yes

Allowy Zero Length [/ fa]
Indexed Mo
Unicode Compression Yes

IME Mode Ma Contral
IME Sentence Mode Mane
Smatt Tags
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3. Field name: LastName, Data type: Text.

General [Lookup

Field Size 25
Format =
Input Mask

Caption

Default walue
“Walidation Rule
“Walidation Text

Required Yes

Allow Zero Length L]
Indexed Mo
Unicode Compression Yes

IME Mode Ma Contral
IME Sentence Mode Mane
Smart Tags

Note:
in the “Format” properties, symbol “ > ” will print the characters in Uppercase, symbol “ <” will
result in Lowercases. Leaving it blank than it will accept the value as it is without any alteration.

4. Field name: BirthDate, Data type: Date & Time.
Field Praps

General |Lookup

Format Short Date
Input Mask

Caption

Default value

Walidation Rule

Walidation Text

Required Yes
Indexed Mo

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Text &lign General
Showe Date Picker For dates

Later on, you need to state in the form that the input values shall be in the format of
“MM/DD/YY”.

5. Field name: Sex, Data type: Text/Lookup Wizard, type the inputs.
5.1 Choose the data type as “Lookup Wizard”.
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[ ey
D R e v xnomoon 'D'at'aTy'pé :
‘ Sex : : : : Text N
A =eranm S
Memo
Number
Date/Time
Currency-
AutoNumber
¥es/MNo
OLE Object
Hyperlink
Attachment

Lookup Wizard...
Attachment

5.2 When the Lookup Wizard dialog box is displayed, choose “I will type in the values
that | want”. After that, click the “Next >” button.

: -L@okup Wizarﬂ

Click to choose “I

B will type in the

is wizard crg

e values that [ want.”

» :Eoo_kup_ Wizard

its values?

to logk up the values in a table or

Y,
= o . = |
(11 will type in the values that T want, i ]

Click “Next >”

button

4.3 Accept the values provided and click the “Next >” button.

Lookup Wizard

. Lookup mzalcl

AWhat values do you want to see in your lookup eolumn? Enter the number of columns you
want in the fist, and then type the values you want in each cell,

To adjust the width of & column, drag its right edge torthe width you want; or double-click the
ight edge of the columr heading to ‘get the best Fit,

#umber of columns: 1]

Coll
Male -
X Fema|5|
* g

" Click “Next>"
button

Sharing from Sumitra Kan Fong Kuen, Jabatan Teknologi Pendidikan, IPGKTHO Page 11



MS Access 2007 - Field Validation Rules

4.4 Accept the default value and click “Finish”.

Lbokiip Wizard

) [.:OOL(llp 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, . i E

BN Click “Finish” [RRREEREEE
button e
e |

4.5 Save table.

6. Field name: Malaysian, Data type: Yes/No.

7. Field name: Identity_Card_Number, Data type: Text with input mask.
6.1 On the Field Properties Panel, click on the build button at the end of the Input Mask field.

IEET ) _ , . |
Y e I

Identity Card Number _ TEK'E o R e _L_J_S_E
' : : : : ; : ' : _ Field Pro

General lOi;‘-kup

Field Size - 255
Format : : :
Input Mask. . 000000\-000-0000:0;_ ; :

Jicaption - Cll(’ktO
Default Value i
“alidation Rule beﬁt the
Walidation Text fornlatt]rng'
Required - - No : T
Allow Zero Length  © Yes .
Indexed __|No - . . . .

£ Unicode COmpressinn . .\fes. . ......... . . P ..... ..
IME Mode . . No Control
IME Sentence Mode °~  MNone

PR

Fosimeam sddasss B8 _ Covidbals cwmwmwas B4 — Uala
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6.2 When the Input Mask Wizard dialog box appeared, click to choose “Social Security
Number” and then click the “Next >” button.

InputMaSk ..... ..... ..... ..... ..... .....

s e Ut MAsKWIZERE: © ¢ 0 0 0 0t st s e e
. Wihich inpuk mask matches how you want data to look? i 1 |
General Lookup : : : . : . .

