Module 5: Access
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1) To start Access:  owasY gl fag s

Start —— All programs ——— Microsoft Office —— Microsoft Office Access 2003

Microsoft Office Access 2003

2) To close the Access program: s gl Gie
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3) To open a database: <ty scld i

(=) Open LAl Jzss (k) File &l e ()
OK Laiai &3 4 gllaall culbilnll 3acl8 sl lgia HUA5 338U jelai (¥

4) To create a new database: s ity bacld oLi)
New 81a¥) e acai o o — (w3s) New s (<ale) File dwild g ()
_"I Opall e peda 3l 53U (g (42, clily s2c1) Blank database e Lkl (Y
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(sLl) Create o b File name culss Cald) sl i€ (2

5) To save a database: <ty sasld Jial
._‘;._-I (stad) ¥l e all ) "hain" Save sl¥) e baai o 5 Save U File 4l ge ()
OK i o ans¥) L iS5 (anils in)  Save as _sem 33U el (Y

6) To save a database to a diskette: () O 0a Ao @iy 2018 hia
Ol ga il e Lelada ol yall ULl 520 2aas ()
3% Floppy (A:) Juss & () Jl ) Send to b s cblal) sacld e aay LIS daaias (¥

7) To display the Microsoft Office Assistant: us¥) &l o2 £
" oY) aclis 32" Show the Office Assistant Jtias "saclue Help el (e *

e ste ste ste she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she she stesheshestesleslesleslesleske
S 3k Sk Sk Sk Sk Sk Sk Sk e Sk sk sk stk sk sk sk e sk sk sk sk sk sk sk Sk Sk sk Sk Sk e Sk e Sk Sk Sk Sk Sk Sk Sk Sk Sk sk Sk sk e Sk Sk sk e e e sk e e e Sk Sk Sk Sk e e e Sk Sk Sk Sk Sk Sk e e e e Sk Sk sk Sk Sk e s Sk s e sk Sk sk Sk e Sk ke Sk s Sk Sk e e e Sk Sk Sk Sk e Sk Sk Sk Sk e Sk Sk Sk Sk Sk Sk e sk e Sk e e Sk Sk e e e e e sk e e e s sk s st sk Sk sk sk sk sk sk sk sk sk sk sk sk

% 014 082 99 80 — <l (e /1 :3lac 1S (ACCESS 2003) LunSY! 1 ualdll J 322 5all

) - ) =C1 D=
PDF created with pdfFactory trial version www.softwarelabs.com T

£
£



http://www.softwarelabs.com
http://www.softwarelabs.com

#fQKSKSKSKSKSKSK%KSK*************************************************9%QKSKSKSKSKSK%KSKSKSKSKSKSKSKSKSKSK************%&%é%é%é%é%é%ééﬁé%é%ééﬁé%é#'&
2 i

8) To hide the Microsoft Office Assistant: (¥l solua slid)
" ou sY) aclis cis)" Hide the Office Assistant Jbiss Help 4aid (s ()
Hide Lbias Uavial) Aald) Gy a5V 2l s jsea o right click o <lIS Tz o f (Y

9) To disable the Microsoft Office Assistant: (wé ¥ 1ol Juaadl
(©La) Options JUiais (ud Y sebue e faa <biS ()
OK L & (i s¥) acliss aladinl) Use the Office Assistant ceibas il dadtadl 33 (¥

10) To use Microsoft Access Help: (sl 335l aladiu
Microsoft Access Help Juias Help 4<ild (e ()
Ginll agall Jaiaal o3 438 jra 2 5 Lo IS AQNE jedas (¥

11) To close a database: (48 gt gl g) ity sasld DY

(&e)) Close s File 4aid (e ()
bl 3ac a6 slall a1 S 8 (X)) ehasadl (Y e araai o f (Y
12) To switch between views when using tables, forms or reports:

SRl g dlaill g Jglaad) aladied aie (g ) (g Jpal)

Tadl® EeNEE i?| o) 5zl g Jglaall i je a0 *
il Design View < — (paill 42 2) The Design View ()

