Basic Address List in Microsoft Works Database
A database is a structured collection of records or data, which can be manipulated, sorted and extracted by applying certain criteria.
Like in Excel, it is made up of columns (Fields) and rows (Records).

Microsoft Works/ Database/Templates.
· Click on home list template (Address /contact information.)
· Use this style. Form comes up. 
· Fill in names, address etc.

· Use tab or arrows to move thru fields.
Change from List to Form view.
· Toolbar: View/List view

· Toolbar: View/Form view. 

Delete/ fields/ records, Add/fields/records:
· Must be in List View,  Highlight and right click /delete

OR……
· Select Field or Record

· Toolbar: Record tab/ insert/ delete records or fields.
· For insert field: before/after, type name of field in Box “Field name”, click add.
Change Field name:
·  In List View select field, go to format/field/type new name in Box “Field name”.
Print:

· File/Page setup 
· Margins, change margins.

· Source, size/ orientation/ select landscape
· Other options 
· Print gridlines.

· Print record and field labels.

Sort:
· Must be in List View. Toolbar: Records/sort records/ sort by field name, asc/desc.
Filter: Create new filter:
· Toolbar: Tools/filters/filter name: zip code/ type in conditions.

· Fields name= zip

· Comparison = is equal to

· Compare to = 90230
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Apply filter 
“Invert filter” gives everything that does “NOT” meet the condition.
Apply all filters: after all filters have been named and defined
Toolbar: Record/apply filter/click on filter name.
Header and footer:
· Toolbar: View/Headers and footers.

· Select from drop down arrow pre-formatted info, like date and page number or type it.
· If problem with displaying header/footer, make sure margins top/bottom are big enough.

Beginner’s/Internet/Email SIG 
1 of  2
Paula Van Berkom 8/11/2008