WMeame .:.Tosgm.dsm@m*m,kﬁ.ugmmnw_ ..... . = — — ;
Format To change the Input Mask list, chick the Edit List button,
Input Mask (e == : Eltatoo

MiCaption . .
Default Value
Validation Rule
Walidation Text

-Requi’red- AR B
Allow Zero Length ~ Y
Indexed . i

L
i

63215
- e

1:12:00 PM

Unicgde Compressign
e Mode - - | ———
IME Sentence Mode. None . . . . . . .
Smart Tags - . . . . . . . A

MputMaskWizad . e e e .. et e

6.3 Type the format that you have specified into the space provided for Input Mask.

j Do you want to change the input mask?
- Input Mask Name: Phone Number
( |input Mask: 090-0000000| } |

*wWhat placeholder character dovyouwant ihe fisld tadisplavs
T e R e et 1ype your format (Input Mask) as
B e Te SR “000000-00-0000”.

Click “Next>" [

[Cance||[<a_ack m[ =

6.4 Click to choose the alternative where to format of the data is “with the symbolsin the
mask...”.
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Input Mask

(14 Input Mask Wizard . Nit.
A the symbols in

How do ynuwanitn store the data? . 5 s
e - the mask,...” -

(© with the symbols in the mask, like this:

I237057-?3-9768 : ;

o O\%ritl'out the s:ymbo%sintl'@e mask,-lke:tl'isz S ----- ----- i .
64176402154 : 5

ii. Click
“Next >

6.5 Click the “Finish” button.

Input Mask

Cli Input Mask Wizard

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

Cancel <Back l Einish l

Note:

You may state in the form created later by using a label “If Malaysia” so that only our
citizens will need to key in the information of their identity card.

8. Field name: Occupation, Data type: Text/Lookup Wizard, lookup a table named
“Occupation” and then save the table.

8.1 Initially accept the data type as Text.

8.2 Create a new table named “Occupation”

8.3 In the design view, accept ID as the default setting.

8.4 Add a new field named Occupation.

8.5 Switch to Datasheet View, in the field named “Occupation”, type the values:
e Agriculture
e Business
e Education
e Finance

e Manufacturing
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e Medical
o Military
e Service
e Others

--R:epea:t'thé pfoceésrfoi'-sel'ectihgf ~~~~~
the Lookup Wizard by creating
‘a new table “Occupatlon """ S A

;‘J\_] i " " ; :
""" Fleld Values - Sioias) Db Ta Al -
]"_‘] Table2 {j Occupation '

.......................... QC.WP?F"?'?.'I,..‘.,..‘....‘..,.‘....
Agriculture

Business

PR [RE SN N . [V CLTOM (S S M. |
1 Finance

Manufac’turmg
e o Medieal
Military

Others

Service

8.6 Save and close the new table.
8.7 Go back to Tablelin design view. In the field named Occupation, click on the data
type to select Lookup Wizard. Repeat the process until completion.

9. Field name: Salary, Data type: Currency, use RM as currency unit.

Flel_d Name : I | Tw,rpe :
: _SalaryI_ | Currenm,r Use R as. currency unlt
. : : g Field Prs:-pemes
General tookup ST ............................
Format : : :
Decimal Places-
Input Mask gl Currency - RM3 4 56.79
Caption : : o €3, 456 ?9 :
DefaultValue - . . ... |Fixed: .. .. 3456379 @/ . .
Walidation Rule Standard 3,456.79
Walidation Text: - |123.00%
Required
Indexed
Smart Tags
TextAhgh ...................

Note: If the “RM” currency unit is not available, you need to set the currency unit in “RM”,
by carrying out the following steps:
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9.1 Control Panel > Regional and Language Options > “Regional Option” Tab > Click on

the “Customize” button.

Change the symbﬂl of Currency

Umt

Customize
Regional
Optlons

Type “RM”
.Cllck “O

Customize Regional Options

| Mumbers | Curency | Time | Date
Sample

Posilive: [RM123456.78300 | Negatve: |[RM123.456,783.00) - |

I:\'Jrency sprbol | ] . A I

. .Posilive cunency fomat . . .

