Instructions for Creating a Database
Using Microsoft Access
Step 1:  Click on the Start tab, hold your cursor over Programs, and double-click on Microsoft Access. 
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Step Two:   A menu will appear on the right of the screen.  Click on Blank Database.  Next, you will be prompted to save your database.  Back space to change the name to the first letter of your first name + your last name + dbaids.


Example:  jhartmandbaids

Step Three:  Double-click on Create Table in Design View.  
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Step Four:  Enter the names of your fields, for example, Name of State.  Then select what type of data each field will be, for example, Text.  When you click on the type of data, you will see a menu at the bottom.  Change Index from No to Yes(No Duplicates)
Step Five:  Click on File, then Save and name your table.  To view your saved table, simply double-click on its name.

Step Six:  To generate a report to test your two hypotheses, click on Report, then double-click on Create Report by Using Wizard.  Follow the instructions to generate your report.  



