
Access, Units C&D
Instruction Sheet

Today’s exercise challenges you to create 2 documents for your personal use.  One is a personal contact list and the other is a personal phone list.

1. Open Access.  Create a new blank database.  Save it to your floppy and name it “Address Book”.

2. Create a table using the table wizard.
· Create a table using the table wizard.

· Select personal addresses

· Choose the following fields:

	First name

	Last name

	Spouse name

	Address

	City

	State

	Postal Code (Rename to Zip code)

	Email address

	Home phone

	Work phone

	Mobile phone (Rename to Cell phone)

	Fax number

	Birthdate


· Name the table “My Address Book”
· Let Access choose the primary key

· Select “enter the data directly into the table”.

· Close the “My Address Book” table.

3. Modify the table design
· Open the “My Address Book” in design view.
· Add a field named “Relationship” with a data type of “Lookup wizard”.
· Select “I will type the values I want.”

· Add the following labels to Col1:


	Friend

	Family

	Work associate

	Acquaintance


· Label the lookup column “Relationship”
· Make this a required field.

· Close the “My  Address Book” table design view.

4. Create a form using the form wizard

· Create a form using the form wizard

· Select “Table: My Address Book”.

· Select all available fields.

· Select the “Justified” layout.

· Select any style you like.

· Select “open the form to view or enter information.”

· Close the “My Address Book” form.


5. Use the Form to enter data into your address book.

· Open the “My Address Book” form.

· Enter 10 records of your choosing.  They can be either real or made up.  

· Be sure that you have at least 2 records for each relationship category.

· Be sure that you have at least 2 people with the same last name.

· Close the “My address Book” form.

6. Create a query using the query wizard.
· Create a query using the query wizard.

· Select “Table: My Address Book”.

· Select the name and 4 phone number fields

· Select “Open the query to view information.”
· Close the “My address Book” query.
· Open the “My address Book” query in design view.

· Sort the “My Address Book” query in ascending order by Last name.

· Close the “My Address Book” query design view.

7. Create the Contact List report

· Create a report using report wizard.
· Select “Table: My Address Book”.

· Select the name, address, city, state, zip code, and relationship fields.
· Choose the “Relationship” grouping
· Sort by last name and first name

· Choose “Stepped” layout, landscape orientation, casual style.
· Title the report, “Prof. Lynch’s Contact List” (replace my name with your name.)

· Select “preview the report”.

· Print the “Contact List” report.
· Close the “My Address Book” report preview view.

8. Create the Phone List report

· Create a report using report wizard.

· Select “Query: My Address Book query”.

· Select all fields

· Choose no grouping, sort by last name, “Justified” layout, portrait orientation, bold style.

· Title the report, “Prof. Lynch’s Phone List” (replace my name with your name.)

· Select “preview the report”.

· Print the “Contact List” report.
· Close the “My Address Book” report preview view.

