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Databases are stores of information, such as supplier names and product inventories, that allow you to
sort and extract individual pieces of information on demand. The Database window, shown below, is the
control center from which you build, modify or access database components. Whenever you want to return
to this window, click , or press F11 or ALT+F1. The diagram below outlines the three ways to get started.
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Quick Reference Guide

The Database Window

................................. store information in columns (fields) and rows (records). See page 2.

............................. sort and extract user-defined information from a database. See page 5.

......................................... are data input screens in which you add or edit info. See page 4.

.................................................. are printed summaries of specific information. See page 4.

............................................. are Web pages that are connected to a database. See page 6.

1. In the File New Database
dialog box, choose a folder for
your database.
2. In the File name box, type a
name for your database.
3. Click  to
create and save your database.

1. In the New dialog box, click
the  tab, select a
database template, then click OK.
2. In the File New Database
dialog box, choose a folder for
your database.
3. In the File name box, type a
name for your database.
4. Click . The
database wizard appears. See
Creating a Database, page 2.

Scroll through the list to find the
database, then click OK. If your
file isn’t listed, double-click More
Files and use the Open dialog
box to locate that file. Click

.
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  You can create a customized group (e.g. ) of tables, forms, queries, etc. Click and drag
any database object to the group name. To create a group, right-click the Object bar, choose New Group,
type a name for the group and click OK.
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