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Section 3 
 

Tables 

By the end of this Section you should be able to: 

Move Around a Table 

Preview and Print a Table 
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Exercise 10 - Tables 

Guidelines: 

A Table is one of the Objects contained in a Database.  It is the main building 
block on which every other function depends. 

Each different item of data in a table is called a Field. Many fields are needed to 
describe what the data represents. In the following picture, the field names 
Country, Region, Capital, etc. have been created. Data that represents these 
fields will be seen below the appropriate field name, in a column. Data can now 
be entered in rows.  Each row is called a Record. Each record is made up of the 
same number of fields, but not all fields in a record may contain data. 

When data is entered into a table, it is automatically saved. Only when the design 
or layout of a table is changed, will it be necessary to save the changes. 

The following diagram shows a table that has had its field names defined and has 
had data entered in rows. Each row represents a different record in the database. 

 

Column labels 
or Field names 

Record 

Record Navigation Buttons 

Field 
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Exercise 11 - Using the Mouse within a Table 

Guidelines: 

When a table is opened in Datasheet View, whole records or fields in the table 
can be navigated using the mouse. 

Actions: 

1. Open the Records database and the Patients table in Datasheet View 

(maximise  the table if necessary). 

2. To select text ready for editing, move the mouse over the Surname  field 
Dawson. Click and drag over part of the field contents. The letters will be 
highlighted, ready for editing. 

 

3. The Current Record Marker, , is now shown next to the first field and 
the number of the record is shown in the Status Bar.  This is record 
number 2.  The total number of records in the database is also shown here.  
It is 10, as in 2 of 10. 

4. The Record Navigation buttons above the Status Bar allow movement by 
one record, or directly to the first or last record.  

 

 

5. Click the Next Record  button to move down individual records.  

Note: The record following the last complete record in a table is always blank.  This 

record is shown with a , to the left of the blank record. 

6. Click the First Record button, , to move to the top of the table. 

7. Move the mouse pointer to the Firstname  column, move down so that the 
cursor is over the word Ramji and double click. Ramji is selected. 

8. The mouse can also be used to select all the contents of a field. Move the 
cursor to the left edge of Bateson. 

9. The pointer should change to . Click the mouse to select the field. 

10. Leave the Patients table open for the next exercise. 

Current Record 
Marker 

First 
Record 

Previous 
Record 

Next 
Record 

Last 
Record 

New 
Record Current Record 

Number 



New CLAIT Access 2003 

© CiA Training Ltd 2005 22 

Exercise 12 - Using the Keyboard within a Table 

Guidelines: 

The keyboard may be used to move about the table instead of the mouse. The 
following keys are used to move from field to field and record to record. 

à - moves one field to the right 

ß - moves one field to the left 

â - moves one record down 

á - moves one record up 

End key  - moves to end of record 

Home key  - moves to start of record 

Tab key  - moves one field to the right 

<Shift Tab> key  -  moves one field to the left 

<Ctrl Home> key  -  moves to the top left of the table 

<Ctrl End> key  -  moves to the bottom right of the table 

Note: When two keys are mentioned such as Ctrl and End, the first key (Ctrl) should 
be held down while the other key (End) is pressed and released. 

Actions: 

1. Select the field Philips from the third record and press <Ctrl Home> to 
move to the top of the table, first record and first field. 

2. Press à to move to the next field, the Surname  field. 

3. Keep pressing à to move right to the last field, Contact No. Press à 
again and the cursor moves to the first field on the next record. 

4. Press <End> to move to the end of a record, i.e. the last field in the record. 

5. Move to the top left of the table by pressing <Ctrl Home>. 

6. Practise moving about the table using the keyboard, but be careful not to 
make any changes to the data. 

7. Close the Patients table and the Records database. 
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Exercise 13 - Database Views 

Guidelines: 

The different view options available for each database object, in this case a table, 
are: 

 
displays the table content, i.e. the data, like a name and 
address 

 
displays the design of the table or how that name and 
address will be displayed 

 
displays a blank table creation template ready to create a 
new table 

The appearance of some buttons will vary depending on the database object. 

Actions: 

1. Open The World database. 

2. If Tables is not selected in the Objects Bar, click on it, the Country table 

will be highlighted. Click on the  button. The Country table is 
displayed in Design View showing the names of the fields or columns and 
the types of data each contains.  You will look at this again later. 

 

3. Click the Close button, , to close Design View and return to the 
Database Window.  
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continued over 
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Exercise 13 - Continued 

4. Click the Open button, , to open the Country table in Datasheet 
View. 

5. The table is opened. Notice how all of the records are displayed as a table 
on the screen. 

 

Note: Datasheet View shows all of the information held in a table and is the view most 
commonly used for data entry. 

