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Microsoft Access

JEiIe Edit Wiew Insett Tools Window Help
DFEHSAY iR Y o B 5k 4 F =Sa- 0.

—Create a new database using

™ Blank Access database

o
\ ™ Access database wizards, pages, and projects

é? " open an existing file

db1
C: A TMD O S DesklophCar Hire
C:\ClientshClient Lisk

CiiAddresses ;I

o |

Cancel |

|Reau:|';.n' | l— l_l | l—l l_ =

Log on to the database named Car Hire with the username icoffey and password ken™f2

Select open an existing file — select
C:\windows\desktop\Car Hire — ok —

Type icoffey in the name textbox — ken*72 in the password
textbox.
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Microsoft Access
JEiIe Edit ‘Wiew Insert Tools Window Help

O E| EET e S e B =R

Ready )

Create a new hlank database.

Click on the new tool from the database toolbar —
Select database — ok
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Microsoft Access

JEiIe Edit Yiew Insert Format Records Tools ‘Window Help

(- B ESRY BBV o @ 42T E |(f KB g

).

n B Customers : Table e ;|E|1|

Customer ID | Company Hame | Billing Address | Contact First Hame | Co = |

1/BErinks China 7 Earl St Joan Sul
2| Bahel 10a Morth Wall Thomas Rei
3 Amber Lighting | Gray Park Joe Kei
4 Crinleys 28 Thomas St Kumar Gu
5 Trident Pillows Knowles Alley Larry Hin
b Sayalot Chatam St Cirnar

7 Slumberyvell MWeeting Sqr Fierre

8| Oyster Pond 47 Oriel Road Anna Maria

9| Giant Arm 31 White's Strand Francesca
10 Harry Sumara 31 Smiths Terrace Lisa
11 Rest A While Cookes Carner James
12 Storeys Best Gb Sheffield Way Joseph
13 The %ineyard 11 The Retail Centre | John
14 Petunia Flarists | 14 Blackthorn Park | Fetunia

Record: HI 4 II 15k |H |He| of 15

|Datasheet Wiew | l_ l_l | l_l l_ =

Use Microsoft Access Help to find information about decimal numbers.

Help — Microsoft access help — type decimal numbers —
search
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B psoft Acce - |Of =
J File Edit “iew Insert Format Tools Window Help

B-RBELy iRy oe 82 e aENda 0.

| Detai -| - -BIQ|§§§|£v£'£":'?

Design View T o | P

Hide the Formatting (Form/Report) toolbar.

View — toolbars — select formatting (form/Report)
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Microsoft Access
JEiIe Edit ‘iew Insert Tools ‘Window Help

BE-B 2y sm@ o

).

== BN B e

[ B Tahle1 : Table

Figld Mame Data Type Description
| M Campany I[:l AvtoMumber

Company Mame Text

| [POBox Text

| [Postal Code Text

Caode Text

| [Location Text

Field Properties

General | Lookup |

& Field name
can be up to
64 charackers
long, including
spaces, Press
F1 for help on

field names.

Design Yiew ] | | ]

Save the above table and give it the name Sales.

Click on the save tool from the table design toolbar —
Type Sales — ok
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Microsoft Access
JEiIe Edit Wiew Insert Tools ‘Window Help

=R AR Y I

) .

e N @3-

[ H Orders : Table

Figld Mame Data Tvpe Description
Company 1D ALtoMumber

P Box Text
| |Postal Code Tewt
| [Code Text
|| Guantity Mumber
Price Currency
Field Properties

General | Lookup I

& Field name

can be up ko

&4 characters
long, including
spaces, Press
F1 for help on

field names.

Design Wiew | l_ l_l | l_l l_ /."2

Enter the field name Contact Name into the empty row.

When you have finished, move the insertion point to the Data Type column.

Type Contact Name — press Tab from the keyboard
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Microsoft Access

JEiIe Edit Wjew Insert Format Records Tools indow Help

|- BESRY @Y o @4 ZYHE Y # % Ba-
@personnet:tae M=k

Surhame Name Parking Pension Sche
& |Larmond] Ted O ]
* Ul ]

3 .

Record: I4| 1 || 1k |H|He| of 1

[patashest View | 1 | I 0

Change the entry in the Surname field of this record to Dawson.

Move to the next field in this record when you have finished.

Use the back space from the keyboard to delete Lamont —
type Dawson — press Tab from the keyboard
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(First record) (Previous Record)‘/
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Record navigation

4] 2 W |

bk

(Next Record) (Last Record)

v
(Navigate directly to record)

By typing the record number here

af 2

(New Record)
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Microsoft Access

JEiIe Edit Yiew Insert Format Records Tools Window Help

|- BERY $BRY o @ I TE Y AKX BiE-

).

| & Customers : Table =10O] x|
Customer ID | Company Hame | Billing Address | Contact First Name | Coi~

1/ Brinks China 7 Earl 5t Joan Sur

4 Babel 10a Marth Wall Thomas Feil

3| Amber Lighting | Gray Park Joe Keil

4| Crinleys 28 Thomas St Kumar Guy

5| Trident Pillows Knowles Alley Larry Hir

B Sayalot Chatam St Ornar Sab_

7| Slumberell hWieeting Sgr Pierre i

B| Oyster Pond 47 Oriel Hoad Anna Maria i
9 Giant Arm 31 White's Strand Francesca Chz

10 Harry Sumara 31 Smiths Terrace | Lisa Wa
11 Rest Awhile Cookes Corner Jarmes Fye
12 Storeys Best Bb Sheffield YWay Joseph Sto
13 The “ineyard 11 The Retail Centre John Cur
14 Petunia Florists 14 Blackthorn Fark | Petunia Clai=
Record: 14| « [T 2 |»i]p#] of 590 1] | v

|Datasheet View | l_ |_| | l_l l_ A

Navigate quickly to the last record in this tahle.

Click on the
button lil
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Microsoft Access
JEiIe Edit ¥iew Insert Tools ‘Window Help

=R

! B Employee : Table

Field Mame Data Type Descripkion

% |Employes ID Avtahumber
First Mame Text

SUrNAme Text
Date of Birth DatesTime

Field Properties

General | Lookup |

A Field name
can be up ko
64 characters
long, incuding
spaces, Press
F1 fFor help on
field names.

I |

Design Yiew

T T z

Sawve and close this tahle.

Click on save tool from the table design toolbar — close the

table.
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Microsoft Access
JEiIe Edit Wiew Insert Tools ‘Window Help

BE-"eEy|s2e s o)

33+ [N B 3 -

[ B Patient : Table
Figld Mame Daka Type

2.

Descrip

Patiert ID Autohumber
Surnamel Text

| [First name Text
Gender Text

| |Date of Birth DatesTime
Phone numker Text

Field Properties

General | Lackup |
Field Size

Formak

Input Mask
Capkion

Default Yalue
‘alidation Rule
Walidation Text
Required

Allow Zera Length
Indexed

A Field name
can be up ko
&4 characters
long, inchading
spaces. Press
F1 For help on

field names,

|Desian Yiew

| el

T T »

The Surname field will be used in a lot of searches, so we should index it.

Create a suitabhle index for this field.

