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SESSION 2 
Build Tables 
In this session, students become event planners. To make business operations 

run smoothly they begin construction of a database to store customer and 

event details. Students complete a planning sheet to organize the content of 

their database. Afterwards, they create the Customers table by adding the 

fields and setting the field properties. Next, students use their skills to build the 

Events table. Upon completion, students create a relationship between the 

tables to allow the event planner to connect customers to their booked events. 

 

Assignment 7: The Event Planning Industry 

Assignment 8: Become an Event Planner 

Assignment 9: Build the Customers Table 

Assignment 10: Build the Events Table 

Assignment 11: Create a Relationship Between the Tables 

 

Session 2 Review: About Tables 

Session 2 Skill Review: Organize Movies 

Session 2 Extension Activity: Format a Datasheet 

 

  

Each TechnoKids project 
consists of 6 sessions, 
which are divided into 
separate assignments. An 
assignment is an activity 
that takes about 20 
minutes to complete. 

Learn more about TechnoPlanner 

http://www.technokids.com/Store/High-School/TechnoPlanner/access-lesson-plans.aspx
http://www.technokids.com/Store/High-School/TechnoPlanner/access-lesson-plans.aspx
http://www.technokids.com/Store/High-School/TechnoPlanner/access-lesson-plans.aspx
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Session 2: Build Tables 

Getting Started 

Overview 

In this session, students become event planners. To make business operations run smoothly they 

begin construction of a database to store customer and event details. Students complete a 

planning sheet to organize the content of their database. Afterwards, they create the Customers 

table by adding the fields and setting the field properties. Next, students use their skills to build the 

Events table. Upon completion, students create a relationship between the tables to allow the 

event planner to connect customers to their booked events. 

 

Materials 

 Microsoft Access 

 Microsoft Access Flashcards (optional) 

o Home tab 

o Table Tools Fields tab 

o Table Tools Design tab 

o Create tab 

o Database Tools tab 

 Session 2 Review: About Tables 

 Session 2 Skill Review: Organize Movies 

 

Teacher Preparation 

 (Optional) Print the flashcards listed in the materials list for this session.  

 

Teaching Strategy 

 

In this session, students begin construction of a database that organizes customer and event 

details for an event planning company. Explain scenario to students. 

 

You are going to construct your database. Before you get 

started, you must plan what type of information you want your 

database to contain about customers and their events. The best 

way to do that is to pretend you are actually planning an event 

for someone. Think of all the services, products, or requests 

customers may have. Perhaps get a friend to act as the 

customer. What types of things do they want as part of the 

special occasion?  

 

When you think you are ready, complete the planning sheet. Once your ideas are 

organized, follow the instructions to create the tables. If you are uncertain about 

anything, ask for help. It is much easier to correct problems now before data is entered 

and forms created.   

For every session, the 
Teacher Guide features an 
Introduction with a 
materials list, preparation 
advice, teaching strategies, 
lesson plans for each 
assignment, and learning 
objectives for the session. 
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Assignment 7 The Event Planning Industry 
 

In this assignment, students read about the event planning industry. They learn about the 

purpose for hiring an event planner and the types of events that an event planner may 

organize. Students study a list of services and theme-based events that an event planner may 

offer customers. Afterwards, they read about the duties of an event planner and consider the 

skills they possess to be successful in the profession. 

 

Assignment 8 Become an Event Planner 
 

In this assignment, students begin their business venture as event planners. They select a name 

for their business and decide the type of events they will host. Afterwards, they answer questions 

to determine the information to organize in the Customers and Events table. Introduce the five 

steps to designing a database: 
 

1. Determine the purpose: The purpose of the database is to organize customer and event 

information. How would an event planner want to use the information? For example: 

o store customer information and event details 

o search for customers whose events are unconfirmed to finalize details 

o search for upcoming events to plan schedule 

o print mailing labels for envelopes to quickly address mail to customers 

 

2. Determine the tables you need: A table is a datasheet that stores information. A table 

should be about one topic or subject. What two tables should be in the database? 

o customers 

o events 

 

3. Determine the fields you need: A field is a piece of information about a topic or subject. 

Make a list of the fields that should appear in each table. 

Customers Table  Events Table 

First Name  List of Services 

Last Name  Theme 

Address  Event Date 

City  Start Time 

Province or State  End Time 

Postal Code or Zip Code  Guests 

Phone Number  Confirmed 

Email Address  Description 
(optional) Company Name, School Name, 

Cell Number  (optional) Location, Staff, Budget 

 

4. Determine the primary key: A primary key is a unique identification number for each 

record in the database. What should the primary key be in each table? 

o Customer ID in the Customers table 

o Event ID in the Events table 

 

5. Determine the relationships between the tables: A relationship is a connection between 

tables. What relationship between the tables needs to be created? 

o The Events table needs to be connected to the Customers table. 
 

