DBA 110 INSTRUCTIONS

ACCESSING WINDOWS EXPLORER

	Point to the Start button on the task bar and right click. From the shortcut menu that appears, click Explore to start Windows Explorer.

Click Start; Programs; Accessories; Windows Explorer




Copying Records From One Table to Another Table

	When copying a large group of records from a table in one database to a table in another database, issue the following commands in order for the copy and paste operation to work accurately. If you click the copy button on the standard toolbar after selecting your records, the copy operation will go into a lock mode because the computer is trying to copy the large group of records to the Office clipboard instead of the Windows clipboard.

· Open the table in the appropriate database

· Click the row selector for the field name row

· Position the pointer over the row selector of the field name row and right click

· Select copy from the shortcut menu that appears

· Click the close button on the table window

· A dialog box opens asking if you want to save the data to the Windows Clipboard

· Click the Yes button 

· Close the database

· Open the table within the database that the records will be copied into

· Click the row selector of the next row available for a new record

· Click the Paste button


FORMATTING A USB DRIVE
	Desktop
	Windows Explorer

	Double-click My Computer

Point to the Removable Disk and Right click to display the short-cut menu
	Right click the Start button and click Explore on the shortcut menu

Point to the Removable Disk  and Right click to display the short-cut menu

	Select Format; Start
	Select Format; Start


Copying Student Data Files to a USB Drive

	Right Click on the Start button and open Windows Explorer
Left Window of Windows Explorer:

1. Click the minus sign of drive C: to close up the expansion of drive C:
2. Double click the F: drive to access the Student Data files
Right Window of Windows Explorer:

1. Double Click the DBA 110 folder
2. Double Click the Access folder and continue opening folders until you see the folders in instruction 3.
3. Hold down the Ctrl key and select the FM, OFF, Brief, Com, and Intro folders

4. Drag the vertical scroll down so that you can see Removable Disk (G:) in the left window
5. Drag and drop the 5 selected folders onto Removable Disk (G:) (USB/Flash Drive)
All the files you will be required to access and use throughout the semester are copied to your USB drive.
Brief Folder – Tutorials 1-4
Intro Folder – Tutorials 5-8

Comp Folder – Tutorials 9 - 12


CREATING HEADERS IN FORMS AND REPORTS

· Switch to Form or Report Design View

· Use the View menu to insert the Form or Report header section if the section isn’t included in your Form or Report

· Place the pointer between the Form Header section and Detail section selectors, click and drag down about a half inch to open the Form Header or Report header section

· Open the Toolbox if it is closed

· Click the Label button on the Toolbox

· Click in the Form or Report header section and enter a title
CHECK FOR FILE SYSTEM ERRORS AND BAD SECTORS ON

A USB Drive
	· Double-click My Computer on the desktop

· Right click the Removable Disk and select properties
· Click the Tools tab

· Under Error-checking, click the Check Now… button
· Under Check disk options, select the Automatically fix file systems errors and Scan for and attempt recovery of bad sectors check boxes and click the start button