6. Click on the Design View button, , in the top left corner of the toolbar, 
to change to Design View.  Notice the field names at the left are the same 
as those in the table.  Also notice the data types available in this table - 
Text and Number. 

7. Click on the Datasheet View button, , in the top left corner of the 
toolbar, to change back to Datasheet View. 

8. Close the Country table and The World database. 

Note: Any changes made in Design View would need to be saved. 

Column labels 
or Field names 

Record 
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Exercise 14 - Checking Column Width 

Guidelines: 

Sometimes, when Field Names are long and the data contained in the field is 
short, the database will truncate or cut off some of the field name.  When data is 
longer than the default column width, the data will be truncated. In either case it is 
an easy matter to display all of the words by changing the column width. 

Actions: 

1. Open the database Address Book and the table Mailing. As you can see, 
the Address(1) column has data cut off or truncated.  Look especially at the 
last record - the address line is clearly not complete. 

2. Now look at the last column. The field name or column heading has been 
truncated.  It should read Organisation. 

3. There are two ways to deal with this problem.  First, place the cursor in the 
column heading just after the Address(1) field, as shown below. 

 

4. The cursor changes to a double-headed arrow.  Click and drag the arrow to 
the right.  This will increase the size of the column.  Drag it until all of the 
text can be seen.  

5. The second way of handling this problem is to place the cursor again at the 
right side of the column to be altered, wait until the cursor changes and 
double click.  This has the effect of increasing the size of the column to fit 
the data within it. 

6. Place the cursor to the right edge of the field name Organisation, as 
shown in the picture below.  Double click and the column will increase in 
size to accommodate the entire field name. 
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Exercise 15 - Saving Layout and Design Changes 

Guidelines: 

As already mentioned, any changes in data are automatically saved.  However, 
changing column widths is regarded as a layout change. A change made in 
Design View is a design change.  Both of these must be saved manually. 

Actions: 

1. Use the Mailing table from the previous exercise and change to Design 
View.  Column width changes have been made.  This is a layout change 
and so has to be saved manually. 

2. The table could be saved with a new name, producing another version of 
the original.  Select File | Save As and delete the suggested name.  

 

3. A name for the new table could be entered here, but for this exercise click 
Cancel to abandon the save process. 

4. Access will give a warning if you try and close a table without saving the 
changes. Select File | Close. A prompt appears on screen as below. 

 

5. Select Yes to save the changes and close the table.  Selecting No would 
not save the changes, would leave the table with the columns truncated, but 
would close the table.  Selecting Cancel would return to the table without 
saving. 

6. Leave the Address Book database open for the next exercise. 

Note: You may also use the Save button,  to save the table under the original 
name.  No prompt will then be given when the table is closed. 
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Exercise 16 - Previewing and Printing a Table 

Guidelines: 

Once a table has been formatted as required, it can easily be printed. It is 
important to preview a table before printing to make sure it looks as you expect it 
to.  This is when truncated columns may be noticed and improved. 

Actions: 

1. Open the Mailing table again.  All of the data and field name should be 
visible, if they are not then go back to the previous exercise and increase 
their width, taking care to Save the changes. 

2. You are now going to check that all the data will be displayed for printing.  

Click the Print Preview button, , to preview the table.  It will be 
displayed as shown. 

3. Positioning the mouse over the page 

changes it to . Click once in the page 
to zoom in (or click on the Zoom button, 

, on the toolbar).  Check that all the 
data is displayed. 

4. The mouse pointer now changes to . 
Click in the page to zoom out (or click on 

the Zoom button, ).  

5. Click the Close button, , to close 
Print Preview and return to Datasheet 
View. 

6. Click the Print button, , to Print the table as shown. 

7. Close the Mailing table and the Address Book database by your preferred 
method. 
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Exercise 17 - Revision 

1. Open the database Estate Agent. 

2. Double click on the Premises table to open it in Datasheet View. 

3. Maximise the table. 

4. Use the Navigation Buttons to move to the last record. 

5. Use a key press to move the first record.  What did you use? 

6. Place the cursor in the first record that has Sunderland as its Town/City.  
What number record is it? 

7. Use a key press to move to the next column.  What did you use? 

8. Move to the Offers column of the first record.  Select the contents of the 
field.  How did you do it? 

9. The Address field is truncated.  Change the column width to show all of the 
text.  There are two ways to do this.  One is to click and drag the column 
width to the correct size, what is the other? 

10. Preview the table ready for printing.  Will all of the table fit on one page? 

11. Print the table and write your name on the printout. 

12. Close the table.  You are prompted to save the table.  Why is this?  Click 
Yes to save the changes. 

13. Close the database. 

Note: The answers are listed in the Answer Section at the end of the guide. 


