LOOKUP FIELDS

You can create lists for the user to choose from or create a lookup list from another table.  Lookup fields make it much easier to enter data into your database. 

Creating a list:

1. On the Member table change the data type for ‘Gender’ to ‘lookup’, the lookup wizard will then start:
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2. On the next screen put in the list of values that you want, for Gender put in Male and Female then press next, next again and then finish.
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3. Now go into the Member table and enter some more member details and see what happens when you get to the gender field.

4. Change some other fields on the Member table and the Video table to be lookup lists.

Looking up values from another table:

1.  On the Rental table change the data type for Video-id to ‘lookup’, the lookup wizard will then start:
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2.  Then select the ‘video’ table as the one you are selecting records from and press next:
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3. Then decide which fields you want displayed on the lookup and press next:
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4. The next screen shows you what the lookup will look like, make sure the ‘Hide key field’ is ticked and press next, then next again and finish.

[image: image6.png]2] =18l
b 5 o e o T

B mERysmeso]s =i Ea o,

icrosoft Access

Lookup Wizard

Field Name

Rentakid o vide wouldyou ke the comns in your lookup coumn?

Ferta How ide would you ke the columns in your lookup ol

ember-d To adjustthe vickhof a column, crag s ight edge o the width you want, o couble-cick the
Date of loan vight edge ofthe column heading o get the best FE.

Date back

Rental cost

IV Hide key column (recommendec)

Video title
Bl ot
Erin Erackovichin

Generl | ookp |
Feti i

Fomat
DecinalPlces
T ik

Copton

Dot valse
Voo e
Vot Toxt
Renier 5

Indexed ‘es {Duplicates OK)

Lookup Wizard





5. Now when you enter new rental details you can choose the video from a drop down list rather than having to put in the video number.

6. Now create another lookup field for the Member-id field on the rental table.

7. Add some more rentals to make sure that these lookup fields work correctly.

Validation and Field sizes

When you create fields on a table they are created with a default size of 50, you should always change this to be the size you need for the data to be entered.  Below I have changed the field size on the Surname field to 20:
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1. Change all of the field sizes on the video database to have sizes relevant to the data to be entered.

Validation

1.
You can make sure that the user doesn’t enter incorrect data by using the validation rules for a field.  Below I have set up validation so that the user has to enter a rental cost of between £1 and £3.  If the user does enter a value lower than £1 or greater than £3 the validation text will be displayed telling about the error and they will have to re-enter their rental price:
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2.
Think of some more validation rules you could set up in the database and try them out.

Make sure that ‘I want the lookup column to look up the values in a table or query ‘ is selected. Then press next





Make sure that ‘I will type in the values I want’ is selected and press next.





Put the validation rule and text in here 








