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1-start—2> All programs—> Microsoft access 2016

2-R.C/Access Icon = open

3aa acld 1 oS5 ) gL -2

File>New—2>blank data base—>file name—>| a¥! waa3 | create
objects (access) ralic (nsSi838L jelai -3

Tables, Queries, Forms, Reports, Pages, Macros, Modules

Tables s 5 alaill jalic (o yaic aal fag Ca g
- 1 shaall sl 3k 0 ellia cJaally faall (5 AT 838U I Jaiis Waany -4

1-create table in Design view

2- create table by using wizard
3- create table by entering data
5 ke il LA 43y 5k a5 A 43y 5Ll fag
Jsall 5386 U jelss Lo de Laaall da
S Jsaall oS - 1%

St/up stname born average city

1 Ahmed 1998 80 Kut

2 Ban 1997 75 Basra

3 Noor 2000 66 Mosul

4 Ali 2001 70 Baghdad
Tablel: Table

Field 1 Field 2 Field 3
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Jsaall & Jaal) sl 48e (K55 |R.C Rename ColumUiadl au) iy o
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Field 1= No, Field=>stname
Yol Jsaall 03 Jon el w5 338U (33l st o5 J siad) cavn 5 i) JLAak Tass Ladey

el g Andall 5 58 65 (3 Default name =) JEY) an¥l ) daa anly A5 VS HUsS Yes/No

uhdjh;ﬂ_lauqﬁje_uj NO U Y Primary key <3 dlla

Field Proprieties e
Jgazll R.C 2adl 3 ganll lllad JoS5

1-sort Ascending

2-sort Descending

> daac ol A ) CulS o) g llall saeliad (i i

v

3-column width

Aganll (e s

v

4-insert column

3_9.49&_5.&;

v

5-Delete column

> J_}A.D ;ua‘\

6-Hide column

7- Unhide column

8- Freeze Field

9- Unfreeze All Field

v inall dgenll pla Y

> J}A’j\ Cautil .~.:...
> J}A’J‘ &L\:\.\:\B ;LJ‘){

Font Proprieties e
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Y Sl oy

Font Font stile Size Color
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Format-> Data sheet formatting= Background color=> sl JLial

Database1 : Database- C\Users\aldis\Documents\Database...

Table Tools

Table Fields  Table @ Tell me what you want to do

Create  External Data  Database Tools  Help

l\(” @ X Cut Y Al Ascending T Selection ¥ & New 2 Totals p i ‘Arial Black
B b ~ 3. B I U | .

B save :/M Spelling

B Co Z| Descending 1] Advanced ¥
View Paste 8 Copy Filter Al 2 Ij Refresh in N
. ® Al X Delete ~ [ More © v |A-% - O === |4
Views Clipboard i sort & Filter Records Find Text Formatting oA
All Access ... @ « ] & Tablel \ Datasheet Formatting |
~| name¢- ID i Field2 *| Field7 - Field5 -| Field3 - Field1 -| Fieldd - Click to Add

Crmerh

Datasheet Formatting

Gridlines Shown

Cell Effect

(@) Flat Horizontal Ok
Raised | Vertical

O Cancel

() sunken
Alternate Background Color: Gridline Color:

Background Color:
v | ~| | |

Sample:

Border and Line Styles

Datasheet Border ' Solid

Direction

(@) Left-to-right () Right-to-left
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create table in Design view (33Ul 48, )lall) avecail) 48 ylay Jgaall (<5 -5
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Field Name, data type, Description

Jiall aul Slai -1
data type & CUlull & 53 aasi -2
dsai Text
4xd ; Number
&y <8y Data/Time
dlec Currency
Stle 5ol a8 53 Auto Number
hie Jis Yes/No
3_sall OLE Object
Gl ailad Jiad Jial) Jiul 4 General
Jaall aas Field size
Jaall Al aul sy Caption
Ll (38a5 ane die ULl JAad passdlle ) Validation text
OLE object <blull & 53 jliai s ) sall o J saall
Required>yes 33Ul Jaul A
Jaall Jle  R.C > insert object > object type > Microsoft word picture>
ok = insert = clipart 2 3l HJLEABGO

s2clall (PASSWORD) s 4alS e Jgasll 6

3aaa Clily Bacld (psSi-]

& 8ll lay 14 e File = Info>Encrypt with password -2
3a8l3 yg
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() Home

B New

7= Open

Repair Database Compact and Repair.

Encrypt with Password

x s
Use a password to restrict access
Encrypt with to your database. Files that use
Password the 2007 Microsoft Access file

format or later are encrypted.

View and edit datab:

Database1 : Database- C\Users\aldi... @ @ ? = O

DatabaseT

Documents

‘ & Copy path ‘ | Open file location

- Compact & Repair .
properties
IT Help prevent and correct
Compact & database file problems by using

T T Coov et Oen WIe Tacation

Set Database Password

Password:

B

Verify:

::::::l

Cancel

el AS 3] -3

e File > Open>Browse->one click on the Database file>

Zid g pull S JA3i 25 Open Exclusive UGS a5 Open 4alS cailay (o3 agual) s
File = Info>Decrypt Database <ULyl sacld

Repair Database Compact and Repair.

/IF Decrypt Databas
Removes the password from this
Decrypt database.

Database

Database1: Database- C:\Users\aldi... @ ® ? - O X
DatabaseT
Documents
| @ Copy path ‘ | Open file location
v Compact & Repa\'r View anrd edit datab
properties
/] el revent and correct
iy Help p d
Compact & database file problems by using
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Unset Database Password

Password:

*:{:=I=|

OK Cancel

Import table Jslaall al i) -7

Ll Jglaadl 3 68 o gllaal) BacBl) ~8-7 @
External Data tab > in the Import & Link group > click New Data e
.Source > From Database > Access

H =  Database5: Database- ChiUsersialdis\Document... Table Tools

File Home Create External Data Database Tools Help Table Fields Table Q

’ﬁ\ 7 Saved Imports |_| m @ @ [% KN Access

L,m Word Merge

Mew Data Saved Excel Text PDF  Email =
Source ~ Exports File orXPS 5 More ~
Export
. » —
j From File " ] T3 Tablet
From Datat " m [ Import Access database

Import data from or link to data in
database.

M another Access
_@ From Online Services * D From SQL Server

[Ty &y
.¢. From Other Sources * am From Azure Database
- L] |

E"; dBASE File
|

Laaat & Leie Jglaadl gl Jsaall o s o glladll sac ) saa g jmport 33U jelas o
import
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Get External Data - Access

Select the source and destination of the data

Specify the source of the definition of the objects.

P

o

Eile name: | coyUsersialdis\Documents)] Browse...

m

Specify how and where you want to store the data in the current database.

@ Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (induding data in tables) will not be
reflected in the current database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected
in the source and vice versa, MOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

H 0K Cancel

Leia Jglandl ol i) & 58 (Al ULl 3acld e A5 File Open 33U yelai o

A = « Users » aldis » Documents » v [¥] O Search Documents
Organize « Mew folder ==« [ o
A - . Al
[ This PC Mame Date modified Type |
_J 3D Objects Custom Office Templates T7A17/2020 431 PM File folder
I Desktop Downloads 7/24/2020 11:58 PM File folder
o /30/2021 215 PN i
| Documents MATLAB 1730, 15 PM File folder
My Data Seurces 8/16/2020 1:22 PM File folder
Jr Downloads . . )
ViberDownloads 11/1/2021 10:29 AM File folder
J! Music e A e .
Zoom 10/26/2021 2:45 PM File folder
| Pictures [ Databasel 11/10/2021 11:22 PM Microsoft Ac
B videos @ Databaseld 11/3/2021 T:18 PM Microsoft Ac
=, Local Disk (C2) @ Database3 11/4/2021 10:35 AM Microsoft Ac
— DD @ Databased 11/10/2021 11:17 PM Microsoft Ac
. New Volume (E) @ Database3 11/10/2021 11:25 PM Microsoft Ac
= W files in Mranhny TIAN00 247 PRA Shnrtrnt <
- Mew Volume (G v <€ >
File name: |Databased v| Microsoft Access w
Tools - Cancel 1|

oke e b o

Laal i) o glhaall J glasd) }i Jeaall Ly import object 338 jelai
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File Home Create
r‘ '-;. Saved Imports
MNew Data
Source ~
Import & Link

All Access Obje... © « |EEERNEEDN

Search.
Tables
=_=j Emp
B3 Tablet

Import Objects

Tables Queries Forms Reports Macros Modules E

|| oK | [

Cancel

Select Al
Deselect All

Options ==

saved Imports e baxi b oké Ao haai o
Export table 1 Jslasll aai-g
2830l e Jglaal) ol Joaall oty o g ol yiuy) 45k udl e

k3

@  Tell me what you want to do

External Data Database Tools Help Table Fields Table

% EFEEGD
2 ) -@ S ord L
Saved Excel Text PDF  Email
Exports File orXPS 5 More ~
Export
Export selected object to an Access database
5 ID - | EmpName - Phone - | Selary - Marid - Bir - Image
N Ali 34444 1,000,000,000.00 10/4/1999 Packe
© 2 Sara 3422245 11.00 | 11/18/1976 Packe
4 0 0.00 | 11/17/2021
5 444444 0.00 |
* (New) 0 0.00 O

ol Ady yh Laa) LIDA e a8 33U AT U jelain paailll &l ghad alai) axy @

buj dS..IJ\ uﬁ LQS} L@AJJJ ji QLII,.\.\S\ s d}&;j\

Export Emp to:

Emp
in Database 1.accdb

Export Tables
(®) Definition and Data
() Definition Only

Cancel
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-: (PK) Primary Key -9
Primary Key (PK) () Jiall) oulud) zUdall o

La )l S ey W SliLy e Jedy Jsaadl 8 Jas (e AS) ) Jis e Bl s
LR e g diall a8 ) 53 bl QB ) bl 6B ) Jia
(s Slad) e Gl addiig o Jglaad) G day HI Jaad) 138 o
—-aailiad
Jiall il ) S rans Y-1
Access - 64\.1‘).1‘; Glleall 4y Je i ‘;ug.\‘)i\ Ct'\é.d\ Jaa axa -2
Create PK (il gUidal) o< o
oY) 2elise Jly 4533 2ie 5 Design view = 48 ks Jsaal) 05 xie ]
Yes 5 No <lsadl 5Sd odd )l) ZUdal) Jas 0585 0
LAl o )l Ll Jis (o oS00 s

Microsoft Access

There is no primary key defined.

| Although a primary key isn't required, it's highly recommended. A table must have a primary key for you to define a relationship
i between this table and other tables in the database.
Do you want to create a primary key now?

Yes No Cancel

] Jaadl a8lead bl Jis (50 Gl (5 33 Jsaadl QIS 13 Wl 2
Design view 4 )b e Jsall i 3
O et )l Ukl il e pdi5 5 Jaadl el il jdisall auzai 3>
]

Primary

o A58 Hlds Table Design A cuss

H © - 2 Table Tools student : Database- C\Users\aldis\Documents\studentaccdb (Acces...

File Home  Create  External Data Database Tools  Help Table Design Q Tell me what you want to do

D v £c Insert Rows E

) ) 2% Delete Rows o :
View Primary Property Indexes | Create Data Rename/ Relationships Object

o &8 | v B

v Key e8] Modify Lookups Sheet Macros ¥ Delete Macro Dependencies

Views - Tools Show/Hide Field, Record & Table Events Relationships

A” Access ® « j Emp\oyﬁ | j sg \ j Tablez. \ j Empz. 1 j Tableﬂi \ j Tableﬁh
Search... fo Field Name Data Type Description (Optional)

name| Short Text

Tables 2 city Short Text

EH emp2 age Number

EH Employ phone Number

'j st

'j Tablel

— il emmnrbine
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-: Tables Relationships Jslaall L -10

Connect table with Field A Jg (e Jiaa Jgaa ks o

Design view 44 yhy J sl =i vie ]
Field view Jésl) ol 233 2
byl & 0 s 3

Data type~> look up wizard

Table Tools student : [

Pme Create External Data Database Tools Help Table Design

? @ Z= Insert Rows E r

=< Delete Rows

mary Test Validation = . Property Indexes Create Data Re
ley Rules e, Modify Lookups Sheet Macros ~ Dele
Tools Show/Hide Field, Record & Tak
ss ... @ <« |E3 Emeloy \ B3 st B3 Tablez | ZH Emp2 Y EH Tables \
Field Name Data Type
£ LT AutoNumber
& StNo Numberl =
EmpName Short Text
Phone Long Text
Selary Number
Marid Large Number
Bir Date/Time
Date/Time Extended
General Loockup Ccurrency
Display Control Text Box AutoNumber
Yes/No
OLE Object
Hyperlink
Attachment
Calculated
Loockup Wizard...

D b Wby Look up wizard 58U jekid
lwant | j g jLal g

This wizard creates a lookup field, which displays a list of values you

can choose from. How do you want your lookup field to get its values? &..\MA d}d.; u..jﬂl \.M_'uu.\

©1 want the lookup field to get the values from another table or | 5= ) ) J-.’ e ~
auery. o )
(O Twill type in the values that I want. = 7

10
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Which table or query should provide the values for your lookup field?

: Employ
st

: Tablel

: Table2
: Table3

: Table4

View

(@ TIables () Queries () Bath

Cancel < Back

Available Fields:

Which fields of Table4 contain the values you want included in your
lookup field? The fields you select become columns in your lookup field.

Selected Fields:

D =
name
dity >>
age
Cancel < Back

Available Fields:

Which fields of Table4 contain the values you want included in your
lookup field? The fields you select become columns in your lookup field.

Selected Fields:

>

<<

Cancel < Back

he

Available Fields:

Which fields of Employ contain the values you want included in your
lookup field? The fields you select become columns in your lookup field.