In the indexed box — choose yes (duplicates ok)
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Microsoft Access
JEiIe Edit Wiew Insert Tools Window Help

ERCIEEY AR - AR

=2 @A B e D,

[ E Employee : Tahle
Field Mame Data Type Descripkion
Employee D Avtobumber
First Mame Text
Surname Text
Status Text
Zender Text
Tax numbet| Mumber
Date of hirth DatesTime
Field Properties

General I Laokup |

Field Size Long Integer
Farmak

Decimal Places Auko

Input Mask

A, Field name
can be up ko
64 charackers

Caption long, including
Default Yalue spaces. Press
Yalidation Rule F1 For help on
Yalidation Text field narmes,

Required
Indexed

Design Yiew | l— l_l | l—l ’_ /é

Specify that dates of hirth in this table display in the format 12 November 2000.

Put the insertion point in the Date of birth field >
In the format box > select long date like 23 March 2007
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Microsoft Access
JEiIe Edit Wiew Insert Tools ‘Window Help

EREIEE R Y - IR

N RNl =R

2.

[ B8 Payment : Tahle

Figld Mame Data Type Description
| [Payment ID Altorumber

| [Patient ID Mumber

| B[ Amount paic Currency

Field Properties

General | Lookup |

Farmak CUrrency

Decimal Places Auko T';Zt'i?:;:gse
It sk the kind of
Caption values that
Default Yalue USEFS CAM
Yalidation Rule store in the
Yalidation Text field. Press

Required F1 far help on

Indexed data kypes.

Diesign Yiew | l_ l_l | ’_| l_ /?:

Enter a validation rule to ensure that entries into this field must he numbers greater than 10.

Press Enter when you have finished.

- In the validation Rule box type >10
- Press enter from the keyboard
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Microsoft Access

JEiIe Edit Wiew Insert Tools ‘Window Help

5a -

IDEE| S BT ER & -
g= Books : Database

L Open Design " Mew | = | Bp O
Flz] P L= o o

wE s

2.

.
ahbles Create table by using wizard

Create table by entering data

Author

Book

(Wl S P

Extrack

F3  Favorites

Ready T

[ ]

Each author has written a number of books.

the Author ID In Book table
Author |

Author ID
First narme
Surnarne
Mationality

Author ID
Publisher
Year published

Set up a one-to-many relationship hetween the Book and Author tahles.

- Click on the Relationships tool in the database toolbar >
- In Author table click on the Author ID >> drag and drop it to
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Microsoft Access
JEiIe Edit Wiew Relationships Tools Window Help

IDE2E L0 Lbn Y SR8 x| a- B,

B = Relationships

Doctor |

Doctor ID Patient ID AYINE

Firsk name First name Patient ID

Surnane aurname Armount paid
Gender Payment date
Date of birth
Phone no
Dactor 1D

[ready | ] | I [ o

The Payment table contains billing details for each patient.
Edit the relationship between the Payment and Patient tables to prevent a patient who has
made a payment from being deleted.

Right click on the line between Patient table and Payment
table — select Edit Relationship ..... — check the
Enforce Referential Integrity — ok
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Microsoft Access

JEiIe Edit View Insert Tools Window Help

DS 8RY s2@ |~ % k- @ .

| =8 =
g= Books : Database i
[open BY Design ghew | X | 2o |55 EH

Ohjects

Create table in Design view
Create table by using wizard
Create table by entering data
Authars - old

Biook

B3 Forms

DEEEEE

Reparts

a Pages

|Ready

T T T T 4

Access the option that would enable you to create a new form without the help of a Wizard.

Select forms from the objects pane — double click on the
create form in Design view
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Microsoft Access

JEiIe Edit Wiew Insert Format Records Tools Window Help
|- He@RY 2R o @ i Va6
ssuEs=(0-A-

MS Sans Serif - ‘ g8 -

#-|=-7

-

=10l x|
(> Title |'W'hat Do Spiders Do After Dark?
éuthor |Katie |Lalsen
Publizher |Natu1a| History Press
rear publizhed IW
ISEN |'I 823974936

Record: l<| 1 || [ |>| |He| of 20

Farm Yiew | l_ |_| | |_| ’_ =

The book in record 5 is no longer available.

Delete this record from the datahase.

- Click on the Delete Record tool from the form view toolbar
- Massage appear (yes)
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B psoft A

JEiIe Edit Wiew Insert Format Tools ‘Window Help

B- B ey iRy - e B2 algaNda 0.
| Laein4 « | ms sans serit 14 B rU|l=E=E &AL =2

E B3 Patient : Form

|:||-|-1-1-2-1-3-1-4-1-5-1-5-1-?-|-s-|-s-|-1u-|-11-|-12-|-13-il

] # Form Header

?Patie it

# Detail

_ ||[First ng

T I
||Fir$t harne

[c

[

HSurname
|

- |||Phone

||F'hone o

. |Datec|

||Date of birth

|Gende
& Form Footer

1 1
||Gender

|Design iy

| ) |y

Alter the header text to Patient details and press the Enter key when you have finished.

Click on the Patient box and type details — press enter from

the keyboard
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Microsoft Access
JEiIe Edit Yiew Insert Format Records Tools ‘Window Help

$ BB 0| 2(HEYE Y MK D

E & Book : Tahle
Book ID Title ISBN  |Author ID|

1/ Quoting Shakespeare 7597-1234-9| 11 Ar
2/ The Cat with Mo Tall Fi47-1111-5 29 7
3| Two Faced Joe 1234-9876-5 17| Gi
4| Black Coffes 4321-1693-0

5 The Trolls Revenge 789754733

6| Child Minding B947-1739-2

7 Just Anather Story 7896-1342-5
3 The Tale of the YWhite “an 3755-9387 5
9 More Adventures of the White Van  2817-7934-2

10 The White %an goes into Orbit g3769-4537-7
11 Murnber 4 in the Trilogy of the YWwhite 3897-4876-5
12 What Do Spiders Do After Dark? 1829-7493-6

Record: I1| i || 1k |>| |H9| of 45

|Datasheet Wiew | l_ l_l | l_l l_ &

Use the search tools provided by Access to find the book with the unique (ISBN) code
3546-1236.7.

Edit — find — type 3546-1236-7 in the find what box — click
find next button

Note:

Ensure that in look in (ISBN)
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Microsoft Access

JEiIe Edit Wiew Insert Format Records Tools Window Help

M- ERV|$BRY o|@ 45 TE (en B g

3.

First Name | Surname | Birth Date

| |Barbara Martan 15-Jun-49 0 01-2530622
Saul Khan 25-Jan-78 2 01-4733789
Anne Wars 02-May-58 4 01-4546256
| |Michael Sirius 14-Feb-63 0/ 01-5394552
Jirn Bradley 09-0et-49 3016741517
| |Raobert Frazer 06-Jan-52 6 01-3394725
| [Harry Surnara 23-Sep-71 1/01-4733160
| [Margaret Brady 13-Jul-31 0 01-6741323
Sween hdati 23-May-70 5 01-4545112
| |Robert Wilson 0B-Sep-49 2 016741892
| [Peter Lamburn 20-Aug-43 1/01-2830564
| | Terry hickenna 01-Apr-53 3 01-4793444
Faul Auster 09-Jul-B2 7016741789
| |¥ivienne Green 18-Oct-54 0 016741663
| [Hermione (Granger 29-Mar-77 1/01-4546778
Dan Rexton 05-Dec-E7 3 01-2830362

LI TN | 1 _hA~e BTF A1 AEASTIAD

Recard: HI 4 || 183k |>| |He| af 18
|Datasheet Yiew | l_ l_ | | l_ | l_ o

Use Filter By Selection to filter the records of all employees whose First Name begins with 5.

