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Basics (Access)
1 To openopen 
database 
select 
“Table”

4 A Record

3 The Database in Table view

5 A Field

6 To change 
a fi eld, click 
in fi eld and 
change data 

8 To add a Record, fi ll 
in new details 

QueriesQueries
A. Select Queries 
and the Wizard B. Select Table and 

All Fields and Finish
C. Select Design

E. Select Normal View

D. Select Your Criteria

7 To delete 
a record, 
right click 
on left end 
of record 
and select 
Delete 

2 Double 
click on 
required 
table.

Select fi eld for sort

Turn off any fi elds not required

Enter what you 
are looking for:


