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Overview

• In this tutorial, we will learn how to create a 
new database using Microsoft Access 2007 
including simple:

– Tables

– Records

– Forms

– Queries

– Reports
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Creating Forms

Forms are the interface to tables that allow 
you to create, retrieve, modify and delete 
information



Creating Forms



Creating Forms

To create new records or browse through 
existing records.



Creating Queries



Creating Queries

Select the fields you 
want to include as 
part of your query 
from the Available 
Fields list and then 
click on the ">" button 
to add these fields to 
the list of Selected 
Fields.



Creating Queries



Creating Queries

The query will be automatically saved and 
executed, it searches through the table and 
displays a final result.



Creating Reports

Reports are a way to present information 
collected or queried in a professional manner 
that is easy to read and understand.
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Creating Reports

Use Grouping to organize the data and avoid 
duplication.



Creating Reports

Select how you would like to have the data 
arranged and sorted.



Creating Reports

Select the layout and style of how you would 
like your report to look like.
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