Datagheet View «—— 08 5l gisall o dsaall manad §f oliy) sie dwrdio
1 5 — (<llall &8 )5 4= ) The Datasheet View (¥

bl 3ac B & il slee sl il Jaa Ladie 4ediiug (i sl

M lg - Ie S 5a¥ day yd A View 313Y) e daras Ll 48 )5 (i e 5 el (e Gn Janill

13) To display or hide a toolbar: < s Jay & slia) g (2 sl
Gostaall oy 58l 35 ol a5 Lgie s Tooolbars Jbias View 4aid (s ()
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Tables Jglaadl

14) To create a table and specify field data types: Jsiall cliby £1 g8 saad g Jgan sLa)

Ohjects

5 Queries

1 Tables El*=4

1) Field Name Jaadl sl

Create table in Design view:

Tables b 43l jl e (Objects wluldll) avd ()

<& Createtablein

Create table by using wizard et 3380 ) W (050 138 5 — (el e (8 Jgaa o L))
Create table by entering data

) aledl

2) Data Type <llnll ¢ s 3) Description —aaj

Design view (e s 53 Uaiia Jarai (¥

Jsaall sl Wl
d&jUS-db)G‘%qj dj&?i\e%ﬁuﬁjgbﬁi<)@2ﬁ

Field Mame

Data Type

Descripbion

Text y=—

(dj%!\

Memo 5_Sx —
Currency e —

OLE Object (55=) ciS —

Laes 303l te aray o of —

iCreate table in Design view:

Ohijects £
| ] Tables =
= : (2
=l Queries
E =
2 Forms

Create table by using wizard
Create table by entering data

bl sacld \

= CEle Edlit
T N e

Number

Auto number ‘;\353 i — Y es/NO Y/pni —
Hyperlink s Bls )l - Lookup Wizard sl gl —
Caall Cadil Tah darali A Jial) (o a2l Coail (Caa ) Descrl ption Bl 3 seall ) cadi S Tl Jaias (©

ubbﬂ\&ydw@M\TextJh;q}TabcL&am{u (@LJ\ ~Y1) Second Name . iss (7

Y1) First Name :2be oS3l s an¥) J323 Field Name s« 8 (¥
DU g e (s sing 3 saall 1 5 (Data Type bkl g ) (cans ) AN 3 gaadl ) S Taly olide Jasai (€
Jie Al il g )l i 5 — (L) Text 3alS agadl o S cililall ¢ 5 i

A8y — Date/Time <8 /7 )5 —

Field Name 2 se (3 SUl
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Number _uas

Primary Key

N ;(Jy\A;tjl?&ﬁ(JiQLﬁtiﬁS\SJdtua}(JJA;ﬂ
) Ll Jasa oy 5 Ladall 2t Vs e Jaai (VY

Tables 4 325> gall slaws

15) To add records to a table: Js b e diLay

al el Adlia

(A JSEIL) 4 Ul JA) (e WiSay IS8 Jsaall el (¥

El Microsoft Access - [wlily tacls : Table]

Yiewe Insert  Format Records Tools

= | | |3l 2] |

5— Tab A — Company Number i< (A %

sl Jais qali il i allad () 813l e Jaiami (4

OKMFJJMM\Q&(\~
Ui 2aa ol il 5 5a (5 jAT 338U edai ()

y\eLJ dihﬁ;(éhﬂ dJA;M ?u\ngﬁgijg:(\V

el Jsaadl sl e s 53 e Uniia Jazazal ()
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AutoNumber o\Se 1 a8 ) & galisdl Of Jaadl — Tab zlite aadiu (Y
138 A Lallanl i) Al (o U yas Al ek Cagud J oW1 ans) AR (8 Cagpall (e Wy ol )i s o W gls 1 (8

o Gl sl e aslad g H Save 313Y) e Jsaad) Jadas Widlaw JA) e e Ledie (0
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: : 16) To delete records within a table: Jsal) Jal cSlaw dids :
(22l Caall olad iy Jladl o ag seday) Caall o e Cailall e el auda o @lld 5 418 o) Com 2aa () %

D | First Name | Second Name | Company Mame | Date of Birth | Married | Salary

1| Mohsen Lahib 25 3ﬁf1959 $1 EIIIIII an
2 Al 212A1 966

*|  (AutoMumber) 0 ] E]SEI.EIEI .
el Y Juls cadall aan - Jaw ) Cidag il iy e el g5 4 st Al jelsd - Delete glibe i (Y £
Jaud) Ca3a a5 Yes e Jaai (7 %

