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[0 Topic :- Adding, Deleting and Sorting Records in a table.

» ADDING RECORDS OR DATA IN A TABLE:-

After creating the table in the Design view, we can add records to it in the
Datasheet view. The steps to enter records in a table are as follows:-

e Step 1: Open the table in the Datasheet view. (Double-click on the table in the
Navigation Pane to open it in the Datasheet view).

e Step 2: Click on the New option in Records group on the Home tab. A new
record is inserted in the table.

e Step 3: Type the values for various fields in a record. When you start entering
data, a new record gets inserted automatically at the end of a table.
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> DELETING RECORDS IN A TABLE:-

e Step 1: Open the table in the Datasheet view and follow these steps to delete a
record. Select the record that needs to be deleted.
Delete
e Step 2: Click on the Delete option X Delete in the Records group on the Home
tab.




B e - - s Stepz TABLE TOOLS

School : Database- E\Work\School.accdb (Access 2007 - 2013 file format... ®: =3 X
m HOME  CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Sign in
b/‘ S X Cut Y 2l Ascending Y Selection T;},‘ = New z Totals 23 Replace | Calibri (Detail) '}" s
V” = : B Copy L il Descending T3 Advanced - R‘J';‘ﬂ H Save " Spelling PGoTor (B Il EE w- 8.
ew aste Filtes et L
. Paintes Remove Sort W TogoleFilter  ay. 2% Delete ~ 55 More~ Rselet> A-¥ -2 =E== [4-
| Views Clipboard " Sort & Filter Records Find Text Formatting T -~
All Acc Step 1| © « | D swaent x|
— > sid - S.Name .| SDob - S_Address - S Class - ClicktoAdd -
ey & | 1 Rohit Sharma 7/1/2000 B-2 Amar Apart Xil-A
———— . g T |
2 Dharmesh Tiwi 8/12/2004 4 Model Town VIII-B |
2 student * _—(h;e;) e T o 7 B e e S TR

Deleting a Record in a table

> SORTING RECORD IN A TABLE:-

Open the table in the Datasheet view and follow these steps to sort records.
o Step 1: Select the field on the basis of which you want to sort the records.

e Step 2: Click on the Ascending or Descending option in the Sort & filter group
on the Home tab. The records get sorted.
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= Homework (Based on study material of 19-05-20)

1. Write the steps for creating a table?

2. How a new table is inserted in database?
3. What is Navigation pane?

4. What is Design view?



