Access 2000 Basics Overview

Lesson 1:  Basic Database Concepts

What is a Database?

Start, Explore, and Exit Access

Open a Database

Database Components

Lesson 2:  Create A Database With The Database Wizard

Please Use the Database Wizard

Lesson 3:  Working With Tables & Records

Table Views

Adding Data Fields to a Table

Deleting Data Fields from a Table

Adding Records

Edit Cell Contents

Record Selection

Deleting a Record from a Table

Lesson 4:  Manage Data

Work with Data

Sort Records

Print Your Data

Lesson 5:  Working With Forms

Create a Form Using a Wizard

Understanding Form Components

Modify a Form Using Design View

Create a Form Using Design View

Switching Form Views

Navigating Records

Adding Records

Entering Data

Modify Existing Records

Lesson 6:  Query A Database

Query Types

Sort Within a Query

Explore Query Criteria

Save a Filter as a Query

Create Calculations on Queries

Lesson 7:  Working With Reports

Using the Report Wizard

Preview a Report
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