Microsoft Access Project 1

· Building an address database

· You can build databases easily using the database wizard.  It comes with information for building address books, asset tracking, book collections, contact mgmt, doncations, event mgmt, expenses, inventory, ledgers, membership, music collection, order entry, picture library, recipes, time and billing, video collection, wine list, and workout program

· Handout/definitions

· Create a person address table

Open Access


Blank database, create addr.mdb

Tables, new, design view, ok

Field Name
DataType
AddressID
Autonumber / Long Integer, Increment, Indexed Yes, click Key

FirstName
Text

LastName
Text

Address
Text

City

Text

StateOrProvince
Text

PostalCode
Text

Country
Text

Notes

Memo

Birthday
Date/Time

· Save AddrTable

· Click view button (view/design) datasheet view

· Click firstname –Robert (notice the autonumber)


Enter a few addresses (tab/enter)

· Make a form

Form, new, form wizard, form name

Click firstname >, lastname >, everything but addressID which is not needed

Columnar

Pick your favorite style

Name the form something, finish

All field are on the form

You can move through the records with the buttons:

First, last, next, last and new record

· Build a report

Report, new

Report wizard, your table

Firstname, lastname

Grouping levels, next

Tabular, landscape, adjust so that all fit

· Modify the form


Add words


Click design

· Modify the report

· Click design