This section, for teachers, 
explains each assignment 
and gives helpful tips. 
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TEACHER TIP: SELECTING FIELDS 

 

In TechnoPlanner, the fields listed in Step 3 are the ones that are included in the instructions. 

However, the optional fields listed can also be added to the table. However, for each of those 

fields students will need to apply their knowledge to set the field properties. 

 

 

 

 

 

 

 

Assignment 9 Build the Customers Table 

 

In this assignment, students build the Customers table. To start, they create a blank database 

and then construct the table in datasheet view. To make data entry consistent, students rename 

the ID field, set the default value for province or state, and set the field size for postal or zip 

code. Next, they switch to design view to add an input mask for phone number. Upon 

completion, they test the design of the table by changing back to datasheet view to add a 

record.  

 

Introduce the following terminology: 

 

Table: A datasheet made up of rows and columns that store data in the database. 

Datasheet View: A view that displays fields in columns, with each record organized in 

rows. 

Design View: A view that lists fields in rows, with the active row displaying field properties 

in a pane at the bottom of the window. 

Input Mask: A set of characters that control the format that can be used to enter data 

into a field. 

Primary Key : A unique number or code used to identify a record in a table. 

Data Type: The type of information that can be entered into a field. 

 

Introduce the following data types: 

 

Short Text: Any combination of letters, numbers, or calculations, up to 255 characters. 

Number: Used for numeric values. 

Currency: Used for monetary amounts. 

Date & Time: Used for date or time values. 

Yes/No: A checkbox that when selected is yes, but if left blank is no. 

Lookup & Relationship: A wizard used to make a drop down list of values for a field. 

Long Text: Any combination of letters, numbers, or calculations, up to 65, 535 characters. 

AutoNumber: A number that is automatically placed into a field. 

 

 

  

Database terminology is 
introduced. 
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Assignment 10 Build the Events Table 

 

In this assignment, students use their skills to build the Events table in datasheet view. They set the 

data type for each field to make data entry consistent. Afterwards, they switch to design view to 

add the fields Start Time and End Time and create an input mask for each field. Using a 

checklist, students confirm the design of the table by adding a record. The record is then 

deleted from the table. The record must be removed from the table because it has no Customer 

ID to join the event to a customer. 

 

 

 

TEACHER TIP: FORMAT DATASHEET 

 

A datasheet can be formatted to make the data easier to read. Session 2 Extension Activity 

includes instructions for changing the look of the text, cells, and gridlines. 

 

 

 

 

 

 

 

Assignment 11 Create a Relationship Between the Tables 

 

In this assignment, students join the Customers and Events tables by creating a relationship. 

Confirm that this step is done correctly because all upcoming assignments rely on the 

relationship being established correctly. 

 

Introduce the following terminology: 

 

Relationship: A connection between tables. 

Referential Integrity: A relationship setting that prevents a record from being deleted 

from the parent table without also deleting records in adjoining tables.  
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Lesson Plan 

Assignment 7 - The Event Planning Industry 

 What is an event planner? Why hire an event planner? 

 Read about types, services, and themes offered by event planners. 

 Learn about the duties of an event planner. 

 Consider the characteristics that make a good event planner. 

 

Assignment 8 - Become an Event Planner 

 What is your business name? 

 Plan the content of the database by answering questions and then listing the fields that 

should appear in the Customers and Events table. 

 

Assignment 9 - Build the Customers Table in Datasheet View 

 Create a blank database. 

 Add fields to the table in datasheet view. 

 Rename the ID field, Customer ID 

 Set the field properties including a default value for province or state and size restriction 

for postal code or zip code. 

 Switch to design view. Add an input mask for phone number. 

 Switch to datasheet view. Test the table by entering a record in datasheet view. Use 

Student information for the Customer record. 

 Complete the checklist. 

 Close the table and then exit Microsoft Access. 

 

Assignment 10 - Build the Events Table in Design View 

 Open a database. 

 Create a table. 

 In datasheet view, add the fields and set the data type. 

 Switch to design view. Add the field Start Time, set the data type to Date & Time, and 

create an input mask to control the format. 

 Add the field End Time, set the data type to Date & Time, and create an input mask to 

control the format. 

 Switch to datasheet view. Test the table by entering a record in datasheet view. 

 Complete the checklist. 

 Delete the record. 

 Close the table and then exit Microsoft Access. 

 

Assignment 11 - Create a Relationship Between the Tables 

 Open a database. 

 Join the Customers and Events table. 

The Lesson Plan lists the 
individual steps in each 
assignment. 
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Learning Objectives 

Below is a list of the learning objectives for this session. Students should independently be able to 

complete each task. 