In the first name field select the S letter from the word Saul or
other word — click on the filter by selection tool from the
Table datasheet toolbar.
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Microsoft Access

JEiIe Edit Yiew Insert Query Tools ‘Window Help
B-HE2EV sl o 8- FHN B w0,

Ed

! Sg=|a -

Firsk Name
Surnarne
Salary

[

L |

Field: | First Marne Surmarne Salary
Table: | Employee Records Employes Records Employes Records
Sark: | Ascending Azcending
Shaw:
Criteria:

ar:

|

Design Yiew | | o [

Save the above query and give it the name Employee Salaries.

Click on save tool — type the name Employee Salaries — ok
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Microsoft Access M=]E3
JEiIe Edit View Insert Query Tools ‘Window Help
BE-H 2Ry dBR 7 o & ! Bla -@#NBE-D.

Firsk name J Payment ID

Surname Patient IC
Gender Armount paid
Date of birth j Payment date

1« |

Field: [Surname Amount paid

Payment date

Diake of birth

Table: |Patient Payment

Pavment

Pakient

Sork:

Shaow:

Crikeria:
or!

| |

Find all payments made on or after 06/06/2002.

Press Enter when you are finished,

In the payment date column — in the criteria box — type

>=06/06/2002 —press enter
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Microsoft Access

JEiIe Edit Yiew Insert Tools Window Help

DS E|E R e e 5 @) .

all sl
= Books : Database

LS Cpen Design “@@Mew | 75 | 2p Te- |l EE
ﬂE = g 5 2 g = & Ben- iS22

Ohjects Create query in Design view
Create query by using wizard
Books by Americans

Books by Author

Books by Author Mationalicy

Books by Authorim)

Farms

2 G B B &

Reports

Macros
Modules

Groups

B3 Favorites

|Ready | l_ |_| | l_l l_ o

We no longer need the query, Books by Americans.

Delete this query now.

Right click on the Books by Americans — select Delete — yes
Or

Select the query > select delete from database toolbar.
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Microsoft Access =] B3
JEiIe Edit Wiew Insert Query Tools MWindow Help
BB E2EV | iaR | o|(@-! B 4 | EBNEE- 0.

gz Query2 : Select Query

Surname
Employee

. [ First Mame
Table: [ Employes
Sork;

S
Criteria:
ar;

S S S e

[Ready |

Add the appropriate field from the Employee table to the 3rd column of the grid so that this
query will be able to sort employee records according to their age.

Drag & drop Birth Date in the 3™ column from Employee Table
then sort ascending.

Or

In the third column > select Employee table > in the field box
drop down list & select the Birth Date > sort ascending.

25 0f 79
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Microsoft Access =] E3

JEiIe Edit ‘iew Insert Formatb Records Tools indow Help

|- B ERY $BE Y o 28 [THE R g

) .

EY .= Books by Author - Query
First name Surname Nationality
Pablo Ortega Spanish Sailing Rough Seas
Fabla Orega Spanish Bella Donna
Mikolai Barinov FHussian Feading Tolstoy
Mikolai Barinov FHussian CQuoting Shakespearean Sonnets
Mikolai Barinov FHussian The Fussians and Poetry
lago Cabezon Spanish The White Horses of Sewille
lago Cabezon Spanish History of The Alhambra
| |"Yalanda (Garcia Spanish Maracas and music
| |Anna Krukovskaya | Russian Stories from the Caspian Sea

Record: I4| 1 || 1k |b||He| of 2

|Datasheet Wigt | l_ |_| | l_l l_ A

Change this query so that it will just find books by Spanish authors, and then run the query.

- Click on the view tool from the Query datasheet toolbar

(design view)

- Use back space button from keyboard to delete the word
Russian & Or

- Press the button Run from the query design toolbar

Makionality
Author

"Russian” Or "Spanish"
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Microsoft Access

JEiIe Edit Miew Insert Farmat Records Tools Window Help

- HER_RY 2@ @ 83 TR éx D a-

Payments : Select Query

First name Surname

Amount paid |Payment date| Date of hi »

).

1o/ x|

45.00
45.00
120.00
45.00
10.00
75.00
35.00
86.00
150.00
111.00
45.00
45.00

011442002
011442002
0142142002
0142142002
01 /2202002
0543142002
0R.04,2002
06,15/2002
0841142002
081242002
12/20/2002
010242003

JoI R

Gonzalez
hiller
Gorma
Prouse
Poirrot
Merton
Zeebacher
CMeill
Chang
Bandero
| Michael Seeland
Michael Seeland

Aaran
|| Cathryn
| [ Mlartin
| [Alain
| [Didier
Klaus
Caroline
Claudia
Walf
Silva

02065
a2m1 A
04034
014234
047228
1002317
051441
01/13A1
08134
a1/01 4
074304

_E!?E.E!_f”.l;l
4

| Recu:urdldl 1 || - 11 4 |b| |HE| of 14
I

T

[patashest Yiew |

|

Sort this query so that the most recent payments display at the top of the datasheet.

Put the insertion point in the Payment date field.

Click on the sort descending tool from the Table datasheet

toolbar
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Microsoft Access
JEiIe Edit Wew Insert Tools ‘Window Help

JD@E|ED§.“9| o N R = e = == N

Report Wizard

e

% You can choose from more than one table or query,

Which fields do vou want on wour report?

Tables/Quetias

[Table: &uthor

A ailable Fislds: Selected Fields:

First name
Surname
Mationality

Cancel | = Back I Mext = I Einish |

Report YWizard | l_ |_| | l_ | l_ o

A Wizard is being used to create a new report.
Base this report on the Extract tahle, and add all the fields from the tahle to the report's design.
Click the Next button to submit your answer.

- From the Tables/Queries drop down list select Table: Extract
- Click on il > Next button
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Microsoft Access

JEiIe Edit Wigw Insert Tools Window Help

JD E’;gl@l’a I e — e e [ A - e = N = = S |
Report Wizard :

Do you want to add any grouping
levels? Firsk name, Surname, Mationality

Title:

Firzt Marme
Surname
Mationality

L e o L Cancel | < Back I Mext = I Einish |

Report Wizard | l_ |_| | l_l ’_ =

Group the books in this report by authors' surname with hooks' titles displayed in
alphabetical order.

Click Finish when you have made the required changes.

Select Surname > |-| > click next
From the first drop down list Select Title > Finish
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Microsoft Access

_IEiIe Edit Wiew Insert Tools Window Help

JD E’;nlﬂm o I - [
Report Wizard

= |

[ N == R Wy [~ [ -~

W'hat sort order and summary information do wou wank For detail records?

‘ou can sort records by up to four Fields, in either
I ascending of descending order,

e e

i 2 3 4

HEEK HERN KERE KEEK
23

2
sneae

xxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxx

Summary Opkions ... |

Cancel < Back I Mext = I Einish |

Ready ] ] [ ]

We are compiling tourism statistics.

We need this report to sort results in month order and tell us the minimum number of bed
nights sold.

Please carry out the necessany steps so that the report will produce these details.