Selected Fields:

<<

Cancel < Back

11
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Next a3 Jséall 4ie jlids | il
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| What sort order do you want for the items in your list box? I

You can sort records by up to four fields, in either ascending or descending order.

Qbuk_\,ﬁj} d)s;j\ M‘)\:ﬁ;y 335\.1)@_}:.1
: G 5 == Next & 3l s gaclai JSi J siall

3 Phone ~ Ascending

=

Ascending il

| How wide would you like the columns in your lookup field? I

- . -
To adjust the width of a column, drag its right edge to the width you want, or double-click the a :‘ ':‘ X) A-LJ ‘ '! :s Jj d ): “ d b
right edge of the column heading to get the best fit. .0.‘5 .,)-.1 L5 \ _9 3 9
-
. B - )
Hide key column (recommended) (f
.

\ EmpName Phone Selary Marid [ a
L*aara 543322 $433.00 Yes 11/30/1 i
yosif. 453530 $6,450.00 No 11/11/2
Isra 343434 $6,456.00 Yes 11/23/2 R
Mohemad 5456460 $66,564.00 Mo 7/7/199
Ali 4565740 $64,650.00 Yes 12/1/20 r
saara 3453530 $5,450.00 Yes 11/24/2 -
sy S3834 ennn tin

4 »

Cancel

Einish

oo T T T T U:’Jl:‘; Cpaaaliy ‘_éj\} 2733‘)” saall) Wl @

What label would you like for your lookup field?

Lookup Wizard

s —aday Ul ~aus 1 Cascade Delete JsY)
Do you want to enable data integrity between these tables? - . o
Lnahlegalalnlegrily 9 L—L)M J‘—,’ djj.éjlé 42-.1) e—’ L._.SJM dﬁéj\
(@ Cascade Delete
\ (O Restrict Delete

Do you want to store multiple values for this lookup? I uj;-" L.\S M \}{ ReStrICt Delete ‘f‘m‘
| Loy ) amy sy adag 5 530 Jiad

Those are all the answers the wizard needs to create your lookup field.

Cancel < Badl Finish ! j . . . e:_.i

| The table must be saved before relationships can be created. Save now? F|n|Sh LA‘; M‘j ;L@:\:\\g‘ Ja_i
. Yes biiai Jaall Jass 33805 e la3

|| TR T E

DAY Jsaall aday ) &5 oA Jis diaia ey otill Jsaall e g gind 320 U el
LS

12
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Table Tools Amina - Key : Database- E\amina\Database\Amina - Key.a...
Create  External Data  Database Tools Help  TableFields Table Q Tell me what you want to do
b/‘ Y 4] Ascending T Selection ~ == New > p b |Ca|ihri (Detail) -
. 4 .
N 3 %1 Descending Yﬂ Advanced ~ =8 Save v . > - B I U
View Filter Refresh Find = _
- All - == v | A~ Q2+ = 3
Viewrs Clipboard ~ = Sort & Filter Records Find Text Formattin,
All Access .. @ <« | I emp2 (T employ (]
D = EmpName ~ Selary - Marid - Bir - Image = |Click to Add =
Search... p
bl - 1 1,000,000,000.00 10/4/1999 Package
avles ® 2 11.00 ] 11/18/1976 Package
B Emp2 4 0.00 [l 11/17/2021
[ employ 5 0.00 [
z=: S 6 0.00 []
7 |saara 543322 $433.00 Yes 11/30/1998
8 |yosif 453530 11/11/2021
9 IHg] 343434 S6 .00 fes 11/23/2021
10| Mochemad 5456460 $66,564.00 No 7/7/1991
® (New) Al 4565740 $64,650.00 Yes 12/1/2021
saara 3453530 $5,450.00 Yes 11/24/2021
ssadd 53636 $0.00 No
sdsd 435345350 $0.00 No
saara 453530 $0.00 No
Lookup Wizard
This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its I Wi I |
values? REX .

(DI want the lookup field to get the values from another table or

query.

Jsan (n S a5 olina

@1 will type in the values that T want.

3aacY) 22 HLadl ana

Lans s bl Sa g
Jsaal)
PN

rg

ALY W jedan

Ip Wizard

What values do you want to see in your lookup field? Enter the number of columns you want in the
list, and then type the values you want in each cell.

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit.

v

<

A &l gladll s i

) @s&;m@ 1 5 yall

Jeas aladin) Ja s Jgaa

Number of columns:

El

e 352 50

@A Jsaall Field ) 2
Lo adlas

Gilaslaally Jgaal) (L

Col1 Col2 Co
1 saara 543322
2 yosif 453530
3 Isra 343434 [ —
4 Mohemad 5456460
5 Ali 4565740
] saara 3453530 l
7 ssadd ]
a srsd n hd

Cancel < Back Finish

13
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Lookup Wizard

When you select a row in the lookup field, you can store a value from
that row in your database, or you can use the value later to perform an
action. Choose a field that uniquely identifies the row. Which column
in your lookup field contains the value you want to store or use in your
database?

Available Fields:

Cancel < Back FEinish

C

I Lc Wizard

What label would you like for your lookup field?
Do you want to limit entries to the choices?

[JLimit To List

Do you want to store multiple values for this lookup?

[ ]Allow Multiple Values

Those are all the answers the wizard needs to create your lookup field.

14
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=3 Empé \ 1 employ [ st

D =~ | EmpName =~ Selary - Marid
1 saara 1,000,000,000.00
2 yosif 11.00 []
4 Isra 0.00 []
s TR | 000 [
6|1 saara 543322
72 yosif 453530
8|3 Isra 343434
g|4 Mohemad 5456460
10/5 Ali 4565740
he (New) 6 saara 3453530
7 ssadd 0
8 sdsd 0

B & finish e brall e
Jiall aday )y Joandl el (e L)
U le JUall Ay, JsY Jsaall
L Jgaall pay anl) Jis Uil
il 3 5a gl agd) e Jaziall Mie
adliy Lad oAl Joaall sels an!

T ol

-: Connect Table with another Table _AI Jsias Jolaa ks, o

A8Y) O shadll 4 Ama A8ay (gl gan Jay )]

ol Jsaa A PK lall o8 2aai 5 Teacher s Student i Se culgas (235 1

plaall Jgan 4 PK alzall

Gl Jsas 8 (Foreign key) st aleall a8 5 & S ddaae
Aldsn APK oS (Field) asee oo 35ke s -2 Foreign key

thip : Database- C\Users\aldis\Docume... Table Tools

ernal Data Database Tools Help Table Fields
= | == =l
r‘ IT B '1 D 4 Forl
j \ k k Mavi
Point Query Form Form  Blank

uery
I

§D

Forms

'm Wizard j \EI :| ﬂ D :;:

igation ~

Design Form Mare Farms ~

Table Q  Tell me what you want to do

.
Report Report Blank =] Macro
Design Report . &

Reports Macros & Code

-: Teacher ' Jsaa

TDep

~ |Click to Add  ~

j Teacher |j Student

Field Name Data Type
f TeNo Number
TName Short Text
TDep Short Text

15
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-: Student 4l Jsaa

Ty ) Adany pad) J8 LRI Cany Jghaal) ¢ oS0 day —; Aagra Aliadla
Database Tooks ‘ ke b Database Tools cuss ) cal 2