 

Content Knowledge: 

 organize information using a database 

 evaluate the design of a table 

 

Technical Skills: 

 

Operating Environment 

 open and close a program 

 save a database 

 save a database object 

 use commands to complete a task 

 

Database Skills 

 define database terminology 

 create a blank database 

 add fields to a table in datasheet and design view 

 rename a field 

 set the field properties such as default value, field size, and input mask 

 set the primary key for a table 

 set the data type for fields in a table 

 set the values in a lookup column for a field 

 set the format of the date for a Date & Time field 

 add data to a table in datasheet view 

 delete a record from a table 

 change the view depending on the task 

 create a relationship between tables and enforce referential integrity 

 open and close a table 

 

Applied Technology 

 create a database to organize information for an event planning business 

 create a table in a database to store data about objects 

 

 

 

 

Learning Objectives are 
specified for each of the 
six sessions in a project. 
A checklist of all objectives 
is provided at the end of 
the project in Session 7. 



SAMPLE
TechnoPlanner  Session 2 

 

TechnoKids Inc.  2-7 

Assignment 7: The Event Planning Industry 
 

Imagine having an exciting high-paying job that lets you use your creativity to organize fun and 

important events. Welcome to the world of event planning! 

 

Read the information to gain an understanding of the event planner profession.  

 

What is an Event Planner? 

An event planner is a professional who organizes special occasions such as parties, reunions, or 

weddings. Anytime people gather for an event, someone needs to oversee all the details to 

ensure that it is a success. Typically, event planners operate their own companies and are 

contacted by clients. However, various organizations often have frequent events requiring that 

they have an event planner on staff. These are corporations, country clubs, theme parks, hotels, 

cruise lines, caterers, convention centers, museums, arenas, and casinos. 

 

Why Hire an Event Planner? 

Nothing guarantees failure more than a lack of planning. A special 

occasion is a success when the guests enjoyed attending the event or the 

objectives of the event were met. This is likely to occur when every detail is 

overseen and nothing is forgotten or left to chance. Event planners can 

make any celebration or gathering successful.  

 

When a person holds an event, family members, customers, clients, 

suppliers, and those who are critical to an organization are invited. To 

make a positive lasting impression, it is essential that those in attendance 

enjoy the event.  

 

Moreover, the outcome of an event is a statement about the host. A well-organized event 

makes the host appear competent, whereas a disorganized event makes the host appear inept. 

Professional event management requires careful thought and expertise and for that reason, an 

event planner is essential. 

 

Another benefit to hiring an event planner is that the host can 

relax and enjoy the festivities instead of worrying about details. 

Often the host is personally associated with the event such as a 

family reunion, birthday party, prom, or wedding. To be a 

participant, plus oversee the necessary details is difficult. For 

example, the host should not be worrying about the arrival of the 

caterer, distribution of the floral arrangements, and setup of the 

band when they are watching their son or daughter say wedding 

vows. To enjoy the moment, a host should hire an event planner. 

 

1. What event have you attended where you thought a bit more planning would have 

made it more enjoyable? What details were overlooked? 

  

  

Before beginning to build 
their own database, 
students explore their role 
of an event planner. 
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Types of Event Planners 

Many events can be planned: 

 

 Charity fundraiser 

 Sporting event 

 CD release party 

 Wedding 

 Prom 

 Graduation 

 Formal 

 Reunion 

 Birthday party 

 Product launch 

 Outdoor event (fair, festival, BBQ) 

 Conference 

 Grand opening 

 Holiday celebration 

 Meeting 

 Children's party 

 Dinner party 

 Company fun day 

 

Types of Services Provided by Event Planners 

Event planners offer a range of services to clients: 

 

 Entertainment 

 Music (deejay, band, quartet) 

 Catering 

 Baker 

 Staging and lighting 

 Tent and canopy 

 Decorations 

 Florist 

 Balloon artist 

 Equipment rental 

 Site selection 

 Event marketing 

 Photography and video service 

 Transportation and valet service 

 Limousine service 

 Party supplies (invitations, tableware, linens) 

 Professional staffing 

 Travel arrangements 

 Party favors 

 

2. What event did you attend where you had a great time? What details made it 

enjoyable? 

  

  

Extensive lists of events, 
services, and event planner 
job descriptions help 
students plan their project. 
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Types of Theme-Based Events 

Often events revolve around a theme. This contributes to decisions made about decorations, 

site, entertainment, and music. Below are possible themes for a celebration: 
 

 Mardi Gras 

 Pirates of the Caribbean 

 Old Fashioned Carnival 

 Old Time Western 

 Fiesta! 

