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1.0 Introduction  
This workshop will build upon the concepts learned in Part 1. You will continue to build tables in Access 

2007 and will be introduced to some advanced options within the table design, including the creating of 

table indices, forming data input masks and field lookups. We will also cover building table relationships 

learned from Part 1 into our Access database. You will also learn query design focusing on SELECT 

queries; along with advanced query criteria. 

2.0 Indexing Tables  
An index is a way that a database system orders information in a table in order to achieve faster 

searching and retrieval of data in the future. Aside from any noticeable speed difference, the end-user 

ŘƻŜǎ ƴƻǘ ƴƻǘƛŎŜ ŀƴȅǘƘƛƴƎ ŘƛŦŦŜǊŜƴǘ ƛƴ ǘƘŜ ŘŀǘŀōŀǎŜ ƻǊ ǘŀōƭŜǎΣ ƛƴŘŜȄŜǎ ŀǊŜ ŀ ΨōŜƘƛƴŘ-the-ǎŎŜƴŜǎΩ ŦǳƴŎǘƛƻƴ 

within the database. 

Think of indexes this way: 

If you have 3x5-inch index cards with first name, last name, and phone number listed for many 

users, a database index would know in what order to place the cards when you want to search 

by each of the values on the card. So, it would know what order to place them when you want 

to search by first name only, by last name only, or by phone number only. 

In addition, database indexes can include multiple columns; so, if we were to use the index card 

example from above, a database index could be created so the system could search by last name AND 

phone number together. 

On smaller tables, the speed difference would not be noticed by the end-user; however, if you have 

rather large tables, indexes can speed up the search process enough that the end result is noticeable to 

the user. 

By default, primary keys are automatically indexed by Access; however, we can add indexes to other 

fields. 
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To index fields we first need to be in the Design View of the table. Once in Design View, highlight the 

ŦƛŜƭŘ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ƛƴŘŜȄΣ ŀƴŘ ƛƴ ǘƘŜ άCƛŜƭŘ tǊƻǇŜǊǘƛŜǎέ ōƻȄΣ ǎŜƭŜŎǘ ά¸Ŝǎ ό5ǳǇƭƛŎŀǘŜǎ hYύέ ŦǊƻƳ ǘƘŜ 

Indexed drop-down box.  

 

You will notice that there are three options in the Indexed drop-down box: No, Yes (Duplicates OK), and 

Yes (No Duplicates). άbhέ means that the field will not be indexed, ά¸Ŝǎ ό5ǳǇƭƛŎŀǘŜǎ hYύέ means that 

the field will be indexed and values in the fields can be repeated; for example, you may want to index a 

Ψ[ŀǎǘ bŀƳŜΩ ŦƛŜƭŘΣ ǘƘƛǎ ƛƴŘŜȄƛƴƎ ƻǇǘƛƻƴ ǿƻǳƭŘ ƳŜŀƴ ǘƘŀǘ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǊŜŎƻǊŘ Ŏŀƴ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ŜȄŀŎǘ 

last name (e.g., Smith). ά¸Ŝǎ όbƻ 5ǳǇƭƛŎŀǘŜǎύέ means that the field will be indexed, but no two records 

can have the same value, this is the indexing option that Access assigns to primary key fields; however, it 

ƛǎ ǇƻǎǎƛōƭŜ ǘƻ Řƻ ǘƘƛǎ ǘȅǇŜ ƻŦ ƛƴŘŜȄƛƴƎ ƻƴ ƻǘƘŜǊ ŦƛŜƭŘǎ ƛŦ ȅƻǳ ǿƛǎƘΦ ¦ǎƛƴƎ ƻǳǊ ά[ŀǎǘ bŀƳŜέ ŦƛŜƭŘ ŜȄŀƳǇƭŜΣ ƛŦ 

you were to choose the no duplicates options, no two records could have the same last name. 

Obviously, this type of index is not useful for this type of field; however, you may find a use for it. 
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3.0 Input Masks  
There may be times with certain data that we want it to appear on forms and reports in a slightly 

different format than the way it is stored in the database. A good example of this is phone number, 

where we may store the phone number in the database as: 1234567890; however, for viewing forms 

and reports we want to view it as: (123) 456-7890. This is called an input mask. 

Input Mask Wizard  
We achieve an input mask on a table by going into Design View, and selecting the field we want to place 

the input mask on. We then select the 3-dotted button to the right of the Input Mask field in the Field 

Properties box. 

Go ahead and do this for the Phone Number field from your Student table. 

 

Once you click on the 3-dotted button, the Input Mask Wizard will appear. By default, Access already 

includes popular input masks that are already pre-ŘŜŦƛƴŜŘΦ Lƴ ǘƘŜ ǿƛȊŀǊŘ ōƻȄ ƛǎ ŀ ά¢Ǌȅ LǘΥέ ŦƛŜƭŘ ǿƘŜǊŜ 

you can try typing in data for the input mask that you select from the listing. 

Go ahead and select Phone Number, and try typing some ranŘƻƳ ƴǳƳōŜǊǎ ƛƴ ǘƘŜ ά¢Ǌȅ LǘΥέ ōƻȄΦ  

 

 