’7 Relationships
: : Relationships Object 1§ L’.’J
Dependencies B Teacher | T student,

Relationships : Field Name Data Type
j E T ] @ D :: I stNo Number
it | Qu ank Macro ~ StName Short Text
Y| e sl o stClass Short Text
Macros & Code o~ TeNo Number
EH Teach x

ol e da g 3e i o) Add (e baralls Wl
Jsaall

hip: Database- C\Users\aldis\Docume... Relationship Tools

emalData  DatabaseTools  Help [EEESTETEUESSENEN O  Tell me what you want to do

E [E= Hide Table x| :\L.LA.A M O:\ljd.;js O.M O:ﬁbéu )@-Eiuﬂ

37 Direct Relationships
Close

ok B A s e (TeNO ) PK A dis e 5 jainas
FK A das Al sdsall s 2 5855 Teacher

=5 Relationships \

x>

Teacher tudent A at
T b — Qlall Jsaa 8 (K15 4udi (TeNO)

StClass
TeNo

Edit Relationships

Table/Query: Related Table/Query: @‘L'l'“ LGJ% o Lfd\ BJ&L’ )@-k:"“‘ 4
Teacher Student Lo, (S ‘;\3\ Jgaall pass

Cancel . X
TeNo v TeNo ~ Dba L
Join Type.. -
W saall) = CrAY) G LAl W Jagy LA 12a
i Mew..

Enforce Referential Integrity <=

Cascade Update Related Figlds <@ Field J) Cuasty W o

] o P U T T S (. T [
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saac Y ) Cdlanall Cpanty U el <l LA 038 Jirdlly o 83
DAY U st ae Jand) 138 L Y1 iy o Cpsne alace Jans it e JUial s e
ihip : Database- C:\Users\aldis\Docume... Relationship Tools B..Jém\ m l.a Create ‘51; I . “ .J_.LC .5

-1 Ay
E a Tuw BRI

TAbd\d EE‘AH Relationships Close ‘5& O...\lj.l.;j‘ O'-H MM\ O\ L;)u

NS ol wdls one-to—many  (M-1)

7 e U (a8l aad ) aladl)

ternal Data Database Tools Help Relationships Design

Teacher Student L.
I\ =

TeMo . .

Jaadl A1 Save I 4 sa) Jaraal

Lisnse La L) 5 (o0 (il sanll b el (Lo g sty Lagas s o5 (30 ol sl i o
£z Teacher | EH Student
TeMo * TMame = TDep = Click to Add -

10 Ahmed Computer
20 Sami Bio
30 Moor Math

* 0|

0585 Of g llall Jsoa AFK 58 53l TeNo ) dis (e die —; dagwe ddaadle
aleall Jgan 3 PK J 58 3l TeNo ) Jis (e 33 sale aslily

Views Clipboard ™= Sqrt & Filter Records Find Text Formattin
All Access Ob_Je @ « EH Teacher | 35 Student
[r— o StNo | StName - StClass - TeMo - | Click to Add  ~
Tables % 1Al First 10
T student 2 Nada Second 20

3 Yosif Third 30
B3 Teacher 4 Ban second -0

5 Ream Third 30

* 0 0

17
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S:Ert&Filter Records Find

Py, j Teacher |j Student

TeMo - THame

:D + 10 Ahmed
- + 20 Sami
+ 30 Moor
+ 0]

- TDep ~ Click to Add ~
Computer
Bio
Math

| T Teacher L5 Student
TeMo *+ TMame - TDep » | Click to Add -
= 10 Ahmed Computer
StMo - StMame - StClass -  Click to Add -
1 Ali First
* 0
= 20 S5ami Bio
StMo = StMame - StClass - | Click to Add -
2 MNada Second
4 Ban Second
* 0
= 30 Noor Math
StMNo *  StMame - StClass - Click to Add ~
3 Yosif Third
5 Ream Third
* 0
* 0

-: Queries <lilxinyl -11

i) Jodi | ST gl aal g Jsan (e Lgmpend s bl (e Caall 43, Hla o cladainl) o)
223 Slild (ACCESS (o polaiul L) e el Aalald) Glilul) sacldl duadi J) g C).ia Ay

.l

Ly i S Sl e ) siall dpee Ciny la g 58

aal g Jgaa e (Queries) pdladiu) sLid) o

Queries Wizard 43,k .1
18
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RelationShip : Database- ChUsers\aldis\Docume... Table Tools

External Data Database Tools Help Table Fields Table Q Tell me what you

2e W B8 | Ea8 O3 |8 W [

Mavigation ~

Application Table Table SharePoint Query Query Form Form EBElank Report Report Ela
Parts ~ Design  Lists ~ Wizard Design Design Form Maore Forms ~ Design Reg
Templates Tables Queries Forms Reports
% All Access Obje... @ « |F 5 Query Wizard
earch ye) Show the Query Wizard, which TDep - | Click to Add -
—— || helps you create a Simple query, a  pputer
Tables B + | Crosstab query, a Find Duplicates
E= student query, or a Find Unmatched query.
E3 ch
B Teacher o 0

Mew Query

S Guery Wiard 1| o= 25> 5l Queries Wizard e baas

Crosstab Query Wizard - - .

Find Duplicates Query Wizard NeW 4.631.5 )@.Ej LJJ.MI Create Q.—\.-j)-.\s

Find Unmatched Query Wizard . .- .. .
Simple s <kl o)l W Queries

Queries Wizard

This wizard creates a select query
from the fields you pick.

¢ Simple Query Wizard

Which fields do you want in your query?

R0 Ul el i g OK e Jniaiall ie
Tables/Queries emyd Le:‘ét-‘:é;\ J“)ﬂj\ ) 'SJAQ;\)“ L@JA
Table: Teacher o Nexti “ . ‘ez (Queries)

Available Fields: Selected Fields:

‘fou can choose from more than one table or query.

==

¥ Simple Query Wizard

O Ll

What title do you want for your query?

Teacher Query 2*3..1 m ‘)G_E:\ Open the Query jA d)iy‘
oA oebbe gl 3 il 2Dy
That's all the information the wizard needs to create your 4_.\.A k._llk..\ L.L.}iSj . I_Q‘JI:GS‘\ e:i ‘;\S\ EJ.«:“)_(\

query.