 Putting on the Ritz 

 A Touch of Class 

 Hollywood 

 Traveling Gypsies 

 A Teddy Bear Picnic 

 Romeo and Juliet 
  

Duties of an Event Planner 

Event planners have a range of duties depending on the type of occasions they organize: 
 

 Meet with the client to assess needs 

 Determine the event's purpose and objective 

 Establish the number of guests 

 Make out a guest list 

 Design and create invitations 

 Send out the invitations and have RSVP procedures established 

 Outline the theme of the event 

 Choose a site considering aspects such as parking facilities, transportation, elevator 

services, wheelchair accessibility, washrooms, coat check, and traffic flow 

 Establish and monitor a budget 

 Review administrative procedures for event such as the need for permits 

 Determine the décor elements required to support the theme 

 Source all necessary suppliers and confirm arrangements in writing. Suppliers could 

include caterers, florists, security, and audiovisual equipment. 

 Plan entertainment 

 Hire, train, and supervise support staff required for the event 

 Approve invoices, maintain financial records, and prepare reports 

 Order awards, gifts, and mementos that will be given to guests 

 Develop and distribute any promotional material if marketing the event 

 Create press kits and media lists if publicizing the event 

 Hire a photographer or videographer to record the event 

 Select the menu 

 Organize guest name tags 

 Print a registration list if necessary 

 Establish table arrangements and seating 

 Print and post appropriate signage 

 Check the weather and make necessary arrangements 

 Discover any other events occurring that may interfere with the event and make 

adjustments 
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Would you be a Good Event Planner? 

Event planners must possess several qualities to do their job well. Read the characteristics and 

demonstrate a time when you exhibited that feature. 

 

3. Be able to work under pressure in order to meet deadlines. 

  

  

  

  

  

  

4. Have strong decision-making and problem-solving skills. 

  

  

  

  

  

  

5. Possess the ability to work well with many different people. 

  

  

  

  

  

  

6. Pay close attention to detail. 

  

  

  

  

  

  

7. Possess strong leadership and delegating skills. 

  

  

  

  

  

  

8. Apply strategies for keeping information organized. 

  

  

  

  

  

  

9. Possess creativity. 

  

  

  

  

  

 

Questions encourage 
students to reflect on 
personal characteristics 
that will make them 
successful event planners. 
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Assignment 8: Become an Event Planner 
 

 
 

What is Your Business Name 

1. What is the name of your business?  

  

 

 

Plan the Content of the Database 

Customer Information 

 

2. You need to organize customer information. Think about the type of customer that will 

want to hire your company. For example, are they a person, school, or company? Make 

a list of the details you need to collect for each customer. For example, you need to 

know the customer's name, address, and phone number. Each item in the list will 

become a field in your Customers table. 

 First Name 

 

 Last Name 

 Address 

 City 

 Province/State 

 Postal/Zip Code 

 Phone Number 

 Email Address 

  

 Customer ID 

 

3. You need to have a unique identification number for each customer record. You will 

label this field Customer ID. The field will automatically assign a number to each record.  

 

 Add the field Customer ID to the list in question 2. 

  

When you make your database, 

you will take each item in the list 

and enter it as a field in the 

Customers table. Microsoft 

Access will then create a unique 

identification number for each 

record in the table.  

You are going to operate an event planning business. To 

stay organized you will design a database that will store 

customer and event information.  

 

Before you can get started, you need to make some 

decisions. For example, you must pick the type of event you 

will plan, as well as the services you will offer to customers. 

 

Answer the questions to plan the content of your database. 

A planning assignment 
requires students to 
organize the details of 
their database project 
before starting to 
construct. 



SAMPLE
TechnoPlanner 

 

2-12  TechnoKids Inc. 

Event Information 

 

4. You will be operating an event planning business. What type of event will you plan? 

  

 

5. Your event planning business will offer services to customers. Select seven services from 

the list or create your own. Each service will become a field in your Events table. 

 entertainment services party supplies site transportation 

  band  caterer  florist  selection  limousine 

  deejay  baker  decorations  staging/lighting  valet 

  quartet  photographer  invitations  video screen  travel arrangements 

  impersonators  marketing  tableware   

  balloon artist   party favors other:  

 

6. Often events revolve around a theme. You will offer you clients a selection of themed 

events. List six themes. Theme will become a field in your Events table. 

    

    

    

 

7. You need to organize event information. For example, you need to record the date, time, 

number of guests, whether the plans have been confirmed, and other important event 

details. Make a list of the information you need to store about the event. Each detail will 

become a field in your Events table. 

 Event Date 

 

 Start Time 

 End Time 

 Guests 

 Description 

 Confirmed 

 Event ID 

 Customer ID 

 

8. You need to have a unique identification number for each event record. You will label 

this field Event ID. The field will automatically assign a number to each record.  

 

 Add the field Event ID to the list in question 7. 

 

9. You need to include a field in the Events table that will connect to the Customers table. 

This field will be used to form a relationship between the two tables.   

