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Getting help using the Help dialog box
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Tables: What they are
and how they work

To display this topic, click the
graphic:

g Oeﬂu;gMadw#thmo &
b Microsctt Access Acoessibiity
B Setting Up and Customizing Micros:

Warys 10 customize a table
Creatng and Opening Tables

Adding Fields and Choosing D
Customizng Felds

the keyboard, press Fé to
activate the topic pane, press
the TAB key to select the
graphic, and then press
ENTER,
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mation dlor mep§eoméidlorde evecdapmesd %3 information copch copamfipdasddimd

A %able 15 a collection of acta about a spewific topic, such as products or suppliers. Using a
separate takls for sach topic maans that you store that data only once, which makes your i
datsbase mare efficient, and reduces dats-sntry errors.
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Getting help using the Office Assistant

Help->Show the Office Assistant o} click c\.::&.-u“;.-;%glé Office Assistant §m oy Office
Assistant's ballon od] el aygnadl Type your question here adeepoono) box g of
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A? what's this? = ; Create, modify, or view the
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TR 111 3 W Access database

§ Create, modify, or enter
data into tables

5 Create, modify, or print
reports
W See more,
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(Ua‘hatﬂaﬂ-you like to do?
i Open atable

® Inpert database objects
From another Micresoft
Access database or
Microsoft Access project

® Tables; What they are and
how they work

® Ways to customize a table

o Crutsata%
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Create a table

i Microsoft Access provides two ways to oreate a table. You
can create a blank (empty) table for entering your own
data, or you can create a table using existing data from
another source,
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