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Creating table relationships 
 
Create a table in design view with the following fields 
 

 
 
Save the table as “tests” 
 

 
 
 



Press the “Relationships” button on the toolbar 
 

 
 
Press the “Show Table” button 
 

 
 
Add both tables 
 

 



 
Drag the “id” field from “contacts” to the “id” filed of “tests” 
Place checks in the 3 boxes to keep your data synchronized 
Press the “Create” button 
 

 
 
Press the save button and close the Relationships screen 
 

 
 



Creating Forms 
Create a form with the design wizard 
Select the id, first name and last name from the “contacts” table 
Select the score and date from the “tests” table 
 

 
 
Choose the “by contacts” and “Form with subform(s)” options 
 

 
 



Select “Tabular” 
 

 
 
Save your form as below and press “Finish” 
 

 
 



A sample of the form 
 

 
 
Enter tests scores for each person 
 

 
 
To search an ID just right-click in the id field and choose “Filter for” the ID you want (See the 
Access II tutorial on searching) 
 



Creating Reports 
Choose id, first name and last name from the “contacts” table 
Choose score and date from the “tests” table 
 

 
 
Choose the “by contacts” options 
 

 
 
Press next until the end of the wizard and name your report “test report” 



 

 
 
Press finish and view your report 
 

 
 
 
 
 


