
Adding a New Field to a Table in Design View 
 
 
 
You can go back to the Wizard to add or change an existing table, but using Design view gives 
you the most control over a table that you are designing.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Click on the Design View button in the Menu Bar and you will see a list of all the fields in the 
currently selected table. Below the names of the fields are the properties for each field when it is 
selected. Note: the F1 Key is extremely helpful when you are building a database in Design 
view. 
 

 
 
 
 
 
 
 
 
 
 



Type in the name of the new field (in this case, it’s Date Joined) and click on the Data Type field 
next to it – you will see a pull-down arrow: 

 
 
The menu give you a list of Data Types you may choose from. The default type is text and works 
for most fields, but sometimes you may want to format the field differently. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



In this case, we want to choose a Date/Time format: 
 

 
 
Now we make some choices in the Field Properties window – when we click on Format, we can 
see a list of Input Masks. When we click on Input Mask, three small dots appear that will list our 
format choices when clicked. 
 

 
 
 
 
 
 
 
 
 
 



Access prompts us to save: 
 

 
 
From the list, we choose Short Date: 

 
 
 
Access lets us test the format in the window – then we click Next and Finish. 
 

 
 
 
We switch from Design view to Datasheet view: 



 
 
Access prompts us to save: 
 

 
 
In Datasheet view, we can see our new field with its formatting ready to go: 

 
 


