Creating the Influential Person Database

Step-by-Step
Open Access.

On the Task Pane, click, Blank Database. Name it Person. Press the Create Button.

In the dialog box, choose to Create Table in Design View. You are now in the table 1 view, which allows you to tell Access what you want to include in your table - the place where you create your database.

Enter Fields/Categories: Type Person’s Name under Field Name as the first category. Create two fields “Last Name” and “First Name.” Press the down-arrow key on the keyboard to get to the next line.

Type Birth Date, press the down arrow. Type Date of Death, down arrow, Place of Birth (City), down arrow, Place of Birth (State or Country), down arrow, Education, down arrow, Married/Single, down arrow, Spouse’s Name, down arrow, Number of Children, and down arrow
Define Data Types: Now click into the cell for the Data Type next to “Children.” A drop arrow will appear.

Click on the drop arrow and choose the Number option for Children.

Create a Drop-list for a category: Click in the Data Type area for “Education” and choose Lookup Wizard.

Choose the “I will type in the values that I want” radio button. Click Next.

Click under COL1 and type Grade School, press Tab, type High School, press Tab, type College. Press Tab, type Graduate School. Click Next. Click Finish.

Click in the Data Type area for “Married” and choose Yes/No. Click in the Data Type area for “Single” and choose Yes/No.
Add Records: Click View > Datasheet View and click “yes” when asked “Do want to save? “ Select “No” on Primary Key. You are now in the view where you actually can input the actual data or records, which will be a part of your database. However, this isn’t a very efficient or aesthetic way to input records. A better way to add records is to use a Form. We will get to create a form from our table later. For now, we will close this database and each of you will add one element/record to a finished database on the teacher workstation.

