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1. With your table open, click on Design View.   
2. Click in the Data Type column beside the field for which you want to create a 

look up. 

 
3. Click on the arrow for a drop-down list and scroll down to click on LookUp 

Wizard. 
4. When the LookUp Wizard appears, select “I will type in the values that I want.”  

Then click on Next. 

 
5. On the next screen, click in the first box under Column1 and begin typing the 

options you want.  (Use the arrow keys to move to the next line for additional 
options you want to add.)  When you have added all options you want, click Next. 

 
6. On the next screen, click Finish. 
7. Click the X to close.  When the message box asks if you want to save, click Yes. 
8. Now when you enter the first letter of an option, the rest of the word 

appears…ready for you to select.   

 


