DATABASE
SETTING UP

Select blank database
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Save the Database in the correct area
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TABLES

To create a table select – Tables and Create table in Design View
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Type in the field
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Select this icon in the top left hand corner to type in the data
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Start typing in the data
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FORMS

To create a form select Forms and Create form by using wizard
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Select the table or query and click on the double arrow
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Choose the layout you would like
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Choose the style you would like
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Select finish and you can view and add records to the form
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QUERIES

To create a query select query then create query in design view
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In the field row, select each field individually and add the criteria
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Press on the run button at the top-middle of the screen
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REPORTS

To create a report select Reports and Create report by using wizard
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Select the query or table from the drop down box and click on the double arrow
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Select if any the field you want in a group
[image: image18.png]Microsoft Access

#= travel : Database (Access 2000 file format) =il
Report Wizard

add any ar

fen NATION, FLIGHT COMPANY,
ing wizard TIHE, DATE, NAME

-

riarit

-

4; start - & my worksheets ) Document - Microsof. i travel : Database (ac SR




Select if any the field you would like sorting
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Select the style you would like
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And click finish
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