Do you want to open the query or modify the query's design? d) 3 . n C)A LSé éJ‘ e S\ B m U.A)Q

(®) Open the query to view information.
(O Modify the query design.
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View

| Y

Field: |[TName] [&] rDep]
Table: |Teacher Teacher
Sort

Show: 0 0 0
Criteria:
or

[T

Ready

Page 21 of 21 1466words L|* English (United States)

Jl o dsdal ) cldaad) o) o) (S g AT B le dad ) Baes] Ao o giag Jgaad) oS 1Y)
-t Y Queries Wizard 21 ¢ sSsw Jaaal) il g dacidl) g 7 shall g aaad) Jia Field

Simple Query Wizard Queries (ﬁ Create ‘;‘; M\ J’-j
Would you like a detail or summary guery? L@—.‘M C)A EJAQY‘ Jlﬂj.;“j Wi Zard

1|az] |-----i Detail (shows every field of every record) R NI . e *\)S - B
s = .o ! O} : - 47).1‘)“ saalal) Wl PYNS-XREPL J 3ac Y|
3 | e o () summary
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Simple Query Wizard

What title do you want for your query?
Student Query

paaly Wl )@_LLA Detail Wil e
@Y\Léwu)ﬁd\djﬂ\

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

(®) Open the query to view information.
() Modify the query design.

Simple Query Wizard

Would you like a detail or summary query?

Summary _kis) xie Ll

@) Detail (shows every field of every record)

1 s 5------- ’ @ Summary BAAGS” JL;\;J\ Jaa dmA (e Jhi ij.;.n
2 lea| 7=------ - = .
HEfg oo e by cillee ¢ jal ) )
= .

N ; Slo Gl Cagu o) a1 ol ddaadl
i .(Number Field) L 443 )}l 334cY!

1 |aa |12
cc | 9
3 Jee ]| 6

Summary Options e s

e | A Functlons$ sl . 5
=8 A gae JSI Lol

Simple Query Wizard

Which fields do you want in your query?

‘You can choose from more than one table or query.,

Tables/Queries

8l 3 ganll I iR

Table: Student

Available Fields: Selected Fields:
Stho [
Sthame
StClass .
<
<<
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What summary values would you like calculated? 63 6_\,3\ L;AE)]\ FI eld J\ lec‘
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8353 sall Jgiall aae Cluay o sty (535 Al clleal) Culay 3 ga gall AN LAY
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a5 WS Query JIW ek Finish bazall die

A” ACCE‘SS Ob_Je @ « B student ﬁ Studentﬂuer_',lr
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Tabl N 370 74 60 90 5
ables %

= student
== I

Student Table s cllell ade <y af 3l Field A 4 33 alall J saal) cas

Queries Forms Reports MMacros & Code

7 Student Iﬁ Student Query \ /\

StMNo - StName -~ StClass - TeMNo -

fick to Add -

1 ali First 10
2 MNada Second 20
3 Yosif Third 30
4 Ban Second 20
5 Ream Third 30
#* 0 0
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Sort:
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Criteria:
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Num Lock B = g
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( Form) zaseill -12
Ll Ja) Qg s, il JS8 Ul ledaY clgals e 5 ke
zasall Gy sl clln
“Create Form by Wizard” (/g3 48kl

“Create Form in Design View” 4Gl 43, i)

“Create Form by Wizard on Table or Query” o

Al < shadll i oMaind 5l Jsaad form oLy

-: Create form on table .1

L Y sl oLl Wana Liad ]

=] STUDENT
StMame - StCode - BirthDate -~ PhoneNUM -
abdulla 222 5/20/2000 765534
omar 221 3/24/2000 755534
ali 220 5/5/2000 345675
noor 228 5/13/2000 3456534
zainab 224 8/10/2000 268480
* 0

Ay ) ghall aii Jgaal) 13 e {form} gzases sLay

Create ——— form——— form wizard

Home Create External Data Database Tools Help

Table Fields Table

D D D R ﬁ @ D [ Form Wizard

MNavigation ~

Application Table Table SharePoint Query Query Form Form EBlank

Q Tell me what you wi

E Tl 1§

Report Report Blank

Parts ~ Design  Lists ~ Wizard Design Design  Form Morg Farms ~ Design Report
Templates Tables Queries Forms K Repaor
All Access Obje... © « |5 STUDENTY
P— 5 StName - | S5tCode - | BirthDate - |PhoneNUM -

Tables - abdulla 222 5/20/2000 765534
omar 221 3/24/2000 755534

ali 220 5/5/2000 345675

noor 228 5/13/2000 3456534

zainab 224 8/10/2000 F68480

#* 0
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Form Wizard

Which fields do you want en your form?

You can choose from more than one table or query.

Tables/Queries
Table: STUDENT ~
Available Fields: Selected Fields:

=

PhoneNUM

Cancel Einish

Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: STUDENT

e

Available Fields: Selected Fields:

Sthame
StCode
BirthDia
<
=<

Cancel Einish

Form Wizard

What layout would you like for your form?

() Tabular
Ogatasheet

() Justified

Cancel < Back
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Form Wizard C.JJA.\H U‘)“Q L_ﬂLS 5803 )@..L:l.u
What title do you want for your form? finSh M e: O\j-.lc gs‘L‘*'.‘

STUDENT farm|

That's all the information the wizard needs to create your
form.

Do you want to open the form or modify the form's design?

(®) Open the form to view or enter information.
(O) Modify the form's design.

Cancel < Back
3ses column A8y ks zigaill odU jeliin o

F STUDENT Y| =8| STUDENT form
STUDENT form

]

StName | ~
StCode 220

BirthDate 5/5/2000

PhoneNUM 345675

Recard: 4 10f5 LS Search

Ssas IS ol -: tabular 48k zigalll 228U o

E5] STUDENT | 58] STUDENT
StName StCode BirthDate yneNUM
4 b ~ ||220 5/5/2000|| 345675
W
omar 221 3/24/2000|| 755534
abdulla 222 5/20/2000|| 765534
zainab 224 8/10/2000|| 568420
noor 228 5/13/2000| [t
* 0
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ali 220 5/5/2000 345675
omar 221 3/24/2000 755534
abdulla 222 5/20/2000 765534
zainab 224 8/10/2000 568480
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Close All . .
B ormview right click
Form View
StName ,ﬂg Layout View design view Jus‘e':
.'—'E—.. Design View
StCode 220
BirthDate 5/5/2000
PhoneNUM 345675
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Selection type: Multiple selection A
Format Data Event Other  All
Visible Yes el
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Height
Top
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T\ PR R R R R T R T E R BE R R [ EE R E R T E ] T T E e T Border Width Hairline
:IStCode Border Color
- Special Effect Flat
Font Name Calibri [Detail)
[ S— E— S— e Font Size "
[BirthBate Phanetiute | Text Align General
TBirthDate PhoneNUM : L | FontWeight Normal
: : Font Underline No
¥ Form Footer Font Italic No
Fore Color
Line Spacing 0
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Gridline Style Left Transparent
Gridline Style Right Transparent
Gridline Width Top 1pt
Gridline Width Bottom 1pt
Gridline Width Left 1pt
E Gridline Width Right 1 pt o
I 1 Ll S —

form design 2 themes u s JMA pand galll JUS&) g (1) g1 S (Saa @
D @ B colors - b

View Themes Eonist
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i+ Logo
& E I EE . IH’ Titl
Aa I—jl T - Insert Modern 01 Titke
- Chart ~ E Date and Time

Views In this Database Contrals Header / Footer
All Ac 11\ 58] STUDENT form | [55] STUDENT data ‘| 5] STUDENTjust
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Search.. T
Tables | office
Forms

B stut| Aa 1 Aa v Aa 1 Aa

E stur ;
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'!_'E Save Current Theme...