 

 Add the field Customer ID to the list in question 7. 

 

When you make your database, you will take 

each item and enter it as a field in the Events 

table. Microsoft Access will then create a unique 

identification number for each record in the table.  

 

To connect customers to their booked events you 

need to include a field to join the Customers table 

to the Events table.  

Questions help students 
make database design 
decisions. 



SAMPLE
TechnoPlanner  Session 2 

 

TechnoKids Inc.  2-13 

Assignment 9: Build the Customers Table 
 

 

Create a Blank Database 

 Open Microsoft Access. 

 Click Blank Database. 

 

 In the pane to the right of the window, type business name as the name of the 

database. 

 

 ASK YOUR TEACHER WHERE YOU SHOULD SAVE THE DATABASE. To change the location, 

click the Browse button. When you have picked the location, click OK. 

 Click Create. 

 A blank database opens with a table in datasheet view. 

 
 

  

You will use Microsoft Access to create a database to organize 

customer and event information. The database will have two tables to 

hold data, a form and subform to make data entry simple, a query to 

filter records, and a report that summarizes information. 

 

To get started, you need to create a blank database and then make 

the Customers table. You will edit the properties of some of the fields  

to make data entry simple. You will then test the design by entering a 

record. 

Microsoft Access needs each record to 

have a unique ID. This is called a primary 

key. Microsoft Access will automatically 

assign an ID number to each record.  

Type business name 

as the File Name. 

Click the Browse button to 

save the database in your 

student folder. 

In this assignment, 
students begin building 
their database. They learn 
advanced database skills: 
 database views 
 naming and saving a 

database 
 primary key 
 fields 
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Add Fields to the Table in Datasheet View 

 
 

The following fields will be added to the table. Each field in your table is a different data type.  

 First Name 

 Last Name 

 Address 

 City 

 Province Or State 

 Postal Code Or Zip Code 

 Phone Number 

 Email Address 

  

 

Add the Fields to the Table 

 

 

 Click the column heading Click to Add. Select Short Text from the menu. 

 The column heading now reads Field1. Type First Name. Press ENTER.  

 

 ADD THE REMAINING FIELDS. 

There are two ways to add fields to a table. You can use Datasheet View  

OR Design View. 
 

Datasheet View displays a table with rows and columns. You can add  

fields in this view by typing the field name into the column heading.  

You can also set some field properties in Datasheet View using  

commands on the ribbon. 
 

Design View lists fields in rows with the active row displaying field properties in 

a pane at the bottom of the window. You can add fields by typing the field 

name into a row. You can set all field properties in Design View. 
 

You will add fields to create a table that holds Customer information in Datasheet 

View. In this view, you will rename the ID field, set the default value for state, and set 

the field size for zip code. You will then need to switch to Design View to add an input 

mask for phone number, as this field property cannot be set in Datasheet View. 

 

You need to pick the data type for each field. For this table, you will set 

each field to Short Text. A Short Text field can hold 225 characters. This type 

of field is used to hold words. It can also hold numbers and symbols. 

You may have other fields you 

would like to include in the 

table. Add them to the list. 

Illustrated, step by step 
instructions make learning 
advanced database skills 
easy. 
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Save the Table 

 Click Save on the Quick Access toolbar. 

 Type Customers in the Save As box and then click OK. 

 

Set Field Properties in Datasheet View 

 

– Your table should look similar to this: 

 
 

 

 Select the ID field.  

 Look at the commands on the Table Tools Field tab. They allow you to set field properties. 

 
 

 Look in the Formatting group. The Data Type is set to AutoNumber. 

 

Rename ID to Customer ID 

 Double click inside column heading for the field ID. Type Customer in front of ID. 

 

To make data entry consistent it is a good idea to set field properties 

such as size and default value. Follow the instructions to rename the ID 

field, set the default value for state, and set the field size for zip code in 

Datasheet View. 

Microsoft Access automatically creates 

an ID field. This field is used to assign a 

unique number to each record or 

AutoNumber. You need to rename the 

field Customer ID. Instructions include tool 
icons, sample window 
views, and helpful tips. 

Some pages have been removed from this sample session. 
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Assignment 10: Build the Events Table 
 

 
 

The following fields will be added to the table. Each field in your table is a different data type: 

 Event ID - AutoNumber 

 Service – Yes/No 

 Theme – Lookup Wizard 

 Event Date – Date & Time 

 Start Time – Date & Time 

 End Time – Date & Time 

 Guests – Number 

 Description – Long Text 

 Confirmed – What data type is suitable for this field? Yes/No 

 Customer ID – Number 

  

  

 

 

Open the Database in Microsoft Access 

 Open Microsoft Access. 

 Click the File tab.  

 Click Open. 

