
BEGINNING ACCESS- Notes 
 

To create a new DATABASE file: 
 

 Choose BLANK DATABASE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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



 
 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. 

 

 
 

 Click on the Primary Key button on the Design tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 Set up FIELDS(columns) for the table and choose the correct data type. 
Use the INPUT MASK and DEFAULT VALUE as needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Change to View  Datesheet View to begin entering your data. 

 
 
 
 
 
 
 

  



 
 COMPLETE table and Save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
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) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


