Open a new blank database
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Save it with a descriptive name in the folder of your coice

Blank Database

Create a Microsoft Office Access database that
not contain any existing data or objects.
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Double click on the table name to open it — it opens in Table View
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Switch to Design View by clicking on Home>View>Design view
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Change the first field name to Last Name, and change the Autonumber default data type to Text — you
may add a description if you like — it is optional (see below)
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The field description is optional. It helps you
describe the field and is also displayed in the
status bar when you select this field on a
form. Press Fl1 for help on descriptions.

Add other fields of your choice and choose what type of data it will be:
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If you include an email address, you should choose to hyperlink it:
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Go back to Datasheet View — you will be prompter to save your table:

Microsoft Office Access

- You must first save the table.
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Design View

You will see the Fields you have designed:
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Now you can fill in your information. Use the tab key to progress through the information as you type

(notice that the email address is automatically hyperlinked:
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If you have an existing list, you can import it into the database if you specify the source:
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Select the source and destination of the data

Specify the source of the data.

File name: |C:\Domments and Settings\jbelisle My Documents), | [
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Specify how and where you want to store the data in the current database.

(*) Import the source data into a new table in the current database.
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