 Go to your student folder and select the database. 

 Click Open. 

 

 

You created the Customers table in Datasheet View and then edited 

some of the field properties in Design View. You will use your skills to build 

the Events table. To do this you will: 

 Open the database. 

 Create a table. 

 Add fields and set the data type in datasheet view. 

 Add fields and create an input mask in design view. 

 Add a record to the table to test the design. 

 Delete the record 

If you get a Security Warning 

click Enable Content.  

You may have other fields you 

would like to include in the 

table. Add them to the list. 

After creating a Customers 
table in datasheet view, an 
Events table in design view 
is made. 
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Create a Table 

 Click the Create tab. 

 Click Table from the Tables group. 

 

Add Fields to the Events Table in Datasheet View 

Add a List of Services to the Table as Yes/No Fields 

 

 

 Click the column heading Click to Add.  

 Select Yes/No from the menu. 

 

 Type Service Name. Press ENTER. 

 Repeat the steps to add the remaining services: 

 
 

 

  

You selected services your company will offer to customers in Assignment 8. 

You will add EACH service to the table and then set the data type to Yes/No. 

This data type will create a check box. If the box is checked, the person wants 

the service. If the box is empty, the person does not want the service. 

Advanced database skills 
include: 
 Yes/No fields 
 create a Lookup column 
 add a Date field 
 add a Number field 
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Create a Lookup Column for the Theme Field 

 

 
 

 Click the column heading Click to Add.  

 Select Lookup & Relationship from the menu.  

 Select I will type in the values that I want. Click Next. 

 

 In Col1 type in the themes. DO NOT PRESS ENTER AFTER EACH ENTRY. INSTEAD USE THE 

DOWN ARROW or MOUSE TO MOVE TO THE NEXT ROW. 

 When the themes are added, click Next. 

 

 Type Theme as the field name.  

 Click Finish. 

 You are asked to save the table. Type Events in the Save As box and then click OK. 

 

You picked six themes that you will offer to customers. You will add the field 

Theme. This field will have a drop down menu that can be used to select 

the theme for the event. You will set the Theme field as a Lookup and 

Relationship data type. This will cause the Lookup Wizard to open. You will 

then type in the values. You will be asked to save the table, when you 

create the field. When this happens, name the table, Events. 

Type the themes. 

They will appear in 

a drop down list. 
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Add Event Date Field and Set the Format 

 

 
 

 Click the column heading Click to Add.  

 Select Date & Time from the menu. 

 

 Type Event Date as the field name. Press ENTER. 

 

 Click inside the cell below the Event Date heading.  

 Look at the Formatting group on the Table Tools Fields tab. Click the Format arrow. 

 Select a date format. 

 
 

NOTE: You will add the Start Time and End Time fields later in Design View. 

Event Date is a Date & Time field. This type of field causes a 

calendar to show at the side of the cell during data entry. A person 

can then pick the date from the calendar.  

You CANNOT use date as a field name. 

This is because it is a reserved word. 

Instead, add a description about the 

type of date to the field name. 

General Date: 09/30/2015 

Long Date: Friday, September 30, 2015 

Medium Date: 30-Sep-15 

Short Date: 09/30/2015 
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Add Guests Field and Set the Data Type to Number 

 

 

 Click the column heading Click to Add.  

 Select Number from the menu. 

 

 Type Guests as the field name. Press ENTER. 

 

Add the Description Field and Set the Data Type to Long Text 

 

 
 

 Click the column heading Click to Add.  

 Select Long Text from the menu. 

 Type Description as the field name. Press ENTER. 

 

 

Add Confirmed to the Table 

 

 

 Click the column heading Click to Add.  

 Select Yes/No from the menu. 

 Type Confirmed as the field name. Press ENTER. 

 

 

You need to add a field that records the number of guests that will be 

attending the event. You need to set the data type to Number. 

You are going to add a field that will let you type in 

information about the event. This field will be a Long Text 

field. It will let you type over 65 000 characters. 

An event planner needs to discuss event details with the customer before plans 

are finalized. You will create a Confirmed field. You will use this field to verify if 

all details are final or if more discussion with the customer is required. What type 

of data type should you use? Yes/No 
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Add the Field Customer ID to Connect the Tables 

 

 

 Click the column heading Click to Add.  

 Select Number from the menu. 

 Type Customer ID as the field name. Press ENTER. 

 

 

Add Fields to the Events Table in Design View 

 
 

Switch to Design View 

 Click View on the Table Tools Fields tab. 

 
 

Insert the Start Time Field 

 Click in the Guests row, below Event Date. 

 From the Table Tools Design tab, click Insert Rows. 

 Type the field name Start Time.  

 Click inside the Data Type column for the Start Time field.  

 Click the drop down arrow and select Date/Time. 

