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CREATE A NEW DATABASE:

1. Click the new icon on the standard toolbar→OK

2. Name your database TECHPREP and then click Create

CREATE A TABLE IN YOUR DATABASE:

1. Select the Tables button in the Objects bar

2. Double-click Create table in Design view
3. Type the first Field Name as StudentID; Tab and under Data Type select Text 


4. Look below to the Field Properties pane below and type 5 in the Field Size property (this step is optional)

5. Add another Field Name to your table – DateEntered
6. Add field called FirstName
7. Add field called LastName
8. Add field called HighSchool
9. Define StudentID as the primary key 
(icon on Table Design Toolbar)
(Primary Key is field where entry for each record will be unique – no duplications)

10. Click Save icon on Standard Toolbar to save the table with the name StudentInfo (the table must be saved before entering data)  Notice the blue title bar now reads StudentInfo: Table

11. Switch to datasheet view (first icon on the Table Design Toolbar)

12. Enter the following records:

	StudentID
	DateEntered
	FirstName
	LastName
	HighSchool

	1
	5/31/05
	Mary
	Garner
	Annapolis

	2
	6/3/05
	William
	Martin
	Broadneck

	3
	6/3/05
	Kathleen
	Blake
	Arundel

	4
	6/14/05
	Anthony
	Gaines
	Annapolis


13. Close the table (click the x in the top right of the table window)  No need to save the table first; info is automatically saved with the table.

CREATE ANOTHER TABLE IN YOUR DATABASE:

1. Create the table in design view, using the following fields

FieldName



DateType
StudentId



Number

DatetoRegistrar


Date/Time

ArticulatedCredits


Number

2. Save this table as Credit Process
3. Switch to Datasheet View and make up three records to enter into the table

TABLES ARE THE FOUNDATION OF AN ACCESS DATABASE. 

INFORMATION FROM ONE OR MORE TABLES CAN BE BROUGHT TOGETHER IN QUERIES, FORMS AND REPORTS 