Negolrve culmcy foamat:

Cll k £ )IT”

9.2 Type the “RM"” symbol into the “Currency symbol” option.

9.3 Click the “OK” button.

Gt e g

Tj Tab|e1‘1 :l Tablel |

- Data Type

* Field Name -

LD L. .. L AutoNumber . . . .
Firstname Text
Lastname X Text
Birthdate Date/Time
Sax . . Taxt
halaysian Yes/ho
Identity Card Mum ber Taxt
Occupation . Teut

|| Galary - . Currency

© ldandmioont T 0 7 0 7
Term of payment
Arddressl
Town |
StatE - - - - - e -

Phone number
Photograph
Attachment

|| [ Genenal |Laokupl

Descnptlon

Flled 5I€B—35 Requl- ed Do not allow zero length
Field size=15, Requifed, Do not allow zero length
Short date, Display input message (text) " Please enter your birthdate
Use combo box which allows the User to choosia from the drop down li
Let the user click to check the box if he/she is a Malaysian, .

Use Input mask to specify format a5 "000000-00-0000", Label="If Malay:
Provide combox which provide drop down list such as Agnculturai BL
Use RM as cwrenty umt

Format

| Gecimal Fiaes
|| | Input Mask
Caption .
|| | DefaultValue
|| | Walidation Rule
|| 1 Validation Test - -

] A23.00%
Seientific 3. 46E+03

The display layout for the field, Select a pra-

|| | Required - Press F1for help on formats,
||| Inclexed  ° M B 5
|| | smart Tags ° :

Tat Aline aracal

o

- defined format ar enter a cuskom format. . -

The currency unitin “RM” should be available.
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10. Field name: Loan_Amount, Data type: Currency. Impose validation rule.

e |

. Field Name ; . DataType
Loan Amount . . CUfrEﬂC'f . Use
: : : : : - Field Propertie;
| General |Lookup| .
e : Validation rule
Format 3 Currency 7 ] i
Decimal Places Auto & text
InputMask -
Caption
: :
Ivalidation Rule” ~~~ " " <=20000 : :
‘Validation Text Your-loan amount should not exceed RM20,000,
|[Required - - No - = - - : :
Indexed 7 No -
Smait Tags :
Text Align. General

In the Field Properties panel, type in the validation rule and the validation text.

11. Field name: Term_of_payment, Data type: Numbers. Impose validation rule

. Field Name : Data Type
Term of payment o Text ; - Walig
. : . . :Field Pro_perties
General .LOOKUD_ ; -
Field Size - - 255 - 3 Validation rule
Format : i ; ' & text:
Input Mask : i i . .
Caption
Default alue. -
Validation Rule- - - - - - <10 - -
Validation Text - Your loan payment should be less than 10 years,
Required L I - - -
Allow Zero'length- - - - - Yes - -
Indexed : - [No
Unicode Compression | Yes :
IMEModé " " ° """ """ No'Control * "
IME Sentence Mode .~ None. .
Smart Tags : )

In the Field Properties panel, type in the validation rule and the validation text.

12. Field name: Address1, Data type: Text.

Field properties: Required. Field size: 100.

13. Field name: Town, Data type: Text.
Field properties: Required. Field size: 40.
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14. Field name: State, Data type: Text/ Lookup Wizard, lookup a table named “State”.

14.1 Let the field name “State” with the default data type as “text”. Create a new
table named “State”.
14.2 In the Design View, accept field named ID as default and add a new field
named “State”.
14.3 In the Datasheet View, keyin the details.
3 :J ) # ; ;
nal Data - - Database Teols - . -Add-Ins - - - Acn
1’;‘1 Tablev‘j Table2 [j States U Key in the
g State . '.Aqé’f‘rew’:’e’d -name- of the
: : : .
Kedah : : : States
. Kelantan :
Melaka
Megeri Sermbilan
..pahang...:.
Perak
Perlis :
Trutrajaya - 1
Sahah
Sarawak
| B
Terémggenu
Wilayah Persekut
Wildyah Persiskut
- ;
14.4 Save and close the table.
14.5 Back Table1, in the data type column, choose “Lookup Wizard” to lookup to

the table named “States”.

