Let’s Make a Christmas Mailing List

using

Microsoft Office’s Database - Access

Successful completion of this activity meets the performance task requirement

for the database portion of Novice Productivity Tools.
1. Start (button in taskbar, usually at bottom left) - New Office Document - Blank Database

2. Save (locate the folder you want to save in and then name the new database) Create

3. Create Table by entering data (a window similar to a spreadsheet opens)

4. Right click on FIELD1 - at the bottom of the list that appears, click “rename column”

5. Now just type the word First over FIELD1 which is selected

6. Continue renaming fields:  Field 2=Last, 3=Street, 4=City, 5=State, 6=Zip

7. Enter the name and address of at least 5 people (you will have created five records)

8. Save (enter a name for the table that will be saved within the database you’ve already saved)
You will get a message saying there is no primary key defined - keep calm - 

click YES - an ID field will be automatically inserted to the left of the first field 


- each record will be given a different ID number


9. Now click on the file’s database button that is in the taskbar (the table button is also there)

10. At the left side of the window under “Objects”, click Reports - Create report by using wizard

11. Select all of the fields except ID: as each field is highlighted separately starting with First, click the > button, then click Next.

12. You don’t want any grouping levels so click Next

13. [image: image1.wmf]You may now sort on a field of your choice by dropping down and selecting the field name, then indicating whether you want ascending or descending order, then click Next

14. You can experiment with the layouts, but for this activity - 

please select Tabular and Landscape, then click Next

15. After you check out your choices, select a style by clicking on it then click Next

16. Be sure “preview the report” is selected, then click Finish

17. Check it over - scroll down and across if necessary. Click the Close button in the tool bar to stop this preview (the “strange-looking” layout view will appear)

18. Save (it seems like nothing happened, but it did save) - Print

19. You now have a table and a report within the database file.  Now we can use the database file for making labels (and envelopes).                    
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