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Introduction

Microsoft Access 2013 allows people to effectively and efficiently organize data. The various
sections presented in this document will help you to build a solid knowledge foundation of the

software.

This booklet is the companion document to the Intro to Access 2013 workshop. It includes an
introduction to the Microsoft Access 2013 interface and covers the various aspects of database

creation and management in Access 2013.

Learning Objectives
After completing the instructions in this booklet, you will be able to:

Identify the components of the Access 2013 interface.
Create a new database.

Understand how to create a table.

Know the purpose of the primary key.

Implement error traps.

Enter descriptions for fields.

Understand how to add fields.

Know how to enter various types of data into the table.
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The Office 2013 Interface

The Office 2013 interface is very similar to the Office 2010 interface, with a few minor changes. The following

describes the Office 2013 interface.

The Backstage View

The Backstage view is more prominent in Access 2013. When first opening the program, the user will be

presented with options to open recent documents, start a new blank database, or select from a number of

database templates (see Figure 1).

Access

Recent

Suggested searches:

Search far online templates ol

Assets  Business  Contacts

University Ambassador Program Cand...
Desktop = IT5» Warkshaps » Access
Database?

My Documents

testdatabase?
My Documents

Test
My Documents

@ Open Other Files

U

Custom web app

Blark desktop database

Contacts

(o,

Issue tracking

Employee  Inventory  Project

? = 0O X

Kyle M Williams =
kewill368 @ kennesaw.edu 1

Sales

(

Asset tracking

Project management

Switch account £

v
I £~ i
Task management
Figure 1 - Backstage View (First opening Access 2013)
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1. To enter the Backstage view after creating your database, click the File tab (see Figure 2).

BHS o -

q FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

b/‘ ..n-D Cut Y g‘lﬁkscending Y Selection -
ikiaas

- z - T
_ Cop _ Al Descending | Advanced -
View Paste . Filter _
- - Format Painter Remove Sort Toggle Filter
Views Clipboard P Sort & Filter

Figure 2 - Access Backstage via File Tab

2. The Backstage view will open (see Figure 3).

Personal Database : Database- C:\Users\kwill368\Documents\Personal Database.accdb (Access 2007 - 2013 file format) - Access

Personal Database
Wy Documents
W Compact & Repair View and edit database properties
iy Help prevent and correct database file problems by using Compact and Repair,
Compact &

Repair Databace

Encrypt with Password

e
Use a password to restrict access to your database, Files that use the 2007
Encrypt with Microsoft Access file format or later arz encrypted.
Account Password

Options

Figure 3 - Backstage View

3. From the Backstage View, you can perform the following actions:
e Obtain information about your databases
e Create new databases and templates
e Open existing databases
e Save and close databases
e Print and/or preview of your databases
e Access your Microsoft Office 2013 account information
e Obtain help
e Close Access 2013
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4. To leave the Backstage View and return to your document, click on the arrow button above Info (see

Figure 4).

The Ribbon

The Ribbon is a panel that contains groupings of buttons and drop-down lists organized by tabs. Each

Figure 4 - Leave Backstage View

application in the Office Suite has a different set of tabs that pertain to the functionality of that particular

application. Each tab is further divided into groups, such as the Sort & Filter and Find groups (see Figure 5).

HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
Cut Ascending . Selection @ o New E Totals Replace Calibri (Detail) 11 -
Copy ) Descending =] Advanced ~ EE Save + Spelling ) =2 GoTo~
Paste Filter Refresh Find - - tA. EH.
- Format Painter Remove Sort Toggle Filter All - Delete EMore - [3 Select~ B I U A & v
Views Clipboard ] Sort & Filter Records Find Text Formatting ]
I _

Figure 5 - The Ribbon

At the bottom right-hand corner of some groups is the Dialog Box Launcher. Clicking this button opens a

dialog box for that group containing further option selections for the group (see Figure 6).

ibri ¥ 1 A% a7 A Font color:
Calibri 112 ~|A A Aa~- Ffe :
: Automatic
T U-#ex. x A-¥-A- Effects
Font I 3 > ;:_i Strikethrough
I =l

[7] superscript
|| Subscript

Preview

Underline style:

B (none)

ouble strikethrough

Font [_w
Font ‘ Adyanced
Font: Font style: size:
‘Calibri Regular 12
;Browallia New PRIl Req |8 %
| BrowalliaUPC — ‘Itali( 9 3
|Brush Script MT | |Bold 10
|Brush Script Std | Bold Halic 11
2 : e -

[=]

[7] small aps
[7] Al caps
["] Hidden

Underline color.

