2. Entering Data in Your Database

In order to enter data into the database, it’s much easier if you use a FORM. A form is nothing more than an easy layout for data entry.  Go to File ( Open and select your Pet Store folder. From the following screen, make sure that the Forms tab is on top, then click “New”
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You can then make a choice as to what format your entry is going to have. Look at each of them and then choose.  Columnar will probably work best for this lab.



You then have a choice of backgrounds.  Go ahead and choose one to your liking.

You’re almost there…


Your final product should look something like this. Using the data on the next page, enter data into your database. It should take about 20 minutes.


ID #
Category
Description
Supplier
In Stock
On Order
Price
Reorder Level 

022
Fish
Octopus
Davey Jones' Locker
1
0
$495.00
0

025
Rodents
Gerbil
Gerbilmania
3
7
$12.95
5

028
Cats
Siamese
House O'Cats
0
2
$175.00
1

034
Dogs
Akita
Rolling Hills Puppy Farm
2
0
$300.00
1

055
Rodents
Mice
Mickey's Mice & Such
12
0
$3.95
8

062
Dogs
Collie
Dogs 'R' Us
2
0
$235.00
1

067
Rodents
Guinea Pig
Gerbilmania
0
5
$29.95
3

078
Fish
Goldfish
Davey Jones' Locker
11
0
$2.95
7

108
Cats
Tabby
House O'Cats
2
3
$49.95
3

125
Birds
Love Bird
Bird Land
4
4
$49.95
4

157
Rodents
Hamster
Rabbits, Etc.
2
5
$0.00
0

165
Rodents
Rabbit
Rabbits, Etc.
8
0
$37.25
3

258
Birds
Mynah Bird
Bird Land
2
0
$250.00
1

323
Dogs
Cairn Terrier
Rolling Hills Puppy Farm
0
2
$365.00
1

328
Birds
Cockatoo
Birds of Paradise
1
3
$64.95
2

333
Cats
Maine Coon Cat
Maine's Pride
3
0
$300.00
1

337
Dogs
German Shepherd
Super Dogs
3
0
$295.00
2

368
Birds
Parakeet
Birds of Paradise
4
0
$14.95
3

374
Dogs
Rottweiler
Super Dogs
1
0
$195.00
0

397
Fish
Clown Fish
Tropical Treasures
3
10
$19.95
9

403
Cats
Russian blue
Divine Felines
2
0
$250.00
1

422
Birds
Finch
Birds of Paradise
4
0
$14.95
3

458
Fish
Piranha
Tropical Treasures
4
0
$124.95
0

465
Cats
Persian
Pampered Persians
0
2
$225.00
2

512
Fish
Beta Fish
Davey Jones' Locker
5
0
$4.95
0

546
Dogs
Toy Poodle
Living Toys
2
0
$275.00
0

762
Cats
Himalayan
Cat World
3
0
$275.00
2

928
Dogs
Black Labrador
Dog Heaven
4
0
$195.00
2

961
Dogs
Irish Setter
Dog Heaven
0
1
$375.00
1

985
Dogs
Great Dane
Super Dogs
1
0
$425.00
0

Some tips for data entry in your form:  

· Press the Enter key after keying data in each row to move to the next row or the next Record.

· In rows with numbers, "0" is a default number, and if that is the number needed, simply press Enter.  

· When entering Price, simply key the dollar amount with decimal if needed.  The program will supply the dollar sign, as well as the decimal and zeros if you've entered a whole number.

· Use the spelling checker after you have entered all of the data.  Simply click on the spelling icon (ABC over a check) or go to Tools ( Spelling...

After you’ve entered all the necessary data, close the last form by clicking in the upper right (, and go to the Table tab to open your table.   It will look like this:

Note that this is only a window on all of your data. Use the sliding bar to move left and right to see all of your fields.
You should adjust column widths for the longer entries.  Do this the same way you would do it in an Excel spreadsheet: place your mouse on the line between columns in the shaded row at the top.  When you see the double pointed arrow, hold down the left mouse button and drag the line to where you want it.
Then click New





Forms tab





Select “Form Wizard” and choose “Table 1” from the drop down menu. If your table name is different, you need to enter that name.





Select All





Try each and choose one. 





Next





Pick one





Next





The name of the table that you’re using for the form





You’re done





LESSON 2 ASSIGNMENT: Print a copy of your data table.  Use only one sheet of paper.  To do this you will probably need to go to File ( Page Setup... ( Page and select Landscape.  Check your print preview before printing to make sure that the complete table will print on one page.





Your Entry Form





Record Number





You’ll get the following screen:





The Form Wizard screen looks like this:





When you’re done, close the window by clicking on the ( in the upper right hand corner.
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