Choose summary options
From the first drop down list select month — click on
summary options... button —

check the check box in the min

What surmmary values would you like calculated?

column and bed nights row —ok | Field Sum Awva Min Max
Month H m = N
Bed nights m m m
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Microsoft Access - [Books by Author] _ O] x|
JEiIe Edit Wiew Tools ‘window Help ;Iilﬂ
[£-& OD@E 5% -|de ¥-|0a-|0.
Bl b oy =
Nationality First name Surname Title
American

Crebhie Sikermann

Child Minding
Katie Larsen

Wihat Do Spiders Do After C

British
Annig Hughes
M are Adventures of the VWhi
Mumber 4 inthe Trilogy of t
The Tale of the White Van
The White Wan goes into Or
Joseph Snyder
[Ready | | | I [ e

Change the orientation of the print output so that pages will he printed wider than they are tall.

File — page setup — select the page tab — select the
landscape
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Microsoft Access M=
JEiIe Edit Wiew Insert Format Records Tools Window Help
- HESRY B o @43 TR | rex

WS Sans Serit -8 A |-

BZIU|=== &-

| -

I B Payment Received

Firzt name Im
Surhame IGDnzaIez
[rate of bith |2.v'EIB.v'1 9e0

Amount paid I 45.00 Payment date I'I A14,2002

Record: I4| 1 || 110 |b||He| of 14

Form ew T o o o o o e

Print pages 4 to 6 in this form, using the current print settings.

Hote: This is a simulation and the form will not really be printed.

File > print > select pages > type 4 in the first box > type 6 in
the second box > ok
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Microsoft Access - [Books by Author] M=]
J Eile Edit Wiew Tools wWindow Help _l_l— < ll
- Co@E@ = -|lo- F-|Bg- 0.
[
Books by Author
Mationality First name Surmame  Title
Arnerican
Debbie Sihvermann
Child hinding
Eatie Larsen
What Do Spiders Do Afer Dark?
British
Annie Hughes e
hore Adwverntures ofthe kit Wan
Humber 4in the Trilogy ofthe hite War
The Tale of the White “an
The White %Wan goes into Orbit
Jo=aph Sryder
Two Faced Joe
Canadian
Anaus hiac: Douaall il
page: 1| [T > (m] | :
|Read\,-' | l_l | | i

Modify the printer settings to print 2 copies of this report.

File — print — in number of copies use the arrows to select
2—o0k
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How many fields would be necessary
to store this record and enable
maximum flexibility for data retrieval?

Mr Alan Baker, 21 Liverpool Road, Manchester M54WT.

Type 6

Which of these fields would be best suited to
use as the Primary Key for this table?

B Personnel : Table 1 =10 x|
Field Mame Data Type “
Annual Review Dake Time
Surname Text
Pension Scheme Yes/Mo
Emplayes 1D Akahlumber LI

Field Properties

General | Lookup |

Select the gray area before the employee ID
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a MICTOSO0M MCCEeSS

File Edit Wiew Insert Tools Window Help

D@ E @Ry sml o B[k us(=8a- 0.
Microsoft Access EE

—Create a new database using

" Blank Access database

" access database wizards, pages, and projects
—

é ' open an existing file

db1

CHWINDOW S\ DeskbophCar Hire
CilClients\ Client List
C:laddresses ;I

(4 I Cancel |

Ready | o T T 4

Create a database using the option that will enable you to build your database using
pre-set options. %

Select Access database wizards, pages, and projects — ok
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050 - | L) =
Eile Edit “ew Insert Format Records Tools Window Help
M-HEGRY $BRY @ 8 YHE #Axx 8- 0.

!E g Orders ; Table M=

Company ID | Company Name | Post Office | Code | Location
3| Brinks China Sth Earl S5t 13
6 Eabel MNarth Wall 2
4/ Amber Lighting Gray Park |21
11 Crinleys Thomas 5t |21
12 Trident Pillows Gray Park 21
5 Sayalot Chatam S5t 4
2| Slumbervell Meeting Sgr
7 Dyster Pond Meeting Sgr
8| Giant Arm Meeting Sgr
- 9 Harry Sumara Sth Earl St
IAutatlumber)

]
g
5
9

Record: I1| 1 || 13k |b| |He| of 13

||Datasheet Wiy | l_ |_| | l_l ’_ 0

ISwitch to Design view.

Click on view tool in the table datasheet toolbar
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File Edit %iew Insert Tools ‘Window Help

— |1y =

NEHESRY R Y o K-

g= Northwest Division : Database

5B -

=R

2) .
=10l x|

Create table in Design view
Create table by using wizard

Create table by entering data

Emploves

Crders

Products [}5

Students

Pages

Macros

EEEEBEBEEE

Suppliers

Modules

Ready [ |

[T T 4

Create a new table in Design view.

Double click on the create table in Design view
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ient : Tahle

atient ID| First name

=101 x|

P Surname Gender | Date of hirth Al

16| Frederico
17 Bruce

18 Eugenie
19 Rachel
20 Juan

21 Silva

22 Romo

23 WWalf

24 Enzo

25 Andrew
26 Hoger
27 Danigle
28 Lee Siew
29 Geordis

Anania
Fotterton
Plunkett
Oreschler
Eder
Bandero
Haziz
Chang
Muorricone
Bernstein
Len
Simpsaon
Sim
Langan

hale
hale
Female
Fernale
Male
hale
Male
hale
Male
hale
Male
Female
Fernale
Female

03/19/1964
07/23/1965
03/14,/1966
04407 41 9?’4J
11021597 4
0140141980
06/01/1981
08/13/1987
03/0E,/1989
061341531
114131537
03/30/1952
05/12/1965

011101973 =
1| 3

T
Record: H| 4 || 25 k| M1 |k¥| of 50
I

I|Datasheet Wi

= IV (1 - LI &
File Edit Yiew Insert Format Records Tools Window Help |
K- HESRY| &2EB Y o @8 YE | éK B e (0.

] |

|

INauigate directly to the first record in this table.

Click on the button

14
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= MICTOS0MT HCCesSs

File Edit Wiew Insert Format Records Tools Window Help

H-HaRky »BR Y o @85 YE . #axx B a0,

E B Customer : Tahle

Customer ID | Company Name | Billing Address | Contact First Name | Contact Last |«
3 Amber Lighting | Gray Park Joe Keily
2| Babel 10a Morth YWWall Tharmas Feiner
%Brinks China 7 Earl St Joan Summers
15 Coffee Galore Camberwell Lane Tom Schofield
4| Crinleys 28 Thomas St Kumar Gupta

9 Giant Arm 31 White's Strand Francesca Chaney

10/ Harry Sumara 31 Smiths Terrace | Lisa Walkins

B| Oyster Fond 47 Oriel Road Anna Maria Simmans

14 Petunia Florists | 14 Blackthorn Park | Petunia Clarke

11 Rest A While Cookes Corner James Ryan

b| Sayalot Chatam St Ormar Sahif

7 Slumberell Meeting Sgr Fierre Yincente

12 Storeys Best 8b Sheffield Way Joseph Storey

13 The “ineyard 11 The Retail Centre |John Curry

5 Trident Pilloves Knowles Alley Larry Hinckley _|LI
3

Ecurd: I4| 1 || 40k |>||He| of 15

Datasheet Yiew | l_ l_l | l_l l_ ]

A husiness, Coffee Galore, has moved premises.