Automatic

Calibri

This is a TrueType font, This font will be used on both printer and scieen,

Set As Default | [ Text Effects... |

[ ok

][ Cancel }

Figure 6 - Dialog Box Launcher
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Contextual tabs will appear depending on what you are working on. For example, if you are working in a table,

the Table Tools tab appears (See Figure 7).

E d z TABLE TOOLS

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TAELE
b/‘ Cut Ascending Selection @ Mew 2 Totals
S Copy Descending '@Advanced* |-=,E53ve A:} Spelling
View Paste Filter - Refresh

- Format Painter Remove Sort Toggle Filter All- Delete D Mare -
Views Clipboard P Sort & Filter Records

Figure 7 - Contextual Tab

Creating the Database

When you open Microsoft Access 2013, you have the option to create a blank database. Using this database,
you will be able to create tables, forms and enter data. The following describes how to create a database in

Microsoft Access 2013.

1. Click on Blank desktop database (see Figure 8).

Access

Recent

5
E

assador Program
My Bocuments
IT Training Database
Wy Doc

Database2
My Documents

search far crline templates

ugoested searches:
mplayee

Inventary

Accet tracking

pe)

Assets  Business

Project  Sales

fKyle If
lowill 2581
Contacts
Blank desktop database
b
N
\,

Figure 8 - Blank Desktop Database
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2. Enter the name of the database in the File Name text box (see Figure 9).

Blank desktop database

| University Ambassador Program| |

—
C\Users kw3684 Docurnentsy, ‘

)

Create

Figure 9 - File Name Box

3. Click on the Create button (see Figure 10).

Blank desktop database

Filz Name

University Ambassador Program|

Co\Users\ kil 3684 Documents),

o |e—

Create

Figure 10 - Create Button

4. You will be taken to your new database.

Creating a Table

Upon creating a database, it is recommended that you create a table that will house relevant data. The

following instructions explain how to create a table within your database.

1. Click on the View button (see Figure 11).

HOME CREATE EXTERMAL DATA DATABASE TOOLS

Y 7] Ascending T Selection -

ER Copy Eilter El Descending T@Advanced*

Clipboard P Sort & Filter

FIELDS

D |-=,E Save

Refresh

All =

TAELE

b

Record

Figure 11 - View Button
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2. Inthe menu that appears, select Design View (see Figure 12).

Datasheet View

bA/‘ Design View

Figure 12 - Design View

3. Enter the name of the table that you are about to create in the Save As dialogue box (see Figure 13).

Save As &lﬁ

Table Mame:
Student Inforrmation I

‘ | Ok |[ Cancel |

Figure 13 - Table Name

4. Click Ok.
5. Enter the Field Names and Data Types (see Figure 14).

Field Name Data Type
% D AutoMumber

First Name Short Text

Last Mame Short Text
Hometown Short Text
Campus Short Text

Date of Birth Date/Time
Application Recieved Yes/No

Acount Balance Due Currency

Figure 14 - Field Names and Data Types

The following explains the different data types that could be used for the table:

a.
b.

@™ o a

>

AutoNumber — The database will create a unique number for each record that is entered.
Short Text — Use for fields that contain letters and numbers. This option can contain up to 255
characters.

Long Text — Use for fields requiring long entries. Both letters and numbers can be created in this
field. This option can hold up to 65,536 characters.

Number — Define the field as this choice when calculable numbers will be required for the field.
Date/Time — Select this choice when you need to enter a date or time.

Currency — This option is chosen when dollars and cents need to be entered into the field.
Yes/No — This appears as a check-mark box. Use this choice when the field requires a yes or no
entry.

OLE Object — When this is selected, the field can contain a picture or sound clip.

Hyperlink — Use when an email addresses and hyperlinks are required.

Attachment — This option allows the user to attach one or more pictures to the record.
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k. Lookup — This option helps the user create a drop-down list for the field. When this option is
selected, the Lookup Wizard will begin.

Things to Remember When Creating a Table
It is important to remember the following when creating a table.

