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It is common to see people mistakenly assume that a spreadsheet is the same as a datasheet.  

People probably make this mistake, because we often look at a database as a table which is 

organized in rows and columns.  Please remember – a database is not a table – it is a set of 

information that is related.  Each set of information about one item is a RECORD and each 

piece of information in each record is called a FIELD.  Let’s open our calClubData1.xslx 

file into MS Access so that we can work with it. 
 

1.  Open MS Access and then open a file, being sure to tell the dialog  

box to show “All Files (*.*) 

2.  You will be promted to “use your column headings as field names 

for your table.  Does the first row specified contain column  

headings?  Please be sure to tick the box as shown below! 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

4.  Click OK when you see the Finished dialog box.  Now  

you should have a new MS Access File.  Please note that 

you will still have your original MS Excel file too. 

 

5.  Now we can use the Form Wizard to create 

an easy-to-use data-entry form.  This will 

allow us to quickly add a few more 

records.  Can you find this option? 
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3.  The Link Spreadsheet 

Wizard is almost done.  Be 

sure you have your file name 

as you want it in the Linked 

Table Name box 
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6.  A form is a way to enter data without having to look at the entire table.  

Most students entered the MS Excel file one column at a time – this 

can create data entry errors.  A form lets you work with one record at a 

time.  This is much easier to avoid errors and check data entry for 

accuracy.  Remember, business databases are typically thousands of 

records!  You will see a dialog box that asks you what fields to include 

in your dababase form. 

7.  While you can add each field one-at-a-time as you need them, it is 

often easiest to click the double chevron and move all fields to your 

form with one mouse-click. 

8.  For our purposes, the Columnar format is fine (default option), so 

please click Finish.  Now you are ready to rock! 

9.  Please notice how a new tab opens.  We are using the name 

calClubData1 for each object we have created:  Database, Table, and 

now a Form.  Some would choose to use our camelCase file naming 

system to identify each form type in each file name, but you can see 

that this is not really necessary. 

 

 

 

 

10.  This next part IS NOT HARD, 

but the details matter.  We need 

to set the form to accept new 

data.  By default, MS Access 

DOES NOT allow data to be 

entered and/or modified.  This is 

to protect the data from 

accidental alterations. 

 

 

 

 
11.  To set the form to accept new data, we must SET THE FORM PROPERTIES.  This is done by clicking on 

the Design View icon in the lower right and then DOUBLE CLICKING on the black square that will 

appear in the upper left of         the Form object. 

12.  Below is the Property 

Sheet – scroll down to see 

DATA ENTRY and be sure 

to select YES as shown 
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