BEGINNING ACCESS- Notes

To create a new DATABASE file:

- Choose BLANK DATABASE

t_—ny | AcroE|

5 & =

Create Convert Preferences Create and Create and Send

FOF  Multiple Reports Attach to Email For Review

Create Adobe PDF || Create and Email| | Review And Comment|
Template Categories
Featuring . . . .
Getting Started with Microsoft Office Access

Local Templates

From Microsoft Office Online

Business

Personal

Sample

Education emplates

Contacts

Marketing projects Projects

| I |

Eﬁ%omine

What's new in Access 20072

The new Access 2007 contains more powerful tools
to help you quickly track, report, and share
information in a manageable environment. Learn
maore about the new features and improvements,

More on Office Online:
Training ‘Templates Downloads

Get the latest content while working in the 2007
Microsoft Office system

# Guide to Access 2007 User Interface

Organize all your objects using the new, easy access
Navigation Pane

L

- IMMEDIATELY give the database a name and save in YOUR H: FOLDER.

\

Getting Started with Microsoft Office Access

New Blank Database

—

¢ Mavigation Pane

e SRS NS

| »

At 40N \ LA X W

Blank Database
Featured Online Templates A
| | ‘ ‘ ——
] / =4 "
| W o \
Assets Contacts Events Marketing projects Projects 4
Ol soemaer . More on Office Online:
L2 Office Online o
Training ‘ Templates | Downloads e Access database that dos
ot contain any exig ta or objects
What's new in Access 20077 g g
. . o File Name:
The new Access 2007 contains more powerful tools . Get the latest content while working in the 2007
to help you quickly track, report, and share Microsoft Office system |:Jaiabasel |
information in a manageable environment. Learn # Guide to Access 2007 User Interface C:\Users\Lisa\Documen
more about the new features and improvements. . . .
Crganize all your objects using the new, easy access

5
\



- Click on the VIEW BUTTON
- Change to DESIGN VIEW to create your table.
- You must give the table a name and Save before moving on.

TABLE NAME/Your Name (first name AND last name)

This will become your header.
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- Set up FIELDS(columns) for the table and choose the correct data type.
Use the INPUT MASK and DEFAULT VALUE as needed.
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- Change to View - Datesheet View to begin entering your data.
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- COMPLETE table and Save.
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PRINTING

- Highlight all Columns

- Click on Home tab->More button->Column Width->Best Fit
**(or double click between column headers like EXCEL)

- ALWAYS - Click on PRINT PREVIEW and make sure it fits on one page
** (you may need to decrease font size to make everything fit)
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