17) To add a field to an existing table: Jxill 35 sa Jsiad Jia ddLa) :
(Jsaadl amd e oz 5 3l Tnially s i) 4al) Janl Ailam) o sllaal) J gal e (O &
(File 3ai6 cans jus¥) (5 5lal 0S50 ) (B || View 31Y) e Tarai (Y
araalll Gae ) Jsanll e iy g (T 3
(Y & Gilall o) In company pension? ;S ¢Sl s paadl Jaall 408 Tawi 5 (o 5iSe oS AT can (o slally Jaracai (£ %
Yes/No _ssi Data Type 35 o (° &
Oe o8 — paall Jiall Can g je gday s — Caglal 38 Jaal) G (5 i T View 33 e 5 5a0 5 e Lk 5 (T
T ASle (st el @il Mand gl aall b Aee g s ellng Y ol Gilaall e pad il 1 S o) ADA E
4 Janiy Gail) aani 5f Canmi g a2 J sl it — Jaadl Jala by modify e 5f add 4Ly rids sale
fliall da o) (e delete Jaiai & cilill) 2ans— Jall Jab iy delete aiad Loaf s — Zualall 26S) 45yl

18) To use the Undo command: gl Al sl alaiic)
5o day ydi A

d} -

19) To navigate through a table to edit records: <) s adl Jgaad) Jala & il ¢
("dadl 232" Record selector ) Datasheet View JI o8 daw IS Sl (o Sl dgala )l ddhaiall ansi () 3
) e ) AU Y 5 200 e (Y 2
(Record is being edited) =il ja) & Jadl | | ;
Last (empty) record (bl (e ¢ 5l 5 JS 58 5) dass JAT ) i ¥|
Current record sl Jadl b
Record is selected (Jlas) 2asa Jaudl |u

20) To move to a field using the mouse: 3l aladialy La Jia ) (& aill) Juas
agd Jaral) 25 o sllaall Jiall L) Gesbadl s e jailly lls S5

21) To move through the table using the keyboard: giliall da gl alaiicdy Jgaad) Jala & jaill

o Tab: Sl Jisd Y Jiss | 9T Shift + Tab: i) Jinl) Y s £
o Home: Sl ol b s Jf ) Jss | 9T End: Aol Jandl 3 Jas AT ) Jais
97 Down arrow Key: (Uit seadl) Ml Jad) I Jiiis | 97 Up arrow key: (Y pendl) Giladl dadl ) Jis £
91 Ctrl + Home: Jaw gl A Jia Jsf ) Jsss | 9T Ctrl + Endl: Jaws AT G s AT ) Jass £
97 Page Up: Sle ¥ sl s daia Juisi | 9] Page Down: JausY Bas) 5 Aandea Jas
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% 22) To move from record to record using the scroll bar and mouse:

BN 5y yail) Joy y& aladialy AY o (e (i) dli".u)i

Data'sheet\hfja/\/ub\,gj\‘\ﬁ‘)juaﬁ L"gcb.aa‘)..yd\ XYY
E N

A C
| Recard: (14 4]] 5 [ » || »1rk| of 5

(Previous) G:bud! Jasll (¥ (First) s Jsf (0
(last record) Jass AT (¢ next record (Jall Jad (¥

23) To move to a specific record using the Edit menu:
A0 Al aladiady daaa Jaw ) Jaisu

M FEirst () Wil / ) Jesy)) Go to s Edit 4l e ()
M Last P Le U dge il A e

b oMext — First J¥! —  Last Yl

4 | Previous — Next Al — Previous G\

B Mew Record  Cirl+ — New record s Jas

24) To move to a specific record using the keyboard:
eiliall da g aladiady Crama Ja ) JUiSY

Record: (4] 4] |7E [ J(»1]p#] of 5

Sl 28 511 S Ll Jag gy o2 5 (530 Janal) 8, ST (Y

25) To delete a table: Jg il
Objects ! aud & Tables I e ol 5 Ll Sl y — Database 8385 8 <lld g 4dda 3y 53 g3l Jsaadl aas ()
") oomn A J gl Cadas b dat 08 A st Al el iladl da 5l (e Delete b (Y
sl aslll Yes e daraas (Y

