1. Getting Started with Microsoft Access (Office 2000)

Beginning a New Database

2. Open Access.
3. The Access startup dialog box appears.  Click “cancel.”

4. Under the File menu, choose “New...”

5. Now, the “New” dialog box appears.  Choose “Database,” and click “OK.”

6. The “File new database” dialog database appears, which gives you the ability to save your new database.  Choose a name for your database, and type it in the box labeled “File name.” Navigate through your file folders until you are saving the database to a place that makes sense to you.  Click “create.”  The database in this example is named “Example.”
7. The “Example: Database” dialog box appears. Instead of “Example,” yours will say your database name. Double click “Create table in Design view.”

8. A box named “Table1: Table” appears.  This is where you will set up your fields. Click in the top left-hand box, in the “Fieldname” column.”  Name your fields with labels that make sense to you.   In the next column, “Data type,” a drop-down arrow appears when you click in the first box.  Specify if the field is to contain “text” or “numbers,” or anything else.  Use “text” for all fields except where you need to perform calculations.  Descriptions are optional.
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10. Click File/Save. A dialog box prompting you to name the table will appear; “Table1” or anything else unique will work; click OK.

11. A message appears asking if you want to create a “Primary Key.”  This part is optional; choose as you please.  A Primary Key will auto-number each of your records, giving it a unique “key” for identification and tracking.  If this feature will be useful in your database, click yes. 

1. Close the Design View box by clicking the X in its right-hand corner.

Congratulations: your database is now set up.  You can begin entering records into your database.

Entering records into your database

2. Open your database (if it’s not already).

3. The object bar for the database appears (see picture below).  Double click on “Table1”.
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5. Enter your information in the appropriate boxes. 

Some things to remember:

Access saves each field as you enter it (at least, this was true in the 97 version).  

The “save as” function does not work as it does in most other Microsoft products.  If you simply want to copy your database to a disk or another drive, close the database, and then copy and paste the file.

Databases created in Office 2000 may not open in Office 97.
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