You need to add the field Customer ID. This field will be used to create a 

relationship between the Customers and Events table. You DO NOT add 

information into this field. Instead, when the two tables join in the next 

assignment, Microsoft Access will automatically place the Customer ID into the 

field. Since the value of the Customer ID is a number, you will set the data type 

to Number. 

You used an input mask to control the format of the customer's phone number. 

You will use your skills to create an input mask for the fields Start Time and End 

Time. Remember, unlike the field properties such as data type, default value, 

and field type, an input mask CANNOT be set in Datasheet View. Instead, you 

must switch to Design View. 

 

Advanced database skills 
include: 
 connecting tables 
 work in Design View 
 add time fields 
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Set the Field Property for Start Time 

 Select the Start Time row. 

 In the Field Properties pane click inside Input Mask.  

 Click the Build button.  

 IF asked to save the table, click Yes. 

 Select Medium Time from the list. Click Next. 

 

 Click Next. 

 Click Finish. 

 

Use your Skills to Add the End Time Field 

 Click in the Guests row, below Start Time. 

 From the Table Tools Design tab, click Insert Rows. 

 Type the field name End Time.  

 Click inside the Data Type column for the End Time field.  

 Click the drop down arrow and select Date/Time.  

 Select the End Time row. 

 In the Field Properties pane click inside Input Mask. Click the Build button.  

 IF asked to save the table, click Yes. 

 Select Medium Time from the list. Click Next. 

 Click Next. 

 Click Finish. 

 

Save Changes to the Table 

 Click Save on the Quick Access toolbar. 
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Test the Table by Entering a Record in Datasheet View and then DELETE the Record 

 
Add a Record in Datasheet View 

 Click the View command on the Table Tools Design tab. 

 IF asked to save, click Yes. 

 Complete the form: 

 Place a checkmark in each checkbox.  
 Select a theme from the list. 

 Select an event date. 

 Type in a start time and end time using the correct format (01:00 PM). 

 Type in a number of guests. 

 Type a description of the event. 

 Place a checkmark in the confirmed field. 

 Type 1 into the Customer ID field. 

 Continue to add remaining information to the table if you have extra fields. 
 

 
Delete the Fake Record 

 To delete the record, click inside any field in the record.  

 Click the Delete arrow in the Records group of the Home tab. 

 Click Delete Record from the list. When asked if you want to 

delete the record, click Yes. 

 

Close the Table and Exit Microsoft Access 

 Close the table by clicking the Close button on the document pane.  

 Click the Close button at the top of the window. 

Now that you have created the Events table, it is a good idea to 

test data entry. 

 

Switch to Datasheet View and add a record. Once you are 

certain that the fields are correct, you will delete the record. 

Your table should have the following items. If it does not, switch to Design 

View to make changes. To do this, click View. 
 

    Event ID field that automatically creates a number for the record 

    A checkbox in each service field 

    A drop down list for the Theme field 

    A placeholder for the date field that controls the format 

    A placeholder for the start and end time fields that controls the format 

    Guests field that restricts data to only numbers 

    Description field that allows more than 255 characters to be entered 

    Confirmed field that verifies if party plans have been finalized 

    Customer ID field that holds a number but not text 

Students critically review 
their form. A checklist 
provides a helpful tool for 
troubleshooting. 
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Assignment 11: Create a Relationship Between the Tables 
 

 
 

 

Open the Database in Microsoft Access 

 Open Microsoft Access. 

 Click the File tab.  

 Click Open. 

 Go to your student folder and select the database. 

 Click Open. 

 

 

 

Join the Customers Table to the Events Table 

 Click the Database Tools tab. 

 From the Relationships group, select Relationships. 

 Add the tables to the Relationship window. 

o Click the Tables tab in the Show Table box.  

o Select Customers and then click Add. 

o Select Events and then click Add. 

o Click Close to remove the box. 

 

You need to join the Customers and Events table to connect 

each customer to their booked event. This connection is 

called a relationship.  

 

The relationship you create will be one-to-many. This means 

that one customer can book many events. In the database, 

the customer can have one record in the Customers table, 

but multiple records in the Events table. 

If you get a Security Warning 

click Enable Content.  

Illustrated step-by-step 
instructions makes creating 
table relationship easy!  
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 Each table is in view. Click the edge of each table box, and drag to increase the size. 

 

 Click on the Customer ID primary key in the Customers table. 

 Click and drag the field and place it OVER TOP of the Customer ID field in 

the Events table. 

 Create the relationship: 

o Click inside the Enforce Referential Integrity checkbox. 

o Click inside the Cascade Delete Related Records. 

o Click Create. 

 
 

 
 

– The two tables are now joined. 

 

 Click the Close command on the Relationships Tools 

Design tab. When asked to save, click Yes. 