Please delete the selected field value, Camberwell Lane, from its record.

Press delete from the keyboard
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[ INICTOS0MT ACCE = L) =

File Edit Wiew Insert Tools window Help

BE-HEEY iR d o7

N N =R

! B Table1: Table

Field Name Daka Tvpe Descripkion
Patiert 10 Avtakumber
Surname Text
First name Text
Gender Text
Date of Birth] Diste/Time

g

Field Properties

General | Lookup |

& Field name

can be up ko

64 characters
long, including
spaces, Press
F1 For help on

figld names.

{|Design view [T T T T T T T 4

Make the most appropriate field the primary key for this table.

Click on the gray area before the Patient ID — click on the
primary key in the table design toolbar
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1171 E = |LIJ &
File Edit Wiew Insert Format Records Tools Window Help
M-l ER_Y 4bEa 7 o @8 YE (#eR Ba- D).
& Patient : Table _ =10] =]
Patient ID| First name Surname HUTTAUM Gender | Date of birth | Doctor ID
id 1] Alain Frouse Mlale 017231950 2
- 2 Caraline Zeebacher Female 055141956 1
- 3 Aaran Gonzalez Mlale 02/06/1960 1
|| 4 Graham Cutter Mlale 05/14/1960 3
|| 4 Pahla Fetrez Mlale 121031570 2
- B Martin Farma flale 040341573 1
- 7 Cathryn tiller Female 020A577 3
- g Didier Foirrot Mlale 04722415980 2
- 9 Silva Gamez Mlale 06/18/1980 3
- 10 Stefano Martan Mlale 0371411981 4
- 11 Klaus Mertan Mlale 107231583 4
- 12| Elena Andreas Female 04/03/1984 1
- 13| Carlas Edelbacher Mlale 0772641973 3
|| 14| Michael Seeland Mlale 077301981 1
|| 158 Claudia Ol L} Female 01/13/1943 4
- 16 Frederico Anania tlale 0311941564 1=
Record: 04| <[ 1 v |mi %] of &0
Datasheet View [ | [ [ s

Using click-and-drag, move the selected column to hetween the Date of hirth and
Doctor 1D fields.

Click on the header of the field and drag it to between the date
of birth and doctor id
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= MICTOS0M HCCess

File Edit Wiew Relationships Tools ‘Window Help

DEEEEY a7 % 8% Ba- 0.

Pabient ID Doctor ID
First narme First name
Surname Surname
Gender

Date of birth
Phone no
Dackar ID

Ready | l_l_l | l_l l_ o

IDelete the one-to-many relationship between the Patient and Payment tables.

Right click on the line — select delete — yes

Access Exams release 1.1 42 of 79 By Talal Hassan March 2007




ICDL
Access Exams (v4)

= MICTOS0MIM ACCeSSs

Eile Edit “ew Insert Format Tools Window Help
ER 4 RB S| o I%\Eﬁﬂ%lm\l‘ \|t|

Dretail -

=
oy
=
=
I|I||

# Form FDD =8

M

Diesign Wiew | l_ l_l | |_| l_ ﬁ

Delete the text box Class from this form.

Save the changes without closing the form.

Select the gray box that has the word class — press delete
from the keyboard — and then click save
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Eile Edit Wiew Insert Format Records Tools Window Help

£ ~

HSRY 4@ @ 45 %E & 2

s -|B rul==

* | MS Sanz Serif -

A -

=&-

[ E3 Patient

Patient

If-\aron

Gonzalez I

|3EE-4339

IDEHDEH‘I 9R0
|Male

First name

Surname

Fhare no

[ ate af Birth

Gender

Recard: |<| 4 || 3 4 ||—| |He| of B0

Farm Yigw [

[T

JR S R

Navigate to the next record in this form.

Click on the button b I
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ai MICTOS0I MCCess

File Edit “iew Insert Query Tools ‘Window Help

a-@EEY FBER Y 0 -] Bz |la [ @NEe- 0.

gzt Queryl : Select Query

Show Table

Tables | QlUeries | Both |

=
Employves
Skock,

Field:

T able:
Sort:
Show:
Criteria:
ar:

Ready | o S

Make the Stock and Customer tables the record source for this Query.

Close the Show Table dialog box to complete the exercise.

Click add — select stock — click add — click close
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050 — | LI =
File Edit Wiew Insert Format Records Tools window Help
B-HERY R @ 8% YHE Y ér»n | Da- 0.

= g=! Patients horn before 1962 : Select Querny

First name | Patient.Surname | Date of hirth | Doctor.Surname
|| Alair Prouse 0142311850 McCannachie
Caroline Zeehacher 051451956 VWaldron

| [Aaran Gonzalez 02061960 Waldron
Graham Cutter 05/1441960 Schofield
Claudia Q'Meill 0141341943 Singh

| |Foger Zen 1141131937 Waldron
Maomi Morris 09/1711952 Singh

Kathy Ripley 05/16/1960 McConnachie
| [Mikel Abruzzi 0142315932 Waldron

| [Daminigue Kealy 07291932 Singh

Pietro Faoberts 12/01/1948 McConnachie
| [Radrigo Origli 02071953 Singh

Seott Siebs 05/09/1954 Schafield
Frances Brady 11031957 Waldron
Ann-Marie Ricarda 07/31/1951 McCannachie

Ecurd: HI 1 || 1k Ibllh*l of 16

Datasheet Yisw | l_ |_| | l_ | l_ i

This query shows all patients born hefore 1962.
Change it so that the date of hirth will not be visible in the query results.

Click on the view tool — uncheck the date of birth
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headers are true?

To move a field and its heading, you just need to
move the Page Header.

e You can change the layout of a report in
Print Preview.

O You must use Design View to change the layout
of a report.

You can rearrange the order of fields in a report
using the Sorting and Grouping dialog box.

o The order in which you add field{ in the Wizard
sets how they display in the report.

display in the report

Which two of the following statements about the layout of data fields and

LR I IS I B B S N I

{= Patients born before 1962 : ___ =] E3

# Page Header

[Doctor surpame| | ||Date of |

# Doctor, Surname Header

|Ductt|]r. Suniame | I |

# Detail
| ‘ | | Date [of t
# Page Fooker
| | | | |
- || =Now()
# Report Fooker -|
I o

You must use design view to change the layout of a report
The order in which you add field in the wizard sets how they
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= MICTDS0MM ACCesSs

File Edit Yiew Insert Format Records Tools Window Help

M- HERQY bR 0| 4EH TYE Y AR D e

@) .

t B Patient : Table o

Patient ID| First name Surname Gender | Date of hirth
f Alain Frouse Iiale 01/23/1950 853-4665
2 Caroling feehacher Female 057141956 876-3452
3 Aaron Gonzalez hale 024061960 386-4339
4 Graham Cutter hale 05/141960 875-5246
5 Pahlo Perrez hdale 12031970 876-4263
B Martin Gorma hale 04031973 269-5423
7 Cathryn hliller Fernale 02011977 7B5-5246
8 Didier Pairrot hdale 04,22/1930 B76E-4235
9 Sikva Gomez hale 06/181930 785-4325
10 Stefano horton hdale 03/141931 878-5217
11 Klaus hWerton hale 10/23/1953 8?6—425_3|ﬂ

3

Ecnrd: H|<|| 1 PIPI|P*|DF &0 “| I

e

I|Datasheet Wigw

IR e

Print 1 copy of the first 5 records in this table using the default printer.

