For your Term Project, here is a summary of the steps I recommend to save time:

 

Step 1.  Construct each of the tables in the Term Project you have decided on.  Craft EACH field very carefully, and make sure that all Foreign Key fields precisely match the Primary Field characteristics in the table it will be linked to.  For example, the State table will have a 2-character State Abbreviation as the primary key.  In the Employee table, you will be using StateAbbrev as a Foreign Key, and you must manually change it from the default 50-character length to a 2-character field.  Unfortunately, Access will not warn you of the mis-match, and it will appear to work OK, even though the fields are not properly defined.  You'll have trouble later with Forms, Queries, and Reports, though, when the field sizes or types do not match precisely.  

 
TIP:  Start your task by carefully building each single-field-key table in your project, starting with the simplest (i.e., those that have no Foreign Key field within the table).  Then, build the tables with single-field-primary keys that do have Foreign Keys fields inside.  If you hit a Foreign Key field for a table you've not yet built, make a handwritten note to yourself to ensure that you reconcile the field definitions for that Foreign Key field when you do get around to building the table it will link to.  You can anticipate the Foreign Key field specifications, but later you may find you decide to change it.  If so, go back to each affected Foreign Key field and fix it.  

 

TIP: If you use Table Lookup for each Foreign Key that you add in your table, Access will do its best to help you automate your Forms, Queries, and Reports.  This is NOT absolutely necessary, as you'll be able to manually use lookups later if needed.

 

Step 2.  Go to the Relationship screen and carefully build each and every relationship between all Foreign Keys and the Primary keys.  BE CERTAIN of the following: Referential Integrity MUST be manually selected on for all relationships.  As I have tried to explain, unlike the Tutorial 9 examples, Cascading Updates and Deletes should NOT be checked.  In the business world today, we cannot afford to allow clerks or other users to automatically delete or alter large numbers of records by Cascade.

 

Step 3.  Build Forms to maintain ALL of the tables.  A) Start with the simple tables, (single-field Primary Key, and no Foreign Keys).  Use format or legal values sparingly, only where another table is not available to help you ensure data input accuracy by using the inherent Referential Integrity controls.  It is probably best to assign any manual legal value constraints in the actual table, or you'll find you have to do that in multiple forms.  B) Continue to the slightly more complex tables (single-field Primary Key, but also having Foreign Keys).  Look at the Platinum Limousine project for examples if you need to).  C) Many tables will need to use subforms.  For example, it is NOT acceptable to blindly enter employee pay records, so you'll have to capture the basic Employee Data in a form, and then maintain the individual pay records in a subform.  In the same way, you cannot simply blindly build invoice (or purchasing) lines.  You need to prepare a main form for the Invoice (PurchaseOrder), and then imbed a subform to manage each line in the Invoice (PurchaseOrder).  

 

ONCE YOU'VE COMPLETED THE ABOVE TASKS, YOU ARE IN AN IDEAL SITUATION FOR THE TERM PROJECT, AS YOU'LL HAVE A SOLID, WORKING BASIS FOR ALL THE REST OF THE TASKS!

