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Introduction to Microsoft Access - Purpose & Usage Overview

· Demonstration on how to 

· Use an existing database (northwind.mdb)

· Viewing existing tables

· Entering data in tables

· Viewing existing queries results

· Viewing Forms

· Viewing Reports

· Create a new database in Access

· Creating Table (in design view, using wizard)

· Creating Query (in design view, using wizard) Creating Form (in design view, using wizard)

· Creating reports (in design view, using wizard)
· Demonstration on creating select queries

· Using Query Design

· Double Click on Create query in design view

· A dialog box opens to add the tables required, select tables and click Add and close the dialog box after adding them

· Select fields (to be displayed in query result) from drop downs given against “Field”

· Give sort criteria (if any) for each field 

· Give data selection criteria against “Criteria” for a particular field. 

· Using Wizard

· Double Click on Create query by wizard

· Select table from dropdown

· Select fields required in query from Available fields

· Click Next

· Give a name to your query

· Choose radio button – “open the query to view information” if query is complete, otherwise, if you need to specify a criteria, choose radio button – “Modify the query design”

· Click on finish

Students are required to practice the demonstrated steps
