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Microsoft Access 

Start Access : 

 Click on the Start button and choose All Programs  

  From the sub-menu choose Microsoft Office 

  then Microsoft Office Access 2007  

 

Start       All Programs       Microsoft Office       Microsoft Office Access                        

                                                                                                2007  

 

 

 

 



 

CREATE TABLES : 

 Click the Datasheet tab. 

 In the Ribbon, click View. 

 From  the menu, click Design View. 

 

 



 When the Save As window appears, type: طلاب محاسبة in the Table 

Name box. 

 

NAME FIELDS: 

 

 Click in the second box under  Field Name.  

 

 

 

 

 Type: First Name  

 Press the ENTER key or Arrow key on your keyboard.  

 

 

 



 Type: Last Name 

 

 

 

 

 

 

 

 

 

 

CREATE RECORDS: 

 In the Ribbon, click View, then Datasheet View. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

ADD NEW FIELDS: 

 Right-click the phone column heading. 

 When the menu appears, click Insert Column. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

• Right-click the column heading. 
• When the menu appears, click 

Rename Column. 



 