B P FE PR S St 000000000 o RIS EEEE000000000000 |RESSEIES0S00000000 1

arm Design Arrange Format ‘¢ lell me what you want to do
A | i)
= Logo =
) KYZ = A D‘D . =
2B ER- v ] RN 13 o
L) = Insert Modern o Add Existing |Property| Tab )
Chart ~ % Date and Tim Fields | Sheet | Order L% Con
Controls Header / Footer Tools

STUDENT form ' [55] STUDENT data |E| STUDENTjust

R T - T T R - T - TR BT B VO TR B R RN B PI’D
Selecti

Faoliy Cdy ol Glsaiall ol gie

29




MS-ACCESS 2016

AT oS el

[ools

Al (gl juail e

right click dascai s A Aalal) ¢y 1 juas o) jall ¢ jadl aaas

fill /back color _tias o

E Aa

iy
o I—jl g '—.")
b= rs

Controls

51 H 8|

B sTUDENT Y| 58] STUDENT1 {55 STUDENT form | [55] STUDENT data 522

=0

[ R R I B

¥ Form Header

%
g
B

Ht It

PhoneNUM

# Form Footer

X

K

[ Rk K E

E=

Form

R I S R

Help

Table Tools
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Navigation ~
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Design Form More Forms ~

Forms

Form Design

Create a new blank form in Design
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In Design view, you can make

advanced design changes to forms,

such as adding custom contro
types and writing code.
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Build Event... le - =0
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Layout 3
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Delete
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Special Effect » EEEEN ]
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Lizi Design View ) 4g ks Form Ly
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-: List Box .6

- M\&M}wdﬁ;d}hwh}&u\ém)ﬂz\ﬁ\a&egsiuﬁ

| List Box Wizard
This wizard creates a list box, which displays a list of values you can
choose from. How do you want your list box to getits values?
3 QI want the list box to get the values from another table or
;query.
(I will type in the values that I want.
: List Box Wizard
Which table or query should provide the values for your list box?
| Table: Teacher
| Table: Teacher1
Table: TeacherR
: View
© Tables () Queries () Both
e —— - - —
7 List Box Wizard

Available Fields:

Selected Fields:

Which fields of Student contain the values you want induded in
your list box? The fields you select become columns in your list box.,
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| List Box Wizard | Janazad o JRA) 13gy daild W] el

How wide would you like the columns in your list box? N eXt

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit.

B Hide key column (recommended)

StClass
First
Second
Third
Second

Third

List Box Wizard

What label would you like for your list box? \.l@_l 3“31.33\ am;‘ ‘):\:\’_ﬁ 3.331..1 Lﬂ )@_L.\
[case Finish L o5 J<4)

—r Al JSall ekt Ll aadls

Those are all the answers the wizard needs to create your list box. c‘ass F I rst

| List Box Wizard [ | will - ol Jldlle

. . -~

This wizard creates a list box, which displays a list of values you can IAJ\ a ) E N :\_ASG N 954

choose from. How do you want your list box to get its values? d P& o= o
Next barcai 2 suaa Slly

(CyIwant the list box to get the values from another table or
query.

O 1 will type in the values that T want.
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List Box Wizard £

What values do you want to see in your list box? Enter the number of columns you want in [ X | . ..
- the list, and then type the values you want in each cell. £ JOM-’ e—i J}A&j‘ k—ﬁt-it:\-\ thJ}-\ e)ﬂd

To adjust the width of a column, drag its right edge to the width you want, or double-didk the N eXt
- right edge of the column heading to get the best fit. L

=

: Number of columns: ,1_

Col1
ol Sy
] Juiarlo
1 | y0iS s
gty
*

Cancel < Back Finish

List Box Wizard F

{ wWhat label would you like for your list box? ej a;u..l‘\ ?3 Lﬁﬂ‘ Jj‘uj‘ u‘-}r’ ‘é‘k"'
1 o [ Finish laxzas

_ S Vg el U g la

Those are all the answers the wizard needs to create your list box,

©  -: Combo Box .7
e E Oze s i (e Aania 408 (5 i 310 038 a2
First ) . .
Second - ds-ud\ ",’A LAS}
Second S 3 LS List BoX 1 Gl (s sl (Sas
Third

lesde uolsdl &ty gl
v

@ Cisco -: Check Box .8

@ word i gl) s A LA e ST LERY 8010 o3 Ul e

................................
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{
Option Group Wizard

An option group contains a set of option buttons, chedc

XYZ
u -: Option Group .9

7 RHHE HREHER

()Mo, I don't want a default.

i boxes, or toggle buttons. You can choose anly one option.
1% HHH HHEE ]
_ [CIFT R
g - What label do you want for each option?
HE . Label Mames
| . milk
o
F water
#*:
Cancel Mext = Einish
| | 1| | ]
.................... ||I | |
Option Group Wizard
Do you want one option to be the default choice?
bt hhiH]
e (@)ifes, the default choice is: ] =
[T o ! I milk s

Cancel

< Back

Mext =

Finish

toggle buttons, option buttons, or check @asaNa e liSay Joaill Q8 anay 1 5] (L0
LY s 43li) (S Jadh ol LAl 038 (e a5 Cuss boXes

a5 Al plaul ass

— Next Lazias

Next a3 ol 8YI LAY aass
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Option Group Wizard

Clicking an option in an option group sets the value of the

HEHEHE

option group to the value of the selected option.

(% HEH HEHE =1
) un unn =2 What value do you want to assign to each option?
r =
S 3 Label Mames Values
milk
tea 2
water 3
Cancel = Back Mext = Finish

ji sy Lia allay 328010 528 ‘;
s
Next baai o &l jual)

{
Option Group Wizard

L L L T T

e e

1 group?
Sample (@ Option buttons
' @) milk [] Checkboxes
4 (Otea Toggle buttons
| Q water What style would you like to use?
@,E_td"led ............................... O shadowed
: (:}Flat ...................................... O surken
O&aised
Cancel < Back Mext = Einish
Option Group Wizard
é"r;l;?"l'l""' T LRSI LRI AR WO RTLALAL M e g
Sample () Option buttons
mill Check boxes
[ tea Toggle buttons
[] water What style would you like to use?
{®)Etched i) Shadowed
(_JFlat (") Sunken
Dﬂaised
Cancel < Back Mext = Einish
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Option Group Wizard

Sample goupr T

milke (O Option buttons
[] Checkboxes

= |Toggle buttons

water What style would you like to use?
(®)Etched () Shadowed
(OFlat () Surken
OR_aised
Cancel < Back Mext = Finish

Opticn Group Wizard

What caption do you want for the option group?

||:|rinking|

option group.

