ACTIVITY 3.  A FRIENDLY LIST
1. Using Microsoft Access, open a blank database, naming it ACTIVITY1.
2. Choose the Tables object and double click on CREATE TABLE IN DESIGN VIEW.  

3. Table1 will open, displaying a grid to enter fields (categories) and their data types.  
4. Enter the following fields and select their data types.
	FIRST NAME
	Text

	LAST NAME
	Text

	GRADE
	Numeric

	FAVORITE SUBJECT
	Text


5. Close Table1, saving the table as FRIENDS.
6. Answer NO to a primary key for this table.

7. Open the FRIENDS table by double clicking the filename.

8. Enter the following data into the FRIENDS table using the Tab key:
	FRIENDS

	FIRST NAME
	LAST NAME
	GRADE
	FAVORITE SUBJECT

	Sam
	Smith
	6
	Math

	Diane
	Jones
	6
	Language Arts

	Blake
	Johnson
	7
	Math

	Robert
	Garrett
	6
	Math

	Jennifer
	Marsh
	7
	Science


9. Click the Last Name field and choose the Records command on the menu bar, dragging to Sort.

10. Sort the Last Name field in ascending order.  
11. Close the table and save changes.
12. Query the database by choosing the Queries object and double click on CREATE QUERY IN DESIGN VIEW.
13. Choose FRIENDS in the Add Table box and close.
14. Using the arrow in each field, select the field name and check the boxes in the Show row.

15. Query the Grade field for all 6th grade records by keying a 6 in the Criteria box of the Grade field. 

16. Select the Datasheet View tool on the database toolbar to display only the queried records.

17. Close and save the query using the filename Grade.

18. Choose the Reports object and double click on the CREATE REPORT USING WIZARD.

19. Choose Grade query.

20. Select the double arrow button, continuing to click NEXT buttons.
21. Click the FINISH button to create the report.

22. Click the Design View tool on the database toolbar. 

23. Add your name beside the title.  
24. Print and close the report.

25. Exit the database.