Primary Key

Records in Access can be organized by a unique, identifying number. The primary key is used to ensure that no
two records have the same number. For example, in the table created for student information, it is important
that each student has a unique Student ID (see Figure 15).

Field Mame Data Type
# fstudent ID AutoNumber |

First Mame Short Text

Last Name Short Text

Hometown Short Text

Campus Short Text

Date of Birth Date/Time

Application Recieved Yes/Mo

Account Balance Due Currency

Figure 15 - Primary Key Field

The primary key can be used for the following data types: Auto Number, Number, and Text.

The primary key can be toggled on and off by clicking on the Primary Key button located on the Design tab
(see Figure 16).

4l

TABLE TOOLS University Ambassador Program : Databa

HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM

El: Insert Rows F |:H=” D/E E

] 3% Delete Rows
Primary

Key

= ) Property Indexes  Create Data Rename/ Relationships Object
ES Modify Lookups Sheet Macros = Delete Macro Dependencies

Tools Show/Hide Field, Record & Table Events Relationships

Figure 16 - Primary Key Button

When the Primary Key is active, it will appear as a key icon to the left of the field name (see Figure 17).

Field Name Data Type

Student ID AutoMumber
First Name Short Text

Last Name Short Text

Hometown Short Text

Campus Short Text

Date of Birth Date/Time

Application Recieved Yes/Mo

Acount Balance Due Currency

Figure 17 - Primary Key Icon
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Error Traps

Error traps help to make certain that correct data is entered into the database by users. With an error trap,
we can have an error message appear in the event that incorrect data is entered. For example, for the field
Campus, perhaps the only two campuses that should be entered are East and West Campus.

The following explains how to create an error trap for this field.

1. Click to select the field Campus (see Figure 18).

Field Name Data Type
% | Student ID AutoMumber

First Name Short Text

Last Mame Short Text

Hometown Short Text
ﬁ lcampus Ishort Text

Date of Birth Date/Time

Application Recieved Yes/MNo

Account Balance Due Currency

Figure 18 - Selecting the Field

2. Click Validation Rule, located under the Field Properties section (see Figure 19).

General |Lookup

Field Size 255
Format

Input Mask

Caption

Default Value
Lualidation Rule |
Yalidation Text

Required Mo

Allow Zero Length Yes
Indexed Mo
Unicode Comprassion Yes

IME Mode Mo Control
IME Sentence Mode Mone

Text Align General

Figure 19 - Validation Rule
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3. To make certain that the user enters only West Campus or East Campus, enter the following: “West
Campus” or “East Campus” (see Figure 20).

General Lcur.:ukup|

Field Size 255

Format

Input Mask

Caption

Default Value

Yalidation Rule “West Campus” Or "East Campus’
alidation Text [

Required Mo

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Maone

Text Align General

Figure 20 - Entering the Validation Rule

Note: If you were working with numbers, you could also enter a formula to make certain that only a
specific range of numbers are entered. For example, if you wanted to make sure that only numbers from 0
to 100 are entered, you would enter the following: >= 0 and <= 100

4. Next, select Validation Text (see Figure 21).

General ngkup|

Field 5ize 255
Format

Input Mask

Caption

Default Value

Yalidation Rule “West Campus” Or "East Campus’
Yalidation Text %

Feguired Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Mone

Text Align General

Figure 21 - Validation Text
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5. Whatever appears in Validation Text is the message that will appear if a user attempts to enter data that
violates the Validation Rule that was entered in Step 3. For example, the following is an example of a
message that could be entered: Invalid Entry! Please enter one of the following campuses: West Campus
or East Campus (see Figure 22).

Descriptions

The description area is a place where you can provide instructions to the users (see Figure 23).

General {Lookup

Field Size 255
Format

Input Mask

Caption

Default WValue

Validation Rule “West Campus” Or "East Campus”
I‘-falidation Text Invalid Entry! Please enter one of the fcullol

Kequired Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode MNone

Text Align General

Figure 22 - Validation Text String

j Student Inforrmation
Field Mame Data Type
% studentID AutoNumber
First Name Short Text
Last Mame Short Text
Hometown Short Text —>
Campus Short Text
Date of Birth Date/Time
Application Recieved Yes/MNo
Account Balance Due Currency

Description (Optional) -

The following explains how to create a description for a field.

