1. Open MS Access
2. Under New Blank Database, click Blank Database
3. Under File Name: type Your LastnameRecruiters as the file name.
4. Click Create
5. Go to http://www.dschaffin.com/cosc1300.htm
6. Click on Week 4
7. Right-click MS Access Lab(Handout)
8. Select Save Target As from the menu
9. Save to my documents
10. Click the External Data tab
11. Click Excel in the Import group
12. Browse to find Client.xls (from step 9)
13. Click OK
14. Click Next
15. Check box “First Row Contains Column Headings”
16. Click Finish
17. Click Close
18. Right-click Client: Table
19. Select Design from the Menu
20. Right-click ID
21. Select Delete Rows
22. Click Yes
23. Click Yes
24. Click the Client Number Row
25. Click the Large Key icon in the Tools Group
26. Click Number under Amount Paid and change to Currency
27. Click Number under Current Due and change to Currency
28. Click the Save button on the Quick Access toolbar
29. Click Yes
30. Change to Data Sheet view under Views
31. Click Create tab
32. Click Split Form under Forms group
33. Click Save on the Quick Access toolbar
34. Type LastNameClient
35. Click OK
36. Click Create tab
37. Click Query Design in the Other group
38. Click Client table
39. Click Add
40. Click Close
41. Double-click Client Number, Client Name, City, and Current Due to add them to the grid
42. Under the Criteria row for City, type Fort Stewart
43. Click Run (!) in the Results group on the Design tab
44. Click Save on the Quick Access Toolbar
45. Type LastNameQuery1
46. Click OK
47. Click the Create tab
48. Click Report Wizard under the Reports group
49. Make sure Table: Client is selected under the Tables/Queries dropdown
50. Click the > button to add Client Number, Client Name, Current Due, Recruiter Number to the report
51. Click Next
52. Click Recruiter Number and > to group by Recruiter number
53. Click Next
54. Click Client Number under Ascending dropdown box
55. Click Next
56. Click Landscape button under Orientation
57. Uncheck box to adjust Columns
58. Click Finish
59. Click Save on the Quick Access toolbar
60. Send your completed file to: Dorothea.Chaffin@ctcd.edu

