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Databases

Planning a database is an important step in the
creation process. Consider:

e Fields you need
e Tables you need
e The primary key

o Relationships between fields

Click the
File tab and select New. Type a word/phrase
that describes the database you want to create
in the Search for online templates field and
click Search 2. Select the template you want
to use, name the new database, and
click Create '

Click the File
tab, select New, and click the Blank
database [ - button. Type a name for the new
database, and click Create '

In Datasheet view, click the
New Record ¥:: button on the record
navigation bar. Or, begin adding data in the
blank bottom row of the table.

Record selector

8 Buchanan Steven
9 Dodsworth Anne
*  [(New)

Start adding a new record here

Click the record selector |
(gray box to the left of the record) for the
record you want to select.

Click the field you want to edit
and make the necessary change. Press Enter
to commit the change.

Click the record selector
next to the record you want to delete, click the
Delete X button on the ribbon, and click Yes.

Click the record
selector | for the first record you want to
select and drag to the last record you want to
select.

Click the field (column) header
for the field you want to select.

Select the data you want to
copy, click the Copy E& button on the Home
tab, then click where you want to paste the
data, and click the Paste ‘™ button.

a: Click the Home tab and click
the Spelling ¥ button, or press F7.

Display the
object you want to preview. Click the File tab,
select Print, and click Print Preview .

Display the object
you want to print. Clicknthe File tab, select
Print, and click Print "=,

Find and Filter Data

Select the column header or click in
any cell in the field you want to search, and
click the Find # button on the Home tab. Type
the text you want to find in the Find What field,
and click the Find Next button.

Select the column header or
click in any cell in the field where you want to
replace text, and click the Replace 2% button
on the Home tab. Enter the word you want to
find in the Find What field, then enter the text
that will replace it in the Replace With field.
Click Replace or Replace All.

Click anywhere in the column
you want to sort and click either the
Ascending ! or Descending ! button on
the Home tab of the ribbon.

Click the Clear All Sorts %+
button on the Home tab.

Click anywhere in the column
you want to filter and click the Filter ¥ button
on the Home tab. Uncheck the boxes for any
data you want to hide and click OK.

Click in the column you
want to filter, click the Selection ¥ button on
the Home tab, and select an option from the
menu.

Click the Advanced Filter
Options = button on the Home tab and select
Filter by Form 3. Click the empty cell below
the field you want to filter, then click the list
arrow and select the value you want to use to
filter the records. Repeat this to filter by any
additional fields, and click the Apply Filter T
button on the Home tab to filter the records.

Click the Advanced Filter
Options = button on the Home tab of the
ribbon and select Clear All Filters % .

Click and drag the
column header’s right border to the left or right.
Or, double-click a header’s right border to
auto-size the column.

Click and drag the row
header’s bottom border up or down.

Click the header for the
column you want to freeze, click the More =
button on the Home tab, and select Freeze
Fields [,

Click the header for the
column you want to unfreeze, click the More
button on the Home tab, and select Unfreeze
All Fields.

Click the header for the column
you want to hide, click the More 1 button on
the Home tab, and select Hide Fields.

Click any column header,
click the More = button on the Home tab of
the ribbon, and select Unhide Fields.
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Tables

Click the Create
tab on the ribbon and click the Table £
button. Click the Click to Add field heading,
select a field type, type a name for the field,
and enter the data for the new field. Click the
next Click to Add field heading to add another
field.

Click the
Create tab on the ribbon and click the Table
Design = button. Enter a name in the Field
Name column and click in the first Data Type
field. Click the Data Type '~ list arrow, and
select a data type for the field.

In Design view, click the record
selector | for the field that will be below the
new field, and click the Insert Rows £ button
on the Table Tools Design tab. Enter a field
name for the new field, press Tab, click the
Data Type |~ list arrow, and select a data

type.

In Design view, click the
record selector |  for the field you want to
move, then click and drag the selected row up
or down to the desired location.

In Design view, click the record
selector |  for the field you want to delete, and
click the Delete Rows =¥ button on the Table
Tools Design tab.

Open the table whose
field(s) you want to modify in Design view, click
in the field’s Data Type box, click the Data
Type ! list arrow, and select a data type.

In Design view, select the
field you want to use as your primary key, and
click the Primary Key T button on the Table
Tools Design tab.

In Design view,
select the field that you want to change the
properties for, click in the property field you
want to change, and enter the new settings.

In Design view, select
the field whose size you want to change. Click
in the Field Size field and type or select the
field size.

In Design view, select the field
you want to index, click in the Indexed
property field, click its list arrow, and select an
indexing option.

In Design view,
click in the field’s Description box and type
the description.

In Design view, select
the field you want to add a caption to, click in
the Caption property field, and type a caption.

In Datasheet view, click the
Totals > button on the Home tab. Click the
cell in the Total row for the column you want to
display the total for, and select the function you
want to perform on the field.
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