Figure 23 - Description Field

1. Place your cursor in the Description column next to the field of your choice.

2. Enter a description (see Figure 24).

StudentID
% | First Name
Last Mame
Hometown
Campus
Date of Birth

Acount Balance Due

Field Name

Application Recieved

Data Type
AutoMumber
Short Text
Short Text
Short Text
Short Text
Date/Time
Yes/No
Currency

Description (Optional)

Please indicate the City as well as State.|

Figure 24 - Enter a Description
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Adding Fields

Once the table has been completed for the database, it is possible to add fields. The following explains how to
add the field Expected Graduation Date between Application Received and Account Balance due (see Figure

25).

= Student Inforrmation
Field Name
¥ student ID
First Name
Last Name
Hometown
Campus
Date of Birth
Application Recieved
Account Balance Due

Data Type
AutoMumber

Short Text
Short Text
Short Text
Short Text
Date/Time
Yes/No

Description (Optional)

<

Currency

Figure 25 - Adding a field

1. Hover over the field Account Balance Due and right-click (see Figure 26).

=1 student Inforrmation

Field Name Data Type
% | StudentID AutoNumber
First Mame Short Text
Last Name Short Text
Hometown Short Text
Campus Short Text
Date of Birth Date/Time
Yes/No

Application Recieved
IAccount Balance Due

currency

Description (Optional)

| <

-

Figure 26 - Right Clicking on the Field

2. Select Insert Rows. If you wish to delete a field, you may alternatively select Delete Rows (see Figure 27).

¥ Primary Key
}i Cut

Em Copy

13': Insert Rows
X Delete Rows
Properties

Figure 27 - Inserting/Deleting Rows
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3. Arow will be available for you to enter the field Expected Graduation Date (see Figure 28).

Field Name Data Type

% |student ID AutoNumber

First Name Short Text

Last Name Short Text

Hometown Short Text

Campus Short Text

Date of Birth Date,/Time

Application Recieved Yes/No

IExpected Graduation Date Short Text ||

Account Balance Due Currency

Figure 28 - New Row

4. Inthe Data Type dropdown, located next to Expected Graduation Date, select the Date/Time option (see

Figure 29).

Default Values

Field Name Data Type
% student ID AutoMumber
First Name Short Text
Last Mame Short Text
Hometown Short Text
Campus Short Text
Date of Birth Date/Time
Application Recieved Yes/MNa
Expected Graduation Date ﬁﬁm -
Account Balance Due Short Text
Long Text
Number
_> Date/Time
m Currency
Format AutoMumber
Inpu.t Mask Yes/Mo
Eae?:luols‘u‘alue OLE Object
Validation Rule Hyperlink
Validation Text Attachment
Required No Calculated
Indexed Ma )
IME Mode No Contrel | LOOKUP Wizard...

Figure 29 - Date/Time

As the database designer, you have the option of including Default Values. For example, in the table below,

suppose that 75% of the entries for Campus will be East Campus. You could include a default value of East

Campus to make the data entry easier for the user. The following explains how to include the default value of

East Campus for Campus.
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1. Select the field Campus (see Figure 30).

Field Name Data Type
Student ID AutoMumber
First Name Short Text
Last Mame Short Text
Hometown Short Text
[campus Short Text
Date of Birth Date/Time
Application Recieved Yes/No
Expected Graduation Date Date/Time
Account Balance Due Currency
Photo Attachment

Figure 30 - Select the Campus Field

2. Click on Default Value, located under Field Properties (see Figure 31).

zeneral {Lookup

Field Size 255
Format

Input Mask
Caption

Default Value | I
Yalidation Rule
Yalidation Text

Required Mo

Allow Zero Length Yes
Indexed Mao
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Mone

Text Align General

Figure 31 - Click on Default Value

3. Enter the Default Value that you wish to appear in the Default Value field. In this case, we will enter
East Campus (see Figure 32).

zeneral |Lookup

Field Size 255

Format

Input Mask

Caption

Default YValue lEast Campus| I

Yalidation Rule
Yalidation Text

Required Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Maone

Text Align General

Figure 32 - Enter the Default Value
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4. When the user opens a form, East Campus will appear as a default for the field Campus. This will make
the job of the data entry person easier.

However, another value can be entered for Campus, if desired. For example, West Campus could be
entered in place of Campus.

