
 

 The Access Environment 

 Overview of Relational Databases 

 File Functions 

 Opening an Existing Database 

 Creating a New Database 

 Closing a Database:  

 Creating Tables 

 Using the Wizard to Create a Table 

 Editing the Structure of Databases  

 Entering Data  

 Using Input Masks to Simplify Data Entry 

 Opening an Existing Table to Edit Data 

 Creating Forms – The Easy Way To Enter Data 

 Using the Form Tab  

 Using the AutoForm Button  

 Navigating in Forms  

 Entering Data In Forms  

 Creating Reports  

 Using The Report Tab  

 Using the AutoReport Button  

 Printing Reports  

 Finding Information in Access:  Queries  

 Sorting and Filtering:  Performing One Time Searches  

 Creating Queries  

 Creating Relationships between Tables  

 Running Queries On Multiple Tables 

 Printing Reports From Query Results   
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The BEST Way to use Access            