Note: This is a simulation and the datasheet will not really be printed.

File — print — select selected records — ok
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Which data type is most appropriate for a postal code field such as M54WT?

C' Number
(6]
O Text

C Date/Time

' AutoNumber

Text

Which two of the following statements about indexes are true?

1 An index is used to list all the fields in a database.

(' You can index any field no matter what its data type is.

(' You should index a field that is frequently sorted.

' If an index is used it slows down database searches.

' Indexing is especially useful when working with large tables.

You can index any field no matter what its data type is
Indexing is especially useful when working with large tables
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Which two of these statements about relational databases are true?

) A non-relational database can be searched more efficiently than a relational database.
1 A relational database is easier to maintain than a non-relational one.

) In relational databases the need for data duplication is increased.

' Smaller linked tables are harder to manage than one big one.

A relational database is one that contains linked tables.

A relational database is easier to maintain than a non
relational one

A relational database is one that contains linked tables
Microsoft Access

JEiIe Edit Wiew Insert Query Tools ‘Window Help

Jm -

HEEy saa v lal@-10as a MmN 3
¥ Queny! : Select Query Which one of these criteria will find

' ' employees born before 31/12/707

<31 Dec 1970

" >= Dec 31 1970

First Mame

SUFname =31 Dec 1970

Birth Date <= Dec 31 1970

Salary ;l

L |

;| First Mame Surname Zirth D st S

Table: | Ernploves Employes Emploves
Sot:
Show:
Criteria:
ar;

o |

<31 Dec 1970
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B8 Emplovee: Table =]

First Hame | Surname | Birth Date | Salary |Days Sic"‘&lume Phune| Address 1
| P | Harry Sumara 23-Sep-71 27,000 f 01-4733160

| |Gwen hlati 23-May-70 23,000 1/01-4545112

| |Robert Wilson 06-Sep-49 17,000 1/01-674158592

* 1] 1]

Record: Iil i || 1)k |H |H9| of 31 (Filkered) 1]

|Datasheet Wiew |FLTR l_ | | | v

A Filter by Selection has been applied to this tahle.

Remove the filter.

Click on the remove filter tool from the table datasheet toolbar
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Microsoft Access |0
N R S File NewDatabase ____HH
JD Iﬁ'n|§|ﬁ3 Savein: [[#) Deskiop |- |@Kﬁ§vmul_sv

My Compuber
ﬁl‘ﬂv Documents

File: name:

J & create I
Save a5 ¥pel [Microsoft Access Databaser* mdk) J Cancel |

Save this datahase as Books into the My Documents folder.

Select My Documents — type Books in the file name — press
create
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Microsoft Access

JEiIe Edit Wew Insert Tools indow Help

DEdZERY|sBRS 0|5

g Morthwest Division : Datahase

Qpen %Q&sign -"\EEMEW | }( S5 T“'Ig

4|5 - E .

Objects

Creste table by using wizard
Create table by entering data
Custamers

Emplovyee

Orders

Products

Students

Macraos

EEEEEECEEE

Suppliers

Todules

Groups

Close the Northwest Division databhase without closing Microsoft Access.

File — close

IFrrary [ [ [
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Microsoft Access
JEiIe Edit Miew Insert Tools Window Help

&

EFRCIEER AL K

N N =R

[ B Patient : Table

3.

Field Mame Data Tvpe Description

Patient ID ALtobumber
| |Surname Text
| |First name Text
Gender Text
Phone number Text

Field Properties

General I Lockup |

& Field name
canbeupto
&4 characters
long, inchading
spaces, Press
F1 For help on

field names.

Diesign Yiew [ [ |

|

Add an empty field ahove the First name field in this table.

Put the cursor in the first name field — Insert — rows

F
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Microsoft Access

JEiIe Edit Wew Insert Format Records Tools window Help

| BE -

HSRY &B@ Y| v @85 Ya v #hK B g-

E B Patient : Table

=10l x|

Patient ID| First name Surname Gender .Date of hirth =

1 Alain Prouse hale
2/ Caroline Leebacher Femala 054141956
3| Aaron Gonzalez hale
4 Graharm Cutter hale
5 Pablo Perrez hale
G Martin Zorma hale
7 Cathryn Filler Female 02011977

8| Didier Foirrot htale
9| Sikva omez htale
10 Stefano Morton hale
11 Klaus berton hale
12| Elena Andreas Female 040311954

13 Carlos Edelbacher Male
14 Michael Seeland Male

0142311950

020641960
054141960
12/031570
041031973

04/22/15980
0&/158/1580
034141581
10/23/118383

07261973
07/30/1981 =

Al >

Ecurd: H| 1 || 1 4 IH Ib*l of &0
I

[patashest view

3.

I

PR [ D

Navigate directly to record 23 in this table.

Put the cursor in thid box'
25 — press enter from the keyboard

and delete 1 and type
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Microsoft Access
JEiIe Edit Wjew Insert Tools Window Help

[B-B2EY dB@ 7| vt &2 gNE a-

@) .

[ EE Book : Table

Field Name Data Twpe Description
Book ID Autatumber
|| Title Tewt
15BN Text
Authar D Mumber
| |Publizher Mumber
nd Categu:nrﬂ Text

Figld Properties

General | Lookup |

Field Size
Format

The data twpe

determines
Input Mask the kind of

Caption values that
Default Yalue USEFS Can

‘alidation Rule store in the
YWalidation Texk field. Press

F1 for help an

Required
data tvpes,

Allowve Zero Length
Indexed

Design View T T T T T T T x5

Enter a validation rule to ensure entries into this field must he either the words Full-time or
Parttime.

Press Enter when you are finished.

Put the cursor in the validation rule — type Full-time or Part-
time — press enter from the keyboard
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Microsoft Access
JEiIe Edit ‘iew Insert Format Tools ‘wWindow Help

[B-HERY[$sbBRY @ BR T |yENDE-

JDEﬂaiI .| ,| '|BIH|§E§|&v

).

. |ID Mumber

§_|First MName

§|Surname

fiSchnnI

| Enrolrnent

# Form Footer

Design Wiew | l_ l_l | l_l l_ /."2

Delete hoth the label and text box Enrolment from this form.

Save the changes without closing the form.

Select the gray box that contains the word Enrolment — press
delete from the keyboard — click on the save button
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Microsoft Access
JEiIe Edit Wew Insert Query Tools ‘indow Help

|B-H&SEy|saRs o 8-

: = Payments since 1172003 : Select Quenry

Patient ID
Firsk name Payment ID
J Patient ID
Armount paid
Date of birth ;I Payment date

|

! % = |w

E AN D -

2.

Field: [First name Surnanne

Amount paid

Payment date

Table: |Patient Patient

Pawment

Payment

Sart:

Shiow:

Crikeria:
or!

==#01/01/2003#

Design Yiew

J | | e

2

This query has been designed to find all patients who have made payments since

January 1, 2003.

Hun this query now.

[
Click on this button*
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Changing the field size property for
O the Surname field to 7 won't change
the existing data.

Data will be processed faster if you
O increase the field size for the
Surname field.

You cannot change the Surname field
() size because data has already been
entered in the table.

Changing the Surname field size
) property to 40 will not change
existing data.

