Microsoft Office 2000

Assignment #6 – Access – Creating Tables and Entering Data

Objective:

Upon completion of this unit, you should be able to demonstrate how to:

· Create a New Database

· Create a Table/Table Structure

· Saving Database Objects

· Datasheet View

· Changing the structure of a Table

· Record Management

· Open a Database File/Open a Datasheet

· Entering Records

· Printing Tables

· The Table Wizzard

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 19 and DO all hands-on exercises 15.1 through 15.13.  

Page 561 - 589

_____ Complete the Concepts Review – page 590

_____ Do Skill Builders 19.1 and 19.2 page 591 - 592

_____ Print and turn in Assessments 19.1 page 594-595
_____ Extra Credit Project:  If you have time, create a database for your own 

 Personal Address Book.

When you are finished, turn in this cover sheet to your instructor and proceed to the next assignment sheet.
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