15. Field name: Phone_number, Data type: Text with input mask

Note: You may ignore the input mask properties so that the users may key in data in any
format.
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15.1 In the Field Properties panel, click on the row besides the field “Input Mask”.
[ERTTYSETN : | : : | : .
[ Rl DataType. il i %
Phone_number Text : Requirid, Use Input mask to specify format as "000-0000000"
ETR— _ Attachment Required, Let the userinsert photographls) -
_ Attachmert - Attachment - Lettheuserattachdocuments and otherfiles orfolders -
: v
I} E : Field Properties : ; :
feelond. .~ = ]
|| | Field Size 55 : j : 18l : ;
fIanL_rtm_st: _____ w1
| — : : : : : : : :
|| | DefaultValue : : : : : : : :
Walidation Rule . . . . . Afield name can be up to 64 characters long,
\ValidebonTet T TN ] Induding spaces, Press Fforhelp onfield |
Required . Yes flafmes.
Allow Zero tength Yes
Indexed . Mo
| Unicode Compression _ Yes 0 | Or t. .. .
IME Mode . Mo Cantral forlllat
|| | IME Sentence Mode Nong : : : :
|| | Smart Tags . . . . . . |

152 _Select ”Phone____l}l_umber" and cIic_:_k fc__he “Next >” __b_gtton.

“| Input Mask Wizard

¢ Which input mask matches how you want data ko look? -

To see how a selected mask works, u

Click “Control

To _chan_ge the_ Input Mas_k _Iist,_ cli ¢ Panel” .

o -0b- ol

] 98052-6399
Extension 63215

{Passwerd. - - - - - R | kool |
Long Time 1:12:QOPH

(Click “Next>”

< Try It

. . f
[eaeust | cancet ) cead '|I:I§l_'e>'<t>: [ enisk ]

Sharing from Sumitra Kan Fong Kuen, Jabatan Teknologi Pendidikan, IPGKTHO Page 19



MS Access 2007 - Field Validation Rules

15.3  Type the format required in the field of “Input Mask”.

" Input Mask Wizard

. Do you want ko (:hange the input mask?

- Input Mask Name: Phone Number :

€ Jinput Mask: - 0go-0000000] - i |
. What placehdlder character dovyou wan T 3
 Placeholders are replaced.as you SN A LSRR LIl 1 4

- ' Placeholder character:: . format. .

Click “Next>”

“Try It

L

15.4 Select “...to store data ... with the symbols in the mask..”

Input Mask Wizard

c How do you want to store the data?
- pgwnh the, symbals in the mask, like this: | :
348476475

() Without the symbols e mask, like this:
2574836833 -

Click to choose

- *With the symbols |
in the mask...”

( :Cancei ] [ <Back || :Mext> ]I[ Einish_|

15.5 Click the “Finish” button.

"~ Input Mask Wizard

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

Click “Finish”
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16. Field name: Photograph, Data type: Attachment.

a2 b3 : : : :
| 4 oo FieldName o IOt Description.
: - |attachment
Text -
Mema
Number
Date/Time
Currency
AutoRumber
Yes/No :
loitea
© | Hyperlink

i Phutdgraph

v [Required, Let the userinsert phatograph(s) -

Click to choose
“Attachment”.

Lookup Wizard,.,

Choose the data type as “Attachment”.

17. Field name: Attachment, Data type: Attachment.
Repeat the same procedure as above.
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IL.

Create a Form

Let’s choose the automated-form creation tool to create a simple form.

1

In the navigation panel on the left, highlight the main table which contains all the fields
which you have created.

On the menu bar, “Create” Tab > “Forms” group tools > click “Form”.

Change the formatting and add labels to clarify the required some of the fields such as the
format for the BirthDate, Term_of _payment in years, etc.

\/Dn\ H9-o-0E- Q=50 ) - Farm Layout Tools Databasel : Database (Access 2007) - Micros..,
3 =] L 2]
Home Create External Data Database Tools Add-Ins Acrobat Farmat Arrange
= T==| fi% FivotChart E: 7em| (3 Labels . E@ @ )
= L [i= =1 & + /
FE & Sl iy [

= == ="' Blank Form == [_] Blank Report ==
Table  Table  SharePoint Table | Form  Split Multiple

Form || Repaort X Report | GQuery Query Macro
Templates = Lists~  Design Form  Irems o=l More Farms - Design I3 Reportizard Design | Wizard Design -
Tables Forms Reports Other
» || =2 Table2
=] Table2
¥
10 |(New) | Term of payment: ‘
Firsthame: | |
Address L

Lastnarme: |

Birthdate: | | Tow: | |
u Labiel3s: [vana/oov | state: ‘ v‘
I
2 Sex: K
o Phone number: ‘ ‘
[
g‘ Malaysian: O
= Photograph:

Identity Card Number: ‘

Oredpation: ‘ w | Attachment:

Salary: | |

Loan Amount: | |

Record: W lofl M & Search
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3a. Alternative 1: In Layout View
The simplest way to alter the layoutis to switch to Layout View.
By default, all the fields are stacked as a single unit. If you try to resize one column, the other

column will also be affected.

= ©y o e
o CO- B -
i)
=" Home: Crewte Extermal Data Databaie Toali Add-lni Agrcist Farmpt - Amange

.&.h_d ........ —. L .

Form Layout Tools Catabasel : Database (Adce:

__. ‘{a&bl! A .‘Il' i = :
B,UEED S S candsional T .| loge R Add Exsting =] .
Wiews v Font Fa £ * P Autolors
- T - - B All the fields FEE—
] Table2 ; Lr
H
(-9
£
i
E
e N w ataschment [0
| T e TR v o g : : : : : o |
. Layout View o |
l. e
The “stacked effect” means that all the fields are group collectively a one unit.
i e E-aER Foem Layout Tooks Ditabasel : Database (Access 2007) - Micros - = X
J/ Haodme - Create Extermal Daty Databaie Teol Adddng Agchat Format - Arsnge 2 5 % % Lo
__. ‘Ca!bl! AW .‘Il' i: ';_; " """ '-
BUEEZA S < Congmionsl | (S ey (98 B Gnal >h¢
Fant Farmattin) i i n

=] Table2 : ; ; . : ; : :
- ; ; ; S When you try to
resize one of it, |

[MNew) . .

e _ : _ all of them will
e S | L . ch'allge

£ abeiz B . . : :
5 : : F simultaneously.

£ : : : .

_§ .. I

2 I t ard Nun

Recors: W, ([1of1 | w1 | € s [ [ ; ; i : i i |
.. Layout View 3|
[T P —

When you try to resize any field, the sizes of all the other fields will be changed, too.
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You may have remove the “stacked” effect through the following steps:
1. Click on the handle of the form to select the fields which were stacked as a single unit.

(w5 " "f_' j'_d, eEl ED R . i i Form Layout Tooks abasel : Database (Access 2007) - Micres - x
i,
" Home: reate Extermal Daty Database Tools ~Add-Ini Acrobiat Format - Amange :
T [ewen - “% ........... H:].__...__id.us... i
LS B SUEE : f : ] " | G J:*\h‘ . loge T, Dok Jal '4-1
fant i st . Gridiines 2 tof armat

| '.EI _Tﬂ:w?\

=] Table2

[Maw] .

. Click on the S S
handle to select | |

[TV

MNevigation Pane

Recoeg: W, < dofl M g 2 | Search . . 5 5 : 7 5
Layout View S|

2. On the contextual tab “Form Layout Tools”, under the “Control Layout” group tooals, click to

choose the “Remove” button.

On the contextual tab Form - - |
Layout Tools”... . - | : |

>*“Arrange” tab :
_______ =*“Control Layout” group tools_ DT |
:=- Cllck “Remove Button : :

: .) e G s (‘llek “R emove” to. N
' unstack the

éE ____ @.....;..fleld.,,_; _____ -

[#]