 Close the database. 

Referential integrity is used to prevent events from being included in the Events table, 

without having a customer record in the Customers table. For example, if a customer 

record is deleted from the Customers table, automatically all the events booked by 

that customer in the Events table would be deleted as well.  

Notice that the Customer ID is 

in BOTH tables. You need to 

create a relationship between 

both fields to join the tables. 

TechnoTips: 

Wrong Fields are Joined: 

If you connected the wrong fields 

together, click on the line and press 

DELETE. Now recreate the relationship. 

 

Same Data Type: 

If you receive an error message about 

the data type this is because the 

Customer ID field in the Events table 

was not set to Number. 

 

Table is Locked: 

If you have any open tables, close 

them, and then remake the 

relationship. 

Click and drag down to 

enlarge the box. 
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Session 2 Review: About Tables 
 

 

1. Fill in the blanks using the words from the Word Bank: 

 

data type yes/no design view lookup & relationship input mask 

relationship long text default value primary key datasheet view 

 

a) A  yes/no data type puts a check box in the field.  

b) To create an input mask for a field you need to be in  design view . 

c) A field that holds a unique value used to identify each record is a   primary key . 

d) Field names can be typed directly into the column headings in datasheet view . 

e) A   default value automatically puts a set value into a field.   

f) A relationship joins tables together. 

g) Type an unlimited amount of text into a field using a  long text data type. 

h) The  lookup & relationship data type makes a drop down menu of options. 

i) A data type sets the type of information that can go in a field.  

j) An   input mask is a set of characters that controls the  

 format of the data that is entered into a field. 

 

 

/10 

 

 

 

  

Review lessons at the end 
of a session provide 
activities to check and 
reinforce newly learned 
skills, concepts, and 
terminology. 
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Pick the correct data type for the field. 

 

2. You want the date of birth to be typed into a field. 

  

 a) Long Text 

   

 b) Date & Time 

   

 c) Text 

   

 

 

3. You want a check box to show up in a field. 

  

 a) Yes/No 

   

 b) Long Text 

   

 c) AutoNumber 

   

 

 

4. You want to be able to type lots of information into a field. 

  

 a) Lookup Wizard 

   

 b) Date & Time 

   

 c) Long Text 

   

 

 

5. You want to make a list of choices that show up in a field when it is selected. 

  

 a) Lookup & Relationship 

   

 b) Long Text 

   

 c) Short Text 

   

 

 

6. You want to add the amount of guests into a field. 

  

 a) Short Text 

   

 b) Date & Time 

   

 c) Number 

   

 

/5 

 

TOTAL       /15 
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Session 2 Skill Review: Organize Movies 
 

Kevin owns a movie rental store. He would like to be able to create a database that organizes 

the movies that he has in stock. Follow the instructions to build a table. 

 

1.  Open Microsoft Access. 

2.  Create a Blank desktop database: 

 a) Select Blank desktop database from the templates. 

 b) Type movie store as the File Name. 

 c) Click the Browse button to save the database in your student folder. Click OK. 

 d) Click Create. 

   

3.  Add the following fields into the table: 

 Movie Title as a Short Text field 

 Release Date as Date & Time field 

 Plot as a Long Text field 

 In Stock as a Yes/No field 

 Genre as a Lookup & Relationship field - Add the following options: 

 action 

 comedy 

 drama 

 sci-fi 

 horror 

 kids 

 television 

 

4.  Save the table as movies.  

  

  
   

5.  Add a record to the table. 

  

 HINT: To make a column wider, place the mouse pointer between the column headings. When 

the mouse pointer changes to a double-sided arrow, click and drag the mouse. 

  

6.  Close the table. 

  

7.  Exit Microsoft Access. 

 

 

  

Skill Reviews are activities 
for students to practice 
the technical skills learned 
in the previous session. 
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Session 2 Extension Activity: Format a Datasheet 
 

You can format the way a datasheet looks. Try it! 

 

1.  Open your database in Microsoft Access. 

2.  Open the table in your database in datasheet view. 

3.  Use the commands in the Text Formatting group on the Home tab to  

change the look of the datasheet: 

 

 

 

 
   □   Change the font. 

 
 □  Change the font size. 

  
 □  Align text to the left. 

  
 □  Center text. 

  
 □  Align text to the right. 

  
 □  Apply the bold style. 

 
  □  

Apply the italic style. 

 
  □  

Apply the underline style. 

 
  □  

Select a font color. 

 
  □  

Set the color of the datasheet. 

 
  □  

Set the gridlines that show on a datasheet. 

 
  □  

Alternate the row color. 

  

4.  Save changes to the table.  

5.  Close the table. 

6.  Exit Microsoft Access. 

Extension Activities at the 
end of a session provide 
optional enrichment 
challenges. 




