Validation Rules:  Rules that are incorporated in the design of the database to ensure that the data entered is valid.

Examples: do not allow a negative number in amount paid

Do not allow a recruiter number to be entered in the client table if no such recruiter exists.

These rules are entered in the Field Properties at the bottom of the design view of the table.

Field Properties:

1. Field size:  once you enter a number here, the user cannot type more characters.

2. Format   > for UPPERCASE and < for lowercase

3. Required: change to Yes, and then the user cannot move off a record unless a value is given for the field.

4. Validation Rule: you can enter any condition that you want the data to satisfy. 
Example: >=0 AND <=100000

                  “MED” or “DNT” or “LAB”
5. Validation Text: The message that will pop up when the user enters invalid data.

6. Default Value:   enter a value that all new records will get for this field. (example: 0 in amount paid)

It is possible to include a totals row in the datasheet view of a table. You can calculate sum, avg, max, min, etc.

You can also format a datasheet view to change its appearance.

Referential Integrity:

Define a relationship between tables. A relationship specifies that there is a field in one table that has the same meaning as a field in another table.
Example: recruiter number in the recruiter table and client table. 

If you choose to “enforce referential integrity” then Access will not allow any recruiter number to be entered into the client table if such a recruiter does not exist in the recruiter table.

One-to-many relationship: one record in the recruiter table can match several records in the client table.
If you click on the + to the left of a record in the recruiter table, you see a subdatasheet of the client table, ie. All records in the client table that are related to this recruiter number.

Foreign key – the field in a table that is a primary key in another table. (example: recruiter number in the client table)

Backup and Recovery:

It is extremely important to backup your databases in case data gets destroyed or lost. This is made easy for us in Access:
Office Button, Manage, Backup database.

Generally backups are stored on removable drives that can be placed in another location.