Tabl.élar Stad:zed Rembue’ Contml d i =
: : ; Margms v Paddlng - : : :
P IR R o SR R R e R £ control Lay,l:‘ut FHErr: ..... ..... ..... Ccru PRI
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(| "-r:' j',l SR~ . !urmla,\ou:tTnull 35'..5;:.1-'_ Database (Acoess 2007) = Mion - = X
iy,
~" Home:  Creste Extermal Daty Database Teals “Add-dng Acrebat Format © Amsnge i
.......... Al - 45 - o) lpua T 0 1 } [ENE L b _|J TE.  BiESSEETeLeeeienian e e
sbular Stacked. Cantres t 23 Tan Ovaer g right @i Botom | Anchoring Size  Being  Send | Property | .
Margin; = A - wyFit toFront to Back | Sheet
fonkral Alignment Podkion ; Took
x

Mavigation Pane

Racors: W, < Lol | % | 4 s [Fewsr . : : : : : : ]
Layout View =
La

The yellow colour (highlight) indicates that the fields are selected.

You may move and resize individual field freely for they are no longer bound as one unit.

™ B By EeaER ; Form Layout Tooks itabasel : Datsbace (Access 2007) - Micros - = %
i,
— Home-  Creste Edermal Dats  DatabaeTooli  -Adddnd  Acobst  Format - Amsnge e o
........... \ ......a.wwmmm.'_....-_........,,.........-H..............
i Tab Ouder | gl Bottom i Froperty
i . . . » Fit t E Sheet
Control | yyout Lontrol Alignment Positior 5 Tools . . .
f ! : ; *®

=] Table2

Now you may
resize individual
~ field without

affecting the
others.

Mavigation Pane

Rt ek ll: 1afl ' [ Search
Layout View o]
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3b. Alternative 2: In Design View
Another alternative is to do the alteration in the Design View. Do include explanation to

assist the users for keying in the required information.
Font Paragraph Drravwing

Yau may switch to iDasig’n View to

_) H."'-"'i 3 ,.1*‘1 - R ; + Foam Diesign Tools Diatabasel : Database (Accass J00T) - Micros -
wad q . P

Home ~ Create Exteinal Datn Dataase Tools Addla Arobst | Design Aarange

B ; |E:u . . . | |photographe Pratogach

. Flr"lnﬁl“e. ..... Flmn‘mﬂ. ....................................
' Lastrang: . La;tname .
Birthdite L pirthdate |

: Feode typevour birtfdate the formar of ) : |
B EEE e SR ARARRNY] e e e e e e el iz s

(]
2 W LARRE S R L R e Ider\tl'lp'CII'ﬂ Mumber
: x T
Bak: e : : 3| [viataysinn i
E £ : . i . 5 = f

[epaon oo fOespation’ 0 | eddnessdn
1 ) sa:ar:r I
Lo Anh ot i LumAmnmt
. [Farm ot pagmene. | 'nzlrm of pa,«mntl
RIS I .lna:,-ba::\'.w!rp'ebrsj
| e ‘ | T
; L | | , | | :
-] 4 | i ]
Betign View 'EEET
Note:
You may use the “Label” button to create a label (to include a statement or guide in the
form).
e Procedure: Form Design Tools > Design Tab > Controls Group Tool > Click “Label”
button.
I|L:I3 Hg: 007 Form Design Tools Databasel : Database (Access 2007) - Microsoft Access -

Home Create External Data Database Taals Add-Ins Design Arrange

E [A-] Ei @ = Width B it
=
(5] | I Shyle 18 Page Numbers

L ENUTA S = = e

EBOM r ﬂﬁ% \UseControLWua:ds
View === Conditional || Gridlines Logo Te
- B LIEEE =t o Color EDateandT\me Ba r[ﬂo _IE 0 ) :L} _@(Actwe)((ontrols
Views Font Gridlines I Controls J

v
il b

Add Existing Property
Fields Sheet L5

Tools

e Place the label on the desired location and type your text.
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=/ Home: Crwe  EtemiDatr  DatabweTool  Adddni  Adobst  Format - Amange . . . W

Piease typeyour birthdate the farmat of . . .
. i) . . . . .
' o - X W X X X X X
o PDesign your-own oo
é Satary,
- .
| [ecws . Gt v w0 [ % + [

Save the form. Close the form object.

III. Testing the Validation Rules

A. Testing the field validation rules in Design View.
Condition: You need to open the table in Design View and it had already contained multiple
records.

