
ADDING AND DELETING A RECORD IN DATASHEET VIEW 
New records can be added to an Access table using a form or datasheet view.  For this exercise, 
you need to open the Final Sales Merchandise table in Datasheet View. 

Adding a Record in Datasheet View 
 Double-click on the Final Sales Merchandise table. 
 This will open the table in Datasheet View. 
 Do one of the following: 

 Click the Add Record button at the bottom of the window to add a new record (see 
the illustration at the right). A new blank record will be added at the end of the 
table. 

 Click in the last row of the datasheet to add the record. 
 Input some information for this record. 
 Examine the Table window to be sure the record has been added to the Table. 
 Close the Table. 

Deleting a Record 
 Reopen the Final Sales Merchandise table. 
 Check to make sure the record has been added to the Table. 
 Click the Record Selector button for the record you just input. 

 This is the gray area to the left of the record. 
 The mouse pointer will change to a left pointing black arrow (see illustration below). 

 Click with the left mouse button to select the record (see illustration above). 
 To delete a record, do one of the following: 

 Press the Delete key on the keyboard. 
 Choose Edit on the Menu Bar and select Delete Record. 
 Click the Delete Record button on the toolbar (see illustration at right).  

 A dialog box will appear saying you are about to delete 1 record.  
 Click Yes to permanently delete the record.  

 When a record is deleted from a table in 
Access, it cannot be restored. 

 The deletion of a record is permanent. 
 To check to see if this is an irreversible 

action, click the Undo button. 
 The Undo button should not be accessible, 

because there isn’t any action to perform. 
 


