l ipsMake.c.,m

TipsMake > Program >Database >

How to Keep and Control Records Using Micr osoft
Access

Keeping records on a computer allows you easy, on-demand access to all your records. There are many
computerized record-keeping programs out there (usually called database applications), but if you have a
computer running Windows,...

Part 1 of 2;

Installing Microsoft Access
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Get Microsoft Access. Accessisavailable as part of Microsoft Office for Windows. The application is
available in variousiterations, including Office 365, which you can "rent" for less than $10 a month, by
purchasing Microsoft Office for Windows on disc at aretail store or online, or by buying Access as a
separate application from Microsoft online. Accessis not available on any other operating system other
than Windows.

1. All of the latest information on Office is available at Office.com. [2]

2. If you want the Windows version of Office on Mac, get a compatible copy of Windows and run it

aongside OS X with Mac's Boot Camp software.[3]
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Decide where you will store your database files. Y ou can use cloud storage such as Microsoft OneDrive
or DropBox so that your files are available from anywhere that you can access the Internet, store your files
locally on your computer or other network, or save copiesin multiple places to be really secure.
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Install the Office suite. Unless you have the CD you will have to download and execute (double click the
file) a Setup file and then install over the Internet. Y ou can choose which applicationsto install -- Office
includes Access in the main suite unless you deselect it deliberately. Y our computer may restart one or
more times during the process.

Part 2 of 2:

Creating a Simple Database
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Start Microsoft Access. To find the program, click the "Access" icon in your All Appslist on the Start
menu. The app appears giving you choices of what type of project you want. With a blank database you
can keep reports of people you owe money to -- or people who owe money to you -- or for lists of
invoices, large databases of postal or e-mail addresses, or other large amounts of data.

1. Accessisamuch more powerful tool for these chores than is Microsoft Excel. Access can work
easily with Excel by importing data from (and exporting data to) that application via buttons on
Access External Data tab.

2. Tomakeit easier to start the program in the future you can right-click the icon and choose "Pin to
Taskbar" to pin theicon to your taskbar.
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Choose " Blank Desktop Database" and then click " Create." Y ou can play around with the other
options when you get more experience with the basics. The program starts with a new file named
"Databasel" by default and a brand-new table in front of you called "Tablel."



1. Databases store datain raw format in tables that tell Access where to alocate space on ahard drive

for the data you put into each table cell.
2. You can also usethe"Tab" key to get to the next field or use your arrow keys.
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Click theyellow 'Click to Add' box. A menu appears, from this menu you choose a data type for the
field; optionsinclude "Short Text' for short text boxes, such as for names or postal addresses, "Number,’

'‘Currency,’ 'Date and Time," or one of the other choices.
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Name the new column. Note that the first field of the table fillsin with ID numbers automatically as you
add itemsin the rows and column(s) at right, hence its name "ID" -- you can change this behavior as you

gain experience using the software.
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Enter mor e data. Specifically, create new columns, add data to rows, and rename columns as you need.
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Save your record. To do so, click the 'File' tab and then click 'Save As.' Leave the choices as they are by
default and click 'Save As again. Click "Yes' when Access asksiif it can close all objectsto save. Thefile
is saved.
1. If you ever choose to move your database to the cloud or another device, Access can help you
format your data for the new platform. Just click "File" and then "Save As' and you'll seethe
formats available in the window pane at right.

Y ou finished reading the article "How to Keep and Control Records Using Microsoft Access' edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.



https://tipsmake.com

© 2019 TipsMake.com