26) To save a table: Jgi» hial

File 4ald e Save s Jsas dasss Sl

27) To close a table: Jsa (3l

2l 838 (pa sl a1 (Sl S (Close Ble) sl e ks

28) To define a primary key (automatically when creating a table):
(S Jod> sLad) die ) LiSila gl gl omla) Uik} Syaas
Gl & 5 axiiog Lkl 5) ol Zlike aa o V43T Al ) jedat adais ie 5 apaa Jsan L) (e olgiiV) 2ay
" Sl a8 5 AutoNumber
T bl Uidal) g8 La
el LY andingd g bl Casial s salatinal &yl 138 5 USLa 53 5l (gu 568 oLl IS (g oy *
Wl S5 sl Lgdasty = sansall e Mol Gty s Ll sy Y *
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2 « 29) To define a primary key (manually after a table has been created):

(Jsaad) s L&) (e s L) da3) Ligy ombal) LR yyaas

']? Design view amaill = e & Jsaadl i ()

oY) oy 3 Ay 55 el ) Zlidall 3lal ) seda JaaDl (Y

il 5 oy i 8 Uikl 1 e daxacai g 4l Uikl ) 500 2 5 gl Jiad) s (Y

aslas 2 5 Indexed Goedl (5 i ASLA Jiul Jsaadl pailiad 8 dia 5 jeall il sleal) 8 Ll Ll ) (¢
"I Osn e Yes (No Duplicates)

138 o U puas Al el o) ~ Lkl Jas 8 Dlie a8 1) wghusm}uj_wsisf«ﬂ}d}mmgm(c
el 83 ga gall AsiUaal) Banaall Al ) o) LSy () el g dagll ) S5 Al i

30) Modifying the way a field is indexed: Jis 4w g L a3 Al 48 jlal) Joans
(G850 L)) and) s Ll 4y ) Jial) (ailad (e alad) ULl 3gn s a2y dad ) SEl*
Y es (Duplicate OK)

31) To change field format attributes: Jiall Euwd law yuis
(Design View axeaill e A) daibad i dilaw 8 Jaanill 3 55 63 Jsaad) il ()
Jiall pailias 230N Jiul A jeda s — (0ad) Text 4lly ¢ 55 Of bk JaaD e First Name Jis e L5 13) (Y
Al il s Field Size Jasll aas 48 5 55 - Field Properties
Jiall pailas b clld Uies Field Size dial) aaa Jaed Ua i 136 *
— Alae — ple o8 ) Lidany (g3l 5 (Bawsl) Format IS (e alB Y1 Guai & Jaawil) LiSasd o8 4y Jas e L 13) %
(ool — Al (G — okl
— Lo sie — Jysha g )) Ladany 535 FOrmat JO& (s g il Gt 8 Joaaill LiSad g jl 4y Jis e Ui g 13) 5 %
(e — onal—bangia — Jygha g juad

32) Make sure that your field size attributes are long enough:
Clibul) aran ad! AIS JSd Al gh Jial) (ailad) e ¢ asli
IS Llasi s (20 characters) <iss Yo (e e o 5S5 Lellay) (Say dad el Ll 13) Figld Size Jisd) aas
Al il O 1) i o8 Y+ 3m 5 51 Sl
Ledsain Al UL Coaly Lay Jaadl aas et Lile cany Sl

33) To create a validation rule for a number: a4 daal (e F8adl) sacld L)

Number a8 4 Jis Jlas s apaaill (aje (8 Jsaad) it ()

(Aall (e 8l 322 8) Validation Rule L (Field properties disll gl s3) A (Y

Validation Rule ) cuilay (Y« + (ssb ol (e sral)  <=100 e i€ (¥

Gl sac " 158 jedai Al (5 yiud Vv e ST A8, Lol Datasheet View <l 48,5 (= e S J s (€
"o 5 S Aad Aol — Y v e ST A JA i

i€ (faal) e il i) Validation Text ) abel b Allu ) 4US Ga sl e ol bl o3 Jas (S (©
Please enter anumber between 1 and 100 () ++ ¢ ) O a8 J3) elliad 4a) 1M

