l ipsMake.c.,m

TipsMake > Application >Office information >

Use Index in Access 2016

Anindex is apointer to each value that appears in the indexed table / column, which has the same meaning as
the entries in the Index of a book.

Index is a special data structure designed to improve data access speed. Simply put, an index is a pointer to each
value that appears in the indexed table / column, which has the same meaning as the entries in the Index of a
book.

1. In some cases, such asfor aprimary key, Access automatically creates an index for you.

2. Theindex stores the location of the records based on the selected fields.

3. After being provided with an index location, Access retrieves data by moving directly to that location,
performance and time are significantly faster than scanning through all records to find data.

4. Indexes can speed searches in queries, but performance may also slow down when adding or updating
records.

For example

Continuing to manipulate on the Access database that we have practiced in the previous lessons, TipsMake.com
will guide you how to identify automatically created indexes, how to create and delete an index as you wish.

First, you need to remember, any field set as primary key in Access is the default of an index. Access creates
additional sub-indexes depending on the name of your fields.

To check, go to the File menu , select Options.
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Go to the File menu, select Options

Options window opens, select Object Designers.

[ Change the default settings for design of database objects. Most options are ignored in table

BZ] datasheet and layout view
Current Database

Datashest Table design view
Object Designers Default field type: Short Tet =
Procfing Default bext field size: 255 -
Language o Long Integer =
Autel = ID:key;code:num

Client Settings

Cust e Ribbon

Cuick Access Toolbar Query design

[#] Show table names
[ Output all fields

[ Enable AutoJoin

Add-ins
Trust Center
Query design font
Font: | Segoe Ul
Sice: (8 v
SOL Server Compatible Syntax (ANSI 92)
[ This database

[] Default for new databases

| BdrmlReport disign view

Select Object Designers

In Autolndex on Import / Create, you will see ID; key; code; num in the corresponding text box. So by
default, the index will be automatically added to fields with a name that starts or ends with "1D", "key",

n Codell , n numll .

If you want to add an index to afield, go to the Field tab , black out the required field and check the Indexed
box in the Field Validation field. Example with table tbINhanvien in database:

“ Home  Create  EdenalData  DatsbaseTook  Help  Fields | Table Q) Tell me what youwant to do

YA 12 [ [ ostesTime || [E]Mame & Caption 1 Shart Teat - Requied 5
[ YesrNa X Detautt Vslue 1 [ unique =
View Short Number Currency Delete - =
g Test it Mare Fields = i Field Sze | 255 d
Views Add & Delete Properties Foamatting Field Vakdation
All Access Obje... © « | 3 tibnanden’, : R
— 5 MhanvieniD - | Ten =| Ho - ChucDanh | Diachil -| Diachiz -] Quan - Thanhpho - IMabUGGISAY-=
Tables 2 1Huyen Mguyen Biendich  56DuyTan 144CauGiay CauGiay HaNoi 10000
B wscongris . 2 Thuy Buil Truongnhom 56 Duy Tan 134 Tran Dang | Cau Glay Ha Nol 10000
: 3 Ha Nguyen Blen dich 56DuyTan 56DichVong CauGlay HaNaol 10000
3 4 Hal pham  Bien dich 56DuyTan 12DichVong CauGiay HaNoi 10000
=2 S Phuong Phung  Bien tap 56Duy Tan 211 Xuan Thuy CauGidy HaNoi 10000
x| 6Trang  Nguyen Bien tap 56Duy Tan 84 Hoang Cuoc Cau Giay Ha Noi 10000
M e 7 Minh Nguyen Bien tap 560wy Tan 22 To Hieu CauGiay HaNoi 10000
T tomahaevicn 8Quyen Le Bien tap. 56 Duy Tan 34 Dich Vong H Cau Giay Ha Noi 10000
: 1lHanh  Vu Blen dich 56DuyTan 32DuyTan  CauGlay HaNaol 10000
3 toacgia = (New)
B thlsccisNo

Click the Indexed box in the Fields tab to set the index for the selected field

Y ou also have alternative options to create or delete bookmarks. Go back to Design View view , select any field
and then follow the I ndexed section in the detail properties area at the bottom of the screen.



