ACCESS HELP SHEET


SETTING UP A NEW TABLE IN A DATABASE

1. Load ACCESS

2. Click on OPEN EXISTING DATABASE

3. Point to and click on OK

4. Select database

5. Point to and click on OPEN

6. You are now in the DATABASE WINDOWS. Point to and click on TABLE tab

7. Point to and click on NEW

8. Point to and click on DESIGN NEW

9. Point to and click on OK

10. Repeat the following as necessary until all field names have been entered

10.1. Type in field name in FIELD NAME column

10.2. Point to and click on DATA TYPE column and select appropriate type (this is normally either text or number)

11. When al field names have been entered then Point to and click on VIEW

12. Point to and click on DATASHEET VIEW

13. Point to and click on YES

14. Type in a name for your table

15. Point to and click on OK

16. Point to and click on NO

You have now set up a new table

ENTERING AND UPDATING DATA IN A TABLE
1. Enter the data items under their appropriate headings

2. Use direction keys to go from one field to the next

3. Use ENTER key to move down to new record, if necessary

4. To DELETE a record

4.1. Point to and click on grey border to left of record to be deleted

4.2. Point to and click on CUT

4.3. Point to and click on YES

5. To ADD a new record after all the others have been added

5.1. Point to and click on RECORDS

5.2. Point to and click on DATA ENTRY

5.3. Enter record as necessary

SORTING DATA INTO ASCENDING OR DESCENDING ORDER

1. Click on first data item under field name you wish to sort (do NOT highlight)

2. Point to and click on AZ (ascending) or ZA (descending) button as required

FILTERING (SELECTING) DATA

1. Point to and click on RECORDS

2. Point to and click on FILTER

3. Point to and click on ADVANCED FILTER SORT

4. Drag across fields you wish to be printed

5. In the CRITERIA box for each field type in what you are looking for

YOU TYPE IN 
YOU GET (EXAMPLE)

smith
Anyone who is called Smith

*smith *
Anyone called Smith or Carlton-Smith or Smith-Willoughby or Psmith etc. etc.

45
Anyone who is 45 years old

>45
Any one over 45 years old

<45 
Anyone under 45 years old

>30 AND < 40
Anyone over 30 but under 40 years old

6. Point to and click on APPLY FILTER button

PRINTING YOUR TABLE AS A REPORT

1. Point to and click on WINDOW

2. Point to and click on database window

3. Point to and click on REPORTS tab

4. Point to and click on NEW

5. Point to and click on AUTOREPORT TABULAR

6. Point to and click on arrow to right of CHOOSE TABLE box

7. Select table you want to print

8. Point to and click on OK

9. To add your name to printout 

9.1. Point to and click on VIEW

9.2. Point to and click on DESIGN VIEW

9.3. Drag Header box across until it is big enough to add your name in it

9.4. Type in your name

10. Point to and click on FILE

11. Point to and click on PRINT

12. Point to and click on OK
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