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   How to Start MS Access 
 

 Click on Start Menu 

 Click on All Programs 

 Click on Microsoft Office 

 Click on Microsoft Office Access 

 

 

 

 

 

 

How to Create Database 
 

 Click on Blank Database option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Set file Name & File Location 
 Click on Create 
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How to Create Table 
 

 Right click on Table 
 Click on Design View 
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 Set Table Name 
 Click on Ok 

 

 

 

 
 

 Set field Name & Data Type 
 Then Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Then Double Click on Table  
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 Insert Records 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Create Form 
 

 Click on Create 
 Then click on Form for readymade form 
 And save the Form 
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How to Create Report 
 

 Click on Create 
 Then click on Report for readymade report 
 And save the Report 
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Access Query 
 

 There are 6 types of query in MS Access 
 

 
 

 

Select Query 
 

 Click on Create 
 Then click on Query Wizard 
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 Click on Ok 

 

 

 

 

 

 

 

 

 Click on  >> 
 Click on Next 

 

 

 

 

 

 

 

 

 
 Then Click on Next 
 Set Query Name 
 Click on Finish 

 

 

 

 

 

 

 

 



 
 

   
 
  

Please Ensure Your Enrollment Verification 

 

 
 
 

 
 
 
 

Please Login Via Franchise Id & Password 

 
 
 
 
 
 

 

For Student 

For Franchise 



 