Creating a Drop-Down List

A drop-down list can make the job of the data entry person easier. When a drop-down list is available, the
user simply clicks the list and selects the option of his or her choice.

For example, we can set a drop-down list for Hometown if there only a certain number of cities that are to be
selected. If the cities for the Hometown field were Atlanta, Kennesaw, and Macon, the user would simply click
the list and select the city of his or her choice. This eliminates a lot of typing for the user.

The following steps explain how to create a drop-down list for the field Hometown.

1. For Hometown, select the drop-down arrow (see Figure 33).

Field Name Data Type
¥ |student ID AutoMNumber
First Mame Short Text
Last Name e L e —
Hometown _> Short Text E
Campus STIOTL 1AL
Date of Birth Date/Time
Application Recieved Yes/No
Expected Graduation Date Date/Time
Account Balance Due Currency

Figure 33 - Select the down-arrow

2. From the menu that appears, select Lookup Wizard (see Figure 34).

Short Text i

Long Text
Mumber
Date/Time
currency
AutoMNumber
Yes/Mo

OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard...

Figure 34 - Lookup Wizard
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3. The Lookup Wizard dialogue box will appear. Select the option “l will type in the values that | want” (see

4. Click the Next button.

Figure 35).

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from, How do you want your lookup field to get its
values?

= Twant the lookup field to get the values from another table or
query.

(@ I will type in the values that I want.

| Cancel | Bz | Mext > |

Figure 35 - I will type in the values | wan

5. Under Col 1, type the values that you want to appear (see Figure 36).

6.

Lookup Wizard

What values do you want to see in your lookup field? Enter the number of columns you want
in the list, and then type the values you want in each cell.

To adjust the width of a column, drag its right edge to the width you want, or double-didk the
right edge of the column heading to get the best fit,

MNumber of columns: [T
Coll
Atanta
Kennesaw h
¥ IMacon
*

Cancel | | < Back ” Next = Jl Finish

Figure 36 - Type the values you want to appear

In the next window, click Finish.
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Opening and Closing the Table

When you are finished creating the table, it can be closed by clicking the “X” in the upper-right area of the

table (see Figure 37).

j Student Inforrmation |j Student Information
Field Name Data Type Description (Optional)

# | student D AutoNumber
First Name Short Text
Last Name Short Text
Hometown Short Text
Campus Short Text
Date of Birth Date/Time
Application Recieved Yes/No
Expected Graduation Date Date/Time
Account Balance Due Currency

Figure 37 - Clicking on the ‘X’ icon

To open the table again, double-click the name of the table that you want to open. The name of the table will
appear on the left area of the window (see Figure 38).

[ 5] = Unwersity Ambassador Program : Database- CUsers\kwil 368 Do cuments\ University Ambassador Programiacedb (Access 2., 7 — O X
HOME CREATE EXTERMAL DATA DATABASE TOOLS Kyle M Williams -

Cliphoard 5 Sort & Fifter Records Find Texrd Farmattin

All Access Obje... ® «

Search

e

Tahlas

= student ntormaton ‘

Entering Data into the Table

Upon opening your table, you will have the ability to enter your data. The following explains how to enter

data into your table.

Figure 38 - Re-opening the Table
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1. Click on the first blank cell (see Figure 39).

[+ El =] = oLl oL Universty Ambaszadar Program - Datsbsse- CAL: it ity Am g B O ]
HOME  CREATE  DATERMALDATA  DATABASETOCLS  FADS  TADLE Kl B Walkarsis =
b . #] tucending T Selection - ||_| Z Totals B e Pepl sy 2
; ¥ ElDescending " Advenced - = B W Speling + GoTar 2
Jlf‘.‘ f F i e Feen 1 o HRL feteains - _|I‘-|r.|:-- : by Ssiocr= prn A 3 ‘;: =i =
Al
0 Sart & Fille 2einrdy Find 4 Furm -
5 s || T Sttent inlcermstior *
Student 1D - _ElgtName - lost Hame ©+ | Hometown -0 Campus - |Date of Birtt - Application ~ | Expected Gr - | Aoount Bali - Chek bo Add ~
e : e J,vaﬁ East Campus d S0.00

Figure 39 - Click on the Cell

2. Begin typing your data into the cell

3. When you have finished typing your data into the cell, press the Tab key on your keyboard to move to the

next cell.