1. Open the table that contains your validation rules in Design View.
2. Onthe Design tab, in the Tools group, click Test Validation Rules.

il BT Table Tools | Databasel : Datahase {Access 2007) - Microsoft Access - 8 X

Database Tools Add-Ins Acrobat Design '@

Ei Insert Rows
Wiew Primary | Buildd

- key
Wiews

fif

Delete Rowes

estValidation
Rules

| Property Indexes
P Lookup Column Sheet

ShowHide

Toals

All Tables Test Validation Rules

X
Tablel Warns you if existing data violates |2 Data Type Description =
55 Tablel: Table 3 validation rule orthe Required or AutoMumber E|
. AllowZerolength settings,
55 Tabler Text Filed size=35, Required, Do not allow zero length
- Lastname Text Field size=25, Required, Do not allow zero length
?jtfwmun L Birthdate Date/Time Short date, Display input message (text) " Flease enter your birthdate
Decupation i Table Sex Text Use combo box which allows the user to choose from the drop down li
Table2 3 talaysian Yes Mo Let the user click ta check the box if he/she is a Malaysian,
I Tablez: Table Identity Card Number Text Use Input mask to specify format as "000000-00-0000", Label="1f Malay:
[ Tablez Occupation Text Provide combox which provide drop down list such as "agricultural, BL
States = Salary Currency Use RM as currency unit
a
ER states:Table Loan Amount Currency Use RM as currency unit, Validation rule ==20,000. Display text "Your lo
’ Term of payment Text walidation rule <10, Display text " Your loan payment should be less th
Table3 & Address 1 Text Field size=100, Required.
T Table3: Tabte Town Text Required, Field size =40
E Table3 State Text Combo box which allows the user to choose fram the hMalaysian states ™

Field Properties

General ‘Lookup|

Field Size Long Integer

Mews Values Increment

Format

Caption

Indexed Yes Mo Duplicates]

Smart Tags & field name can be up to 64 charackers long,
Text Align General including spaces, Press FLfor help on field

names,

Design view, Fo = Switch panes, F1= Help,

+4 start €& =g | i e [ [ Realplay . -« o BN T &)L E augem
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3. Click Yes to dose the alert message and start the test.

Microsoft Office Access

This operation will test the table's record and field validation rules, as well as the Required and
"j AllowZeroLength properties, for all data in the table.
L

This process may take a long time,
Do wou wank to conbinue anyway?

es l [ Mo ]

Wyas this information helpful?

4. If prompted to save your table, Click Yes.
5. You might see a variety of other alert messages as you proceed. Read the instructions in
each message, and then click Yes or No, as appropriate, to complete or stop the testing.

Microsoft Office Access f'5_<|

conkain too many complicated elements, Try simplifving the expression by assigning parts of the expression to

": This expression is byped incorrectly, ar it is koo complex to be evaluated, For example, a numetic expression may
£ variables,

ok | [ Heb |

‘Was this information helpful?

B. Testing the validation rules while entering the data
1. Reopen the form.
2. Try keying in the data, and do try to enter the wrong data type or format and see the
effect of validation rules and the display of the validation text.

“A man's errors are his portals of discovery.”

James Joyce

May you enjoy this sharing session.

Thank you!
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Allow Zero Llength, 5
Attachment, 4, 6,21
automated-form creation tool, 22
AutoNumber, 6

C
Currency, 4, 15, 16, 17

D
Data type, 4,9
Datasheet View, 14, 18
design view, 14, 15

F

field, 3, 4,5,6,7,8,9, 12, 14,15, 18, 19, 20, 25, 27, 29
Field Properties, 5, 12, 17, 19

Field size, 5, 17

field validation rules, 3,5, 6

Field validation rules, 5
form, 3, 4, 6, 8, 10, 14,22, 24, 27, 28

Layout View, 23
Lookup Wizard, 4,10, 11, 14, 15, 18

M
macros, 4

0]
OLE Object, 4, 6
query, 4

R

Record (or table) validation rules, 5
relational database, 3

report, 4

Required, 5, 17

T

table, 3,4, 5, 6, 8,12, 14, 15, 18, 22, 27, 28
tables, 3, 4

Validation rules, 5
validation text, 6, 7,17, 28
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