
Terms Database  
(making a table and adding data) 
 

A. Making a new file 
1. Click on Microsoft Access 2013 

 
2. Choose a blank database 

 
3. Save it to your number (or USB Flash drive, or wherever) 

The default saves to your G:\Documents. That is fine, just remember where it is. 

 



4. Click Create.  

 
5. You will end up with a blank table. 

 
 

 

B. Making a new table 
6. First we need to set up the field names. Switch the view to Design View. 

 
7. You will be asked to save the table first. Choose a singular name (not a plural) 

 



8. You will get this: 

 
9. Enter the other fields. 

 
10. Switch back to datasheet view. Save when you are asked. 

 
11. Enter the table’s information.  

Don’t fill in the ID field. Access will do that for you automatically. 

 
12. Finish and Save. 

 


