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Select MS Access and start 
a new, blank database:

From File | Get external 
data select import ‐ files of 
type MS Excel

This assumes you saved 
the Excel file to your Z 
drive first.
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Click next

Select "In a new table"

Select "Let access add primary 
key
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Change the table name to MyTunes.

When you double‐click the new MyTunes 
table, you see something like this:

You have successfully imported an Excel database to Access.

Make sure this box is checked.

 MyTunes
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Creating and editing a form

Add the fields
you want to see
on your form

Select columnar
layout
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All these designs are good

Select standard (as we are
going to change it anyway).

Choose a title
and we're done.

Basic form with data

record selectors
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Switch to design view  and turn on the grid if it 
helps as well.

Wizards are on

Simple objects

Dropdown lists

Click to select fields
or labels.
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Click the black squares to 
move these objects separately

Click on the frame edge to 
move both objects together

Editing the form

Drag the cursor over several 
objects to select a group

Use the Format | align | left 
menu to line them all up

Use the Format | Vertical spacing | Make equal 
menu to space them nicely
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You can make them bigger as 
a group and select the 
background and text colours.

When you have had a 
bit of practice you can 
produce a typically 
tasteful colour scheme 
like this one.


	Page 1: May 15-15:49
	Page 2: May 15-15:49
	Page 3: May 15-15:49
	Page 4: Mar 12-15:23
	Page 5: Mar 12-15:23
	Page 6: Mar 12-15:36
	Page 7: Mar 12-15:46
	Page 8: Mar 12-15:46