= tbiNhanvien

Field Name Data Type Description (Optional)
! NhanvieniD AutoNumber Tao tu dong
Ten Short Text
Ho Short Text
ChucDanh sShort Text
Diachil Short Text
Diachi2 Short Text
Quan Short Text
Thanhpho Short Text
Mabuudien Short Text
Dien thoai Short Text
Field Properties

General [Lookup)

An index speeds up searches and sorting on
the field, but may slow updates. Selecting

Yes - No Dupli prohibits duplicate
values in the field. Press F1 for help on
indexed fields,

T
IME Mode No Contral

IME Sentence Mode HNone
Text Align Genera

No mode next to Indexed means that thisfield is not indexed
Y ou can change it by clicking on the drop-down menu and sel ecting the mode that suits your needs:

1. No: Noindex set.
2. Yes(Duplicates OK): alows you to enter the same records on thisfield.
3. Yes(No Duplicates): do not alow to enter the same records on this field (usually lock fields).

Allow Zero Length Yes

Mo

Unicode Compression

IME Mode Yes (Duplicates OK)

IME Sentence Mode Yes[NoDuplicates) ({590, 0, . 1ab .00 A
Text Align General

Click on the drop down menu and select the mode that suits your needs

Now try to create an index for the Ho field in this table. In Indexed, select Yes (Duplicates OK) for this field
and Save table, Access noted that you created the index



T tbiNhanvien

Field Name Data Type Description (Optional)
T NhanvieniD AutoNumber Tao tudong
Ten Short Text
Ho short Text
ChucDanh Short Text
Diachil Short Text
Diachi2 Short Text |
Quan Short Text
Thanhpho Short Text
Mabuudien Short Text
Dien thoai Short Text

Field Properties

General [Lookup

Field Size 255

Format

Input Mask

Caption

Default Value An index speeds up searches and sorting on
Validation Rule the field, but may slow updates. Selecting
Validation Text “fes - Mo Duplicates” prohibits duplicate
Required No values in the field. Press F1 for help on
Allow Zero Length Yes Rl

Indexed ~

Unicode Compression | Yes

IME Mode No Control

IME Sentence Mode Hone

Text Align General

In Indexed, select Y es (Duplicates OK) for Ho school

Another areayou can see and adjust the index for the tableisin the Design, Hide / Show group tab .

Home  Creste  BttemalDsts  DatsbaseTooks  Help | Design g Tellme what youwsntto do

s K —_ [— = o —
E L (—=n =] o
Wiew Tent Validation Property| indexes | Creste Data  Rename/ Relationships  Object
- Rules Sheet | Macros+ Delete Macro Dependencies
Views Tools Show/Hide  Field, Record & Table Events Relationships
All Access Obje... @ « | T titihanien
sk o Field Name Data Type Description (Optional)
- | | Tao tudong
Tatlen . Ten Short Text
@ Ho Short Text
ucDan! e
m ChucDanh Short Text
Jass QT Diachil Short Text
m Diachi2 Short Text
E Quan Short Text
@ Thanhpho Short Text
m Mabuudien Short Text
m Dien thoal Short Text
i Fiekd Properties
O rems Generst Lookup
Queries &
55
5 quey
Anindex speeds up searches and sorting on
the field, but may 30w updates, Selecting
“Yes - No Duplicates” prohibits duplicate
Mo walues in the field, Press F1 for help on

indened 1

fes

ndexed .
Unicode Compression _ Yes

ME Mode Mo Control

ME Sentence Mode  Mone

Test Align Gentral

View and adjust the index in the Design - Show / Hide tab

Click Indexes, you will see alist of all indexed fields in this table.



& Indexes: thiNhanvien *

Index Name Field Name Sort Order -
§ NhanvienlD  Ascending
Ho Ho Ascending

Index Properties

Primary Yes
Unique Yes The name for this.index, Each index can use up
Ignore Nulls Mo to 10 fields;

The NhanvienlD and Ho fields have indexes in the current table
Previous article: Calculation expression in Access 2016
Next lesson: Wildcard representation operator in Access

Y ou finished reading the article "Use Index in Access 2016" edited by the TipsM ake team. We hope this article
has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and guides.

Thank you for reading and for following us regularly.
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