That's all the information the wizard needs to ceate your

Cancel

drinking
O milk

< Back

Finizh

4l 338U ek Option ) slal Jia) e

L -: Rectangle .10

Jadatiosall il (55l 5 Gm jall 5 2 50al) () o) dpaas
Aa dll e lauasill MR e
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-: Line .11

\ LJ 338U o atill ) gol Jay 35 ) ) i aladiuly 4 je g Jasll

Uailadll

-: Button .12

&) Ll Sy s <Command Button el sY) 31 (e 4dliad) ) 51 (e a1l Access piy
-t ) il

(s SOlanall (Rl Cppendiaall i Al g ¢ Jad) & Jasil) el 5l )5 51-: Record Navigation
el alal) il sac

Lis Jia oLl sl Gueasieall i il 5 ¢ Jiadill e 3l 5l )5 31-: Record Operation
el 5 Jall

Ao oy AL ) 23 s il (pperdivaall i Al 5 ¢ sl ddae el 5l )50 -: Form Operation
Lg‘)';ith\c\‘);‘\ Lati g ¢ &M\Cdﬂ\g\s&}c

ool ALl day ju 48y )l Gperdiaall Jig8 g ¢ 8l ddee al sl )31 -2 Report Operation
Sl Jaall s Al ) b S Alaa Jia

Sl Jiall & <l shaall o Record Navigation il

stid -~ stname - class - dgree - department - Click to Add ~

1 muna 3 66 s

2 huseen 4 70 s

3 ahmed 2 60 s

4 ali 1 77 s
(Mew)

4 Button 4dlabiagii 8 Form WSy Form wizard el Gl J saall (1
Search
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# Form Header

department

¥ Form Footer

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:

Record on
Record Operations
Form Operations o To First Record
Report Operations Go To Last Record
Application Go To Mext Record

Go To Previous Record

Miscellaneous

Cancel

Command Button Wizard

Find Record

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you

choose Picture, you can didk Browse to find a picture to display.

Find Record

|| Mext > Finish
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Command Button Wizard

Find Recard

What do you want to name the button?

A meaningful name will help you to refer to the button later.

|search|

That's all the information the wizard needs to create your
command button. Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and

earlier versions.

Cancel | | < Back u

ts H Eirish |

stid

stname

class

dgree

department

Lz o5 Button Ul au) (cass
Finish

Search L) e Jaxuzai g 285il) ol [ jall 3385 8 3 saill e

-1

‘search ‘

muna

66

Cs

aad ) o calldall aud (e Can) Die 3 sl Jsia IS 853 5 g0 ilaslee (e Can) 3280 L gl

stid

stname

class

dgree

department

4:1;)& ji (u.nﬁ\ ji

|5earch |

muna

66

cs

Find and Replace

Find Replace

FindWhat: |1

| [[Fndnext |

Look In: Current document
Match: Whole Field ~
Search: Al ~

[IMatch case

Search Fields As Formatted

Cancel

Mustafa aub dllain) s Huseen oSy calall as) e (e Ganall) Loyl Wiy
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stid 2 search Find and Replace ? X
stname Find  Replace
—|  Find What: huseen ~ | I Find Next
class 4
Cancel
| LookIn: Current document
dgree 70
Match: Whole Field ~
—| Search: Al ~
department cs [Match Case Search Fields As Formatted
4
stid 2 search Find and Replace ? *
stname mustafa Find  Replace
| Find What: u ~| | FndNext
class 4
Replace With: | mustafa v| Cancel
| LookIn: Current document
deree 70 [ Repece ]
& Match: Whole Field ~
p | Search: All w Replace Al
epartment cs [[IMatch Case Search Fields As Formatted
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( Report) _n &l -13
A4y yhay il cLl) @

Acbidall 53¢ ) JAll Jewr Gy el AalAd) ULl 3ac 18 Ul 98 anad e 3 jaall y, Hlal) elaiad
LSt g Jglaall e )W e Li3) Access <l i

MS-ACCESS 20

=
{~>]

8 Aaladind &y 55 ) St Sl Jsaad) 8l (1)

’ fy Cookies Solti

Product Types ~ Products Table.Product Name ~ | Sales Unit.Product Name ~ SumOfQuan ~
Cookies Fudge Brownie One Dozen 7
| Cookies Fudge Chocolate Single 6
Cookies Ginger Shortbread One Dozen 6
Cookies Chocolate Chip Single 5
Cookies Butterscotch Single 3
Cookies Fudge Brownie Single 3
Cookies Cranberry Walnut One Dozen 3
Cookies White Chocolate Macademia Nut Half-Dozen 3
Cookies Snickerdoodle Single 3

Dm0 aY) (3d Rl Qe Ml Gy o adge 20a Tyl e L) gl Adle 238 (2)

Create External Data Database Tools Q Tell me what you want to do...

m D ﬁ m m D X Form Wizard j @ :’ < Report Wizard

""" = Navigation ~

Table SharePoint Query Query Form Form Blank Report Report Blank & | apels
Design Lists~  Wizard Design Design Form FEIMore Forms ~ % Design Report
Tables Queries Forms Reports

Sl paldl) SN e 2l aas 58 oLl ACCESS a5t (3)

A2 F Y dadall Juals Ga JAY) Culadl e 53 s ge ULy (an 585 Ol Jaisall (e (4)
o i L g adila e 8l &5 (Jia s 5 s clle L cl dalal) Jgall aaa sy B8
ch dalall Jgaall JS o ginl aly ia 4fla) Jsia ae clld ) < Gslhaall aaally Jaal)

] B Cookies Sold ] i@ cookies Sold
7] Cookies Sold Wadpeseey
R{ ..........................................................................................................................................................

Product Types [Products Table].[Product Name] [Sales Unit].[Prod
1 Cookies & Butter Pecan , 7One7Dozen
Cookies | Butter Pecan || Single
Cookies Butterscotch V 7Sing|e
| Cookies | Chocolate Banana Walnut One Dozen
Cookies Chocolate Banana Walnut ; Single
| Cookies ' Chocolate Chip Half-Dozen
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Gasd S o) g sl ) gl Ty 5 e Jads ) (358 i) ey (alald) 5l Ladal (5)
M s 558 A ey il

Save As ? X

Report Name:
Cookies Sold

;d;ﬁﬂ\ s @
adainl) sl Jpandl e il (g0 a8 O giall Cada oliSay

li;‘ Cookies Sold JE Cookies Sold S.. “ "jj 2'\:,]'; L..si éﬁ )33‘ (1)
i§] Cookies Sold Wednesday, (o1& Jaiaial o cadda 3y )3 (A

Product Types [Products Table].[Product Name] [Sales Unit].[Product Name]
Cookies R Butter Pecan One Dozen @"M‘
Cookies Butter Pecan Single
Cookies Butterscotch Single
Cookies Chocolate Banana Walnut One Dozen
| Cookies Chocolate Banana Walnut Single
Cookies Chocolate Chip Half-Dozen
Cookies Chocolate Chip One Dozen
Cookies Chocolate Chip Single
Cookies Cranberry Walnut One Dozen

Jis) i s (2)

Al ) Cada pe XU (Jia Cada aie ok

{'"-_5T.| Cookies Sold | [l Cookies Soid

] Cookies Sold Wedhesdey, . S
B Lzl g el 5l aaad g s e Lo Ul
Product RLA [Products Table].[Product Name] [Sales Unit].[Product Name] . -
Q Butter Pecan One Dozen .LJJ;M CL‘SA LA’Q
Butter Pecan Single
Butterscotch Single
Chocolate Banana Walnut One Dozen
Chocolate Banana Walnut Single
Chocolate Chip Half-Dozen
Chocolate Chip One Dozen
Chocolate Chip Single
Cranberry Walnut One Dozen
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Report Wizard zlleall 48yl sl ¢Li3) @

D e el 358 a1y E g age s e L) (il AaSle 208 (1)
Create External Data Database Tools Q Tell me what you want to do...

CI D rl\ hr— E-.I = (R Form Wizard j' @ :‘ {71 Report Wizard

: g b el & Navigation ~
Table SharePoint Query Query Form Form Blank Report Report Blank Labels
Design  Lists~ Wizard Design Design Form More Forms ~ Design Report
Tables Queries Forms Reports
Report Wizard

@ o glae Lebe (2)
ladiall J@L\.\u ol k_l\c\);‘ﬂ\
el e a Ailis )

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries
v

Available Fields: Selected Fields:
Product Types 2

>>

Cancel BEC Einish
4 ~ £
A B L8l o) pal) Jg8ald) daa 1 d oY) B ghadld)
Report Wizard

| Which fields do you want on your report? J'-JM :dm‘ E\AEM‘ (&e-“l L'B)é ﬂ\ ( 1 )

: l You can choose from more than one table or query. d;;l\ ‘_AQ Lﬁ}:‘;ﬂ L..S-.JS‘ (‘.\My‘ _Si djd;j‘
Tables/Queries = )M‘ (d )SAJ\)

Table: Customers Fields:
Table: Menu Items

Table: Order Items

Table: Orders Table

Table: Orders: December

Table: Products Table

Table: Sales Unit

Query: Cakes & Pies Sold

Query: Cookies Sold v
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Report Wizard
‘ Which fields do you want on your report?
‘ You can choose from more than one table or query.
Tables/Queries
Table: Categories v
Available Fields: Selected Fields:

[1D |

| BN

Wl
>>

Report Wizard
- 5 Which fields do you want on your report?
You can choose from more than one table or query.
Tables/Queries
Table: Menu Items %)
Available Fields: Selected Fields:

D Product Types |
| Product ID Products Table.Product Name
== | |Description

Sales Unit.Product Name

<

<<

Cancel Finish

e 335 sall ALl (e Slia 20a (2)
&) ALY e agad) 35 a5 ¢l

PPl

o ST e Jsiall dila) G (3)
DS Gk e Wil 5l Joas
Ll am odef 5,88l il ghadll

(Sl 38 il Ay gllaall Jsasl)

) a0 5 ghadl)

Leaadaii g ULl im je AaS HLAA) el i Ol LA ISl pellae Sl g
L 5 phaal) Y Aadill Aiad Jadd aal g oDlaial ol S (e 8 Ll o585 i€ 1Y)
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Report Wizard Q‘J‘:‘ﬂ\ OA A._.,Axn_} E\.A:\G Access ejﬁf}u (1)
::tv;;ﬂo AT Product Types » .4:".‘.'31“& Ml'd‘ OA ‘31735 Qs .B‘}Al.;“

by Categories
by Products Table
| by Menu Items

} by Sales Unit

i " Products Table_Product Name,
Description

Sales Unit_Product Name, Price

| Show me more information

" \ﬂ\" <A \
Cancel < Back Einish : ‘sj dﬁ JSJ (2)

Report Wizard

D want to add i ‘ - - - PN .
le?/gllg;I 2 i | ||Product Types BREN . W‘ ‘—11':.’_9"““ d,'.“l"" uy ‘ &S‘“ﬁ (3 )
Products Table_Product Name, L}Aﬁy‘ ee_a-d\ LB ‘55 ‘)S.j\ ‘5 GE\A:\L!!\ [JA mﬁ.;

Description

[Products Table.Product Nar| = - - e
Description !‘ Sales Unit_Product Name, Price . A.'.’ )? (.5 9 L QS 4..\31..;@:}[

Priority

Cancel < Back Finish

Report Wizard d}ﬂ}l‘ L._\...\S‘)S d.J.J,:L) 65 Gfiy\ (.\‘}S \.J‘\ (4)
SR | G5 Al s st Gk (e dresdl
Products Table_Product Name, ‘_A“ ‘\Sﬁ‘)ﬂ dé'my j‘ (A‘cy iﬂ,\}ljy\ e@"w

Description e e e
> Sales Unit_Product Name .LJS.M\ j\ ‘;Q‘ Ls‘j:\.u\A
< Price

Priority

4

n‘;\ﬂ\n o4 \( )
SR <ons e S Bt o (S
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‘Sl Galdl) 8 ey 3 sABNEY B gladl

apage.

|
| Adjust the field width so all fields fit on

Finish

Report Wizard e.w‘ .J.JAJ ‘dw\ Lﬁ‘fm\ e@..uj\ é}é ‘)'3..1‘ (1)
What sort order and summary information do you want for detail records? .D‘}‘)é .l..j JS Ls :ﬂ\ d;:[\ S.. “
e ‘ You czr_m sort :jecordsdl_)ygup ct]o four fields, in either ”
ascending or descending order. e,
s | o e e sl G I (2)
2 E) Ascending "sj‘}uh ‘3\ L"SA;LAS sz‘\ j)ﬂ\
| 3
| -
i N
‘ Summary Options ... ."‘:;jm‘" é}é Jéj\ (3)
Cancel < Back Finish
r Ol gind) g Jadadsl) aas rdan) ) 5 gladld)
Report Wizard
HT-ouId zou like to lay out your report? —_— i l ..l . ,.n Q\J‘_}i Léjé ‘)Sj \ (1)
S 3 a8l yedae 45,0 Layout ddbiall
e RERTR- IR PEFCIO RN
A

Report Wizard

How would you like to lay out your report?

Layout

(O Outiine

a page.

S8 (Jish) gosee ol L) saa (2)

Qrienmﬁon -éﬁ‘)ﬂ (U.A.J.‘)D)

\ O Stepped ;
(® Block Landscape

N

| Adjust the field width so all fields fit on

Finish
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Report Wizard oy i Lg.ﬂ\ O gl ) g ¢yl e (4)
: e What title do you want for your report? ’ k‘ﬂ‘).l ‘)m

Menu Reporﬂ
| | Jiaxd gl 8l Alae 3 5 SIS Y L 2as (5)
That's all the information the wizard needs to create your .";LG_.'\" é‘ﬁé JQ&\ ez_.\ ‘WS

report.

Do you want to preview the report or modify the report's
design?

‘ ‘ (® Preview the report.
(O Modify the report's design.

Cancel < Back

50