100 (e Bl o8 ) iS5 Al )1 e OK dasai (1

34) To create a validation rule for a date or time: <&l g g il Aauall (e (F8adl) 3ao1d L)
(Date/Time) <bladl & 51 4s Jis JUid 5 avanaill (i je & Jsaal) ids (3
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(Axall 0e Gl 322) Validation Rule Jbss (Field properties Jisll gl s2) (8 (Y & :
<=31/12/2011 : SYE ¥+ ) ) Qs gamy Y gy )5 Dl (G (\‘

35) To create a validation rule for currency: el daal) ¢ 38aill sacld oL
(Currency) <llll g 5343 Jis a5 arenaill (i je (8 J gaal) aids ()
(Rl 5o @il 520 ) Validation Rule Jtiss (Field properties Jisdl (ol s3) 4 (¥
(0 + st sl e il s ieall e 4ST) >0 And <=5000 e i (¥

36) To change the width of a column: gl g e s
(Logies Joalil) sl lo) Jpandl (8 52ac] il e com (o slall i i ()
JM‘&}MUMJMM@{,};@ 4_|_> Ol g8 Cpaag és‘)ﬁ}d\dﬁ)ﬁg(\‘

37) To move a column: JiSi si 3ges Jil
L g Jind ) sy 3 sul agas sedad (De J W) an¥) 25l Ol sie o (uglall ey (o) 4l ol jall 2 ganll 20a3 ()
(d\.d&i@a
stlaall sl S Y (il L) asaasi s JUaal 3 gaal) o aaei (¥

38) To create a one-to-one relationship between tables:

3 )9 Joia ga dal g gt (e ABe L)
35 (wlie) Relationships Jis: Tools il g ()

<l 3 oy 55 2 Show Table 4 e Jiai (Show Table) Ul ss ge 531 o jeday ol 1 (Y
"Caal Add e Jaiai s Table deil JMA (e e ALyl 3 55 53 Jsanll Al (¥
"3e)" Close e hiniai Add e bty Show Table Ul e e JAT Jsaa sl (¢
Laguazy Gl (pal saad) jeday Cags (©
) Janll 8 Jiall e daniaiy dsaasi s Jial e daaai 1 S8 Jgoall i Jin LY Jpon 3 Jia e A3 oLESY (1
(Sl a3) Edit Relationships 3386 jedas (V

Primary Key (oba¥) Uil lags cpliall 05 of 1Y one-to-one ¢+ 48dle Jaxi (S 13k sale
Ayl )l Jiay il saadl g s jedann — (sL) Create (e vz (A

39) To create a one-to-many relationship between tables:
dotaadl (pa mae ga dalg Jta (e ABS L)
LS sl b AT Ui o pa bl lie 4y Jin a5 pal) oda (K15 480 < glal) i ()
Cilan Ladle i Lild JAY) (8 5 S5 cpl gaall (ge Jsaa (A &l paind (gl o e (S (Y
Gilas ddle 5 (o2 el JalSill :a j3) Enforce Referential Integrity
(Aasi el J g8l Enaas ) Cascade Update Related Fields
A L) die elad < Edit Relationships "clEtall a5 3380 & Lgaaal Ciladlall 024

40) To delete a relationship between tables: Jgaall G 48le Caial
Relationships Jtiai Tools 4l (e ()
zoladl da ol 3 Delete o datuai & 4dda ol yall ladl) e Jakazai (¥
aaall ol Yes e duraaid Gilgs 28Dkl Cada o) 4y 5 S 13 Qs Ay judas Al ) el Cogas (¥
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Forms gakosdl

41) To create a form using the Auto-Form Wizard: QL zitell) gllaa aladiuly #3 gad sLadY
(I8 (e 03030 a3 Dlaiaal gl Jgaa U0 ULl 52018 530 a ()
sypant] aMain¥) o Jsaall e aal g ddaria Jariai (¥
- 73] [ f——— (22> 0S) New Object s e Lo (¥
(Ul z3 9a3) Auto Form _tias Aaial) sl (e
A& (e il glaall 5 bl JAY) (e Wiy 531 23 saill Lialal gl (€

42) To open a form: (3 aiul) g3 sai gl
e darial g 4atid 3 all zsaill 2aa5 5 33 g gall LK) A48 (10