4. Continue entering data into the cells (see Figure 40).

| j Student Inforrmation

X

StudentID =~ | First Name ~-| Last Name - | Hometown - - Date of Birtk - | Application - |Expected Gr. - |Account Bal - | Click to Add  ~
F 1 Steve Blum = |East campus [l 50.00
* (New) East Campus ' ] $0.00

Figure 40 - Default Values

Note: For Cells that have Default Values, you will see data pre-populate the cell. You may leave the data as is

or enter different data should you require.

5. For cells that have a Lookup Value:
5.1. Click on the appropriate cell. A Dropdown menu arrow will appear (see Figure 41).

| 7 student Inforrmation

Pl

StudentID -  FirstMame - LastName - cmy Campus - Date of Birtt - Application - Expected Gr - Account Bal: ~
N 1 steve Blum | (=] kast Campus ol
* (New) East Campus ]

50.00
$0.00

Figure 41- Dropdown Menu

5.2. Click on the Dropdown menu arrow (see Figure 42).

| j Student Inforrmation

StudentID -
& 1 Steve

* (New) ast Campus ]

Yok

First Name - Last Mame - Hometownoo_ Campus - |Date of Birtt - Application - Expected Gr - AccountBal: -
Blum | lasttampus ]

$0.00
50.00

Figure 42 - Click on the Dropdown Menu
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5.3. Select the appropriate Lookup Value (see Figure 43).

’ Kennesaw

Macon

StudentID - | First Mame - | LastName =~ | Hometown -| Campus
# 1 Steve Blum ~ EastCampus
* (New) Atlanta East Campus

- | Date of Birtt - | Application - Expected Gr - Account Bal: - | Click to Add -

$0.00
$0.00

Figure 43 - Select the Lookup Value

6. For cells that are based on Date/Time:

6.1. Click on the appropriate cell. The Calendar Icon will appear next to the cell (see Figure 44).

StudentID - | First Name - | LastMame - Hometown - | Campus
# 1 Steve Blum Kennesaw East Campus

* (New) East Campy

-_Date of Birtk - Ajﬂ

$0.00
50.00

lication - |Expected Gr - |Account Balk - |Click toAdd -

Figure 44 - Calendar Icon

6.2. Click on the Calendar Icon. The Calendar will appear (see Figure 45).

~ |Date of Birtk - | Application - |Expected Gr ~ Account Bali » | Click fo Add - -

—

3
10
17
M
31

Student I - | FirstName - lastMame » | Homelown - Campus
| ¥ 1 steve Blum Kennesaw East Campus
| * {New) Eaf 4 August, 2014 3

Su Mo Tu We Th Fr 5a

1oz
4[5 6 7 B 9
11 12 13 14 15 15
18 19 3 1 13 ;!

3 % 7 B D3

| Today |

E ]

50,00
£0.00

Figure 45 - Calendar

6.3. Select the appropriate date. Alternatively, you may manually type in a date into the cell.

7. For Data based on Yes/No, simply click on the checkbox to indicate the yes/no value. An unchecked check
box indicates a No value. A checked check box indicates a Yes value (see Figure 46).

j Student Inforrmation

StudentID - | FirstName - | Last Name - Hometown - Campus
F 1 Steve Blum Kennesaw East Campus 1/13/1993

* {New) East Campus /

- | Date of Birtk -

Application -

Y]

Erxpected Gr -
12/4/2014

Account Bal: -
$0.00
$0.00

Click to Add -

x

Figure 46 - Yes/No

8. For the Account balance, based on currency, simply enter the value. Your number will automatically be

entered as currency (see Figure 47).

j Student Inforrmation

studentiD - | FIrstName - LastName - Hometown - Campus
1 Steve Blum Kennesaw East Campus 1/13/1592
* [Mew) East Campus

» Date of Birtk ~ Application - |Expected Gr - Account Bali »  Click to Add -

V|

12/4/ 2014

Pl

5$500.00
50.00

X

Figure 47 — Currency
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Additional Assistance

If you need additional assistance with Microsoft Office Access 2013, contact University Information

Technology Services (UITS) at:

Faculty and Staff Service Desk
Phone: 470-578-6999
Email: service@kennesaw.edu

Students Help Desk
Phone: 470-578-3555
Email: studenthelpdesk@kennesaw.edu
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