B Employee : Table

I Field Marne DataType  [|«]

=101 x|

I B | surname]
Skakis

Field Prope

Text
Trxh ;I

rties

Genetal ||_.;..;.k,_|p I

Field Size 30 |

Formak

T _..Lma_ Il

% B Employee : Table

| First name Surname AI

=10] x|

Bruce
Eugenie
Rachel

Record: I4| A || 1 [k |>||>-:

hacDonald i
Plunkett |
Creschler I~

Changing the surname field size property to 40 will not

change existing data
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Farms

Reparks

GEroups

B3 Favorites

= T ———

b open kf Design -\ New | b T

Create table by using wizard

Create table by entering data
Author
Book,

Extrack

|Real:|~;.f

| |

S

One extract from each book is stored in the Extract tahle.

Set up a one-to-one relationship between the Book and Extract tables.

Click on the relationships tool — select the field Book ID from
the Extract table and drag it to the field Book ID from the Book

table
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Author ID
First name
Surname

Mationality

Authar 0 7]

Field: |First name SUFRaMe Makionaliky Title =
Table: |Author Authaor Authar Baok. |
Sork:
Shaw: .
Criteria: by

or:

Design Yiew | | | | J [ N I

Find books by all authors who are not Russian.

Press Enter when you are finished.

In the Nationality column put the in the criteria box — type <>
Russian — press enter from the keyboard
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ey = T e T ==

First name Surname Nationality

|| Susan Smith Irish Flowers For Fluffy

Fabla Ortega Spanish Sailing Rough Seas

Pablo Ortega Spanish | Bella Danna

|| Pierre Fournier Canadian  |& The Trolls Revenge

|| Katie Larsen American What Do Spiders Do After Dark?
Debbie Silvermann American Child Minding

Mikolai Barinov Russian Reading Tolstoy

Mikalai Barinov Russian Cluoting Shakespearean Sonnets
Mikolai Barinov Russian The Russians and Poetry

lago Cabezon Spanish The White Horses of Seville

lago Cabezan Spanish History of The Alhambra

Angus hacDougall Canadian Black Coffee

Joseph Snyder British Twio Faced Joe

Ecord: |<| 1 || 13 IHIHFI of 20 4| |

|Datasheet Wiew | l_ l_l | l_l ’_ o

Sort these records so that authors with surnames heginning with A would display at the top of
the datasheet.

Click on the sort ascending tool
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|

1
g -

BIU|[==|2-

Arial -

# Report Header

-IBook Extract
L

# Page Header

|| Title

 Detail

- ||[Title

# Page Foaker
- IIIIPIIgIIFIIItII HIIEIIEIIEIEpmm IIIIII*IIIIII IIIIII‘IIIIII*IIIIII*IIIIIIIhIIIII 1HIEInl
r | | 'Page'] &[Pade] g" |:|f" &[F'Iages]n r

# Report Footer
| 3 |

Deesign Yiew | | Y [ R

Delete the control for the date from this report.
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g= Doctors : Database
@ Prewiew Iﬁ Design ’{h [y
Objects .

Create report by using wizard
B Patients born before 1962
B rayments by Patient

%

Macraos
Modules

GEroups

E3 Favorites

[ready

||

Open the Payments by Patient report in Print Preview,

Access Exams release 1.1

Select the payments by patient — click on preview
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=

IV ¥

Patient ID| First name

Surhame

Gender | Date of hirth

=10l x|

Phone +

B Alain

2 Caroling
3 Aaron
4 sraham
5 Pablo
B Martin
/ Cathryn
8 Didier
9 Silva
10 Stefano
11 Klaus

Prouse
feehacher
Gonzalez
Cutter
Flwez
Gorma
Miller
Foirrot
Gomez
Morton
Merton

Ecard: I1| 1 || 1|00k |bI|He| of &0
F

hale
Female
hlale
hale
hale
hale
Female
Male
Male
hlale
hale

0142351350 553-4665
05/14/11956 576-3452
02/08/1 960 356-4339
05/14/1960 §75-5246
120315970 676-4263
040311973 269-5423
02011977 | 765-5246
0442211980 575-4235
0&/18/1980 755-4325
031141931 §73-2217

10/23/1983 676-4253 =
| | 3

E3 Favorites

|Datasheet Wigt

[ | ) |||

Print 1 copy of the first 5 records in this tabhle using the default printer.

Mote: This is a simulation and the datasheet will not really be printed.

N

Select the first five records — file — print — select selected
records — ok
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Microsoft Access
JEiIe Edit Wiew Insert Tools ‘window Help

|E -

HEEY a:|a o ¢

<3 N B a3

[ B Employee : Table

Field Mame Data Type Description

2.

| ¥ |Employes D Autobumber
| |First Mame Text

| [Surname Text

| [Status Text
Gender Text

|| Tax number Mumber
Days Leave Mumber

Field Properties

General I Lackup I
Field Size

Farmat

Decimal Places Auko
Input Mask

Caption

Default Yalue

Yalidation Rule

Walidakion Text

Required

Indexed

Lang Integer

A Field name

can be up to

64 characters
long, inchading
spaces. Press
F1 for help on

field names.,

Design Yiew

|

1T 1T #

Carry out the necessary steps to ensure that you can enter half-days in the Days leave field.

In the field size box use the drop down list — select single
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El p=0ft ACce 1Oy =

JEiIe Edit Yiew Insert Tools Window Help

DEd gy | sam v o K.

68 -1 o8 @~ 0.
gE= Sales Dept 1: Datahase i
B open kf Desion ([ New | X | Bo e E

Chjects Create Form in Design view

Create Farm by using wizard

Book,

Forms Extract

Reparts

& Macros

Modules

E3 Favorites

Ready T e [

Access the option that would enable you to create a new query without the help of the Simple
Query Wizard.

Select Queries from the objects pane — double click on
create query in design view
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Database Mot a Database
Sales catalogue Sales catalogue novel
Student register Student register shopping
Movel

Customer record:
Shopping list

Customer Records

Which two of the following statements are true?

' <100 will find values that are greater than 100.

' >=10 will find values that are greater than or equal to 10.

' >=Sep 30 1950 will find dates that are equal to or before Sep 30th 1950.

O <=0ct 31 1956 will find dates that are equal to or after Oct 31st 1956.

' <Jan 1 1965 AND > Dec 31 1962 will find all dates in 1964.

>= 10 will find values that are greater than or equal to 10
<Jan 1 1965 And > Dec 31 1963 will find all dates in 1964
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JEiIe Edit Wiew Insert Tools Window Help
BE-REEY 2R o 72N Ea- 0.

[ B Table1 : Table
Field Mame Data Tvpe Description

Customer ID|

Field Properties

General I Lookup | I%

4 Figld name
can be up to
64 characters
long, inchading
spaces, Press
F1 For help on
field names.

| T | [y

Design Yiew

Select the data type that will automatically assign a unique Customer ID number to each

new customer.

Move to the next cell when you have finished.

