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1. With your data table open, click on the Design View icon                on the toolbar. 
 
 

 
2. On the new screen, in the Field Name column, click beside the field in which you 

want to set the default.  

 
3. At the bottom of that same screen, click in the box to the right of Default Value. 
4. Type in the word you want to set as the default for that field. 
5. Click on the diskette to save that change. 


