Student Daily Work Using Microsoft Access 2000

The following instructions create a quick and very simple database you may adapt for use with your students.  If you had been using Microsoft Works, this is the recommended replacement.  

One of the best resources for more detailed instructions comes from a 5th grade Canadian Social Studies lesson (13 pages with screen shots).  If you want more than the simplified steps below, click here to view that lesson.  If that link doesn’t work, try http://www.quasar.ualberta.ca/edpy202/tutorial/database/access-basic/dbsamp-access.htm
Part 1 - Start Database

Start Access

Blank database

File New Database window opens, select a location, enter a file name, click Create

Part 2 - Create Table

On the left side of the Database window, click Tables, then double click Create table by entering data (this is not the form students will see; you will probably use this for grading)

Double click the heading at the top the first column, type in words to describe the field


do this for each field you want in a record

Save - give the table of the database a name, click OK, 

When asked about a “primary key” click NO

For purposes of testing your work, fill in a few records (these can be deleted later)

Save 

Close the Table window

Part 3 - Create Form 

On the left side of the Database window click Forms, then double click Create form by using wizard (the form you create now is what the students will see and use)

Click the field you want on the form and click the > button; 


do this for each field you want, then click Next.  

Layout - Columnar - click Next.  

Style - Standard - click Next.

Type in a title for the form

Click Modify the form’s design, click Finish which opens the Form Design View.

Be sure the Toolbox is visible (if not, in the Menu Bar, click View, click Toolbox)

Student Daily Work Using Microsoft Access 2000 - continued
Part 3 - Create Form  - continued
Increase the “body” of the form by dragging the “form footer” bar down, 


drag the right side of the “grid” over toward the right margin.

You may move the existing fields by dragging them.

You may change the size of the field boxes by clicking on them and dragging the corners or handles.

To add instructions or any other text: in the Toolbox, click the label tool (Aa), 


use it to draw a box in which you will type (don’t use the text box tool(ab)).

Any text on the form may be changed  (name, size, style, etc).

To see the actual form, in the Menu Bar click View, Form View

Save - Close the Form window

Part 4 - Create Report

On the left side of the Database window click Reports, then double click Create report by using wizard (the report you create now is what could be sent home with a student or included with the report card)

Click the field you want on the report and click the > button; 


do this for each field you want, then click Next.  

Grouping Level - click Name - click > button, click any others you wish, click Next

To sort the data by assignment click the dropdown arrow in the first field box, click Assignment.  You may select additional sorting in the second box

Click Next.

Layout - your choice - your choice of Orientation - checkmark by Adjust the field width 
so all fields fit on a page - click Next.  

Style - your choice - click Next.

Type in a title for the report

Click Preview the report, click Finish which opens the Report

Close the Report window - it automatically saves

The example file (student_assignments.mdb) includes


one table:  Daily Computer Assignments


three forms:  Math Problem Solving, Science, Word Wall


one report: Computer Work

Student instructions which you may tape to the monitor’s side are in the file named 
db_student_instructions.doc
student_dailiy_work_using_access.doc