In the data type column — use the drop down list and select
Auto number — press tab from the keyboard

By Talal Hassan
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Ed Microsoft Access

JEiIe Edit Wiew Insert Tools window Help

B-Bleli|rmm o 7

== | [ =R R

! EH Table1 : Table

Field Mame Data Twpe Diescription
| | Procuct coce Text

| |Price Currency

|| Colour Text

Supplier Text

| | Supplier ID Mumber

Figld Properties

General I Lookup |
Figld Size

Forrmak Tl\h

Input Mask & field name

can be up ko

gal?tmltn\-' I &4 charackers
efault Yalue long, including

‘alidation Rule spaces. Press
‘alidation Text F1 For help an
Required field names,
Allowe Zero Length
Indexed

Design View ey | [

The Product code field contains a unique reference for each product.
This field will be used in a lot of searches, so we should index it.
Create a suitable index for this field.

Put the cursor in the indexed box — from the drop down list
select yes (No Duplicates)
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JEiIe Edit Yiew Insert Tools ‘Window Help

DSk Y

g Sales Dept 1: Database

PR o[BS

Objects Creal
B Tables G5

=t CllEties

B3 Forms

& Macros

Modules

Groups

B3 Favorites

e report in Design view

& report by using wizard

[Ready

Create a new query using the Simple Guery Wizard.

O

Select Queries from the object pane — double click on create

query by using wizard
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C' Atelephone directory

A sales catalogue
A ne&sleﬁer

A price list

A newsletter

You can change the layout of a report in
Design View.

The order in which you add fields in the
Wizard sets how they display in the report.

If you move a Page Header control, the
associated Detail control will move with it.

You can change the layout of a report in
Print Preview.

You can rearrange the order of fields in a report
using the Sorting and Grouping dialog box.

T

{5 Patientz born before 1962 @ ___

Which one of the following is not a database?

Which two of the following statements about the layout of data fields and
headers are true:

(=] B3

IR B - B I I R SO I O

& Page Header

: |Doct+:)r sur:hamei |

|[Date of |

# Doctor, Surname Header

- |D0ct[|1r. Su.rdame | | ‘

& Detail

# Page Footer

# Repart Footer - |

d ] O

You can change the layout of a report in design view
The order in which you add fields in the wizard sets how they
display in the report
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Which two of these statements about referential integrity are true?

O If a record in a parent table has a related child record, referential integrity prevents you
from deleting the parent record.

' In Access, referential integrity is enforced by typing in a rule.

("1 You can set rules about referential integrity in a one table database.
s, Referential integrity ensures that records in linked tables are automatically updated when
changes are made.

o A child record cannot be entered unless it has a parent in the database if referential
integrity is used.

o If arecord in a parent table has a related child record
referential integrity prevents you from deleting the
parent record

o0 A child record cannot be entered unless it has a parent
in the database if referential integrity is used
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Which one of the following statements a
in a table is True?

If you change the Stock Ref field

bout setting the field size property

() size property to 15, existing data will
not change.

& Stock : Table o =]
Field Mame Data Tyvpe -
B[ tack Ref] Text
Skork annrder Mimber LI

Field Properties

o) If you decrease the Stock Ref field size,
data will not be lost.

General | Lookup I

You cannot change the Stock Ref field
size because the table contains data.

If you increase the field size for the
) Stock Ref field, the data will be
processed faster.

Field Size 14 |
Farmat ;I
B Stock : Table i ] |
| Stock Ref Stock on order
P |RB-123-578-467 3500
#* 0
Record: 14| ([T sl of

o If you change the stock Ref field size property to 15

existing data will not chan

ge
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Microsoft Access
Eile Edt Yiew

Insert Format  Records  Tools  Window  Help  Adobe PDF

bw | X | 2o T BE

[reate query in Design view

| Record: E 4 | 1 @@ of 1

@ Zreate query by using wizard
@ Jana Quety

[ Tables
@ - QuEeties

o Without switching Hide School Column to design view.

icrosoft Access

Records  Tools  Mindow _Ij.elp'. Adobe PDF

Datasheet...

Row Height. ..
Colurnn Width. .,

Hide Colunins

Unhide Colurmns. .

Subdatashezet 3 L B

| Record: E 4 ¥ I‘reate query in Design view
[ Tables @ Create query by using wizard

‘ @ s @ Jana Query

Note:
How to unhide columns?
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Microsoft Access

JEiIe gdit- View Insert Query Tools ﬂindnw Help

B-BE2Ey iRy ol@.- 185

2 .

PR A

Which one of these criteria will find orders

=8 Units Shipped : Select Quen) :
of more than 50 units but less than 1007

Employee
*

Firsk Mame
Surnarne
Birth Date

Salary LI

Ki

=50 and =100

<100 and >=50
==100 and >=50

<100 and =50

Customer Code

F'n:n:iuct Code

Table: | Stock List

Stock List Stock List

Sk

Shomae

|

Criteria:
o

Microsoft Access

JEiIe ;ch't- View Insert Query Toals ﬂ.indow Help

BE-"HESEY| iy a5

Which one of these criteria will find orders

=8 Units Shipped : Select Query) _
of more than 50 units but less than 1007

Employee

Ll N -

2.

=50 and =100
=100 and >=50
==100 and ==50

L«

Field: | Custorner Code Product Code i pp
Table: | Stock List Stock List Stock Lis
Sork:
Show ]
Criteria: <100 and =50
on;
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Microsoft Access
JEH& Edit  View Insert Tools ﬂ_indaw Help

@

G2 | N D

B REeRyinas -] @

[T Tablet : Table :

Field Mamne Daka Type Descripkion
| Cost per unit

Field Properties

General | Lookup |

& Field name
can be up to
&4 charackers
lang, inchading
spaces. Press
F1 For help on

field names.

[

. |Design Yiew |

1z

Select the data type that you think is most appropriate for the Cost per unit field in the

above table.
Move to the next cell when you have finished.

Microsoft Access
JEile gdit- Wiew Insert Tools ﬂ_’rndow Help |

|E- [5GV BB 0|7 7 5> 5 NE

' Tablet : Table :

Diata Type Descripkion

B | Cost per unit

Field Properties

General ILUUkUD |

Farmnat
Decimal Places
Input Mask.
Cabtion
Default Yalus
Va!i‘datim‘r Rule
Validation Texk
Required
Indexed

Currency
Autn

The data type
determines.
the kind of
walues that
USErs Can
skore in the
figld, Press

F1 For help on
data bypes,
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Microsoft Access

| Ele Edit Wiew Insert Tools Window Help

DEH SRY|sB@ o -

Microsoft Access

b8~ | B o8

~Create a ngwu:ial:ai:ua_s_e-usiﬁg

| £ Blank Access database

-

x  Acress database wizards, pages, and projects.

éf ' Cpen an existing File

db1

CHAWINDOWS\Deskioph Car Hire

CiClients\Client Lisk i
C:haddresses ;I

[ 1]

Cancel |

Ready e

new database.

Choose the option that provides you with a range of preset templates for creating a “

Microsoft Access 7] x] I

- Create a new database using

| € Bark access database

BN & liggess database wizards, pages, and projects:

dhl

C TMDOWS) Deskiop) Car Hire

ChClients\Client List i
T Addresses _"_'j
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Microsoft Access

JEHE Edit View Insert Query Tools ﬂ_induw Help

-l &GV [smR s o@ ! [Rz]s - [FNE -3,

gl Queny] - Select Query

Show Table

TaI:;Ies | Queries |: chfh I

Criteria;
or

Ready | Y [

Make the Stock table the sole basis for this Query.

Close the Show Table dialog box to complete the exercise.

Sole > bl — 2 iie

o Click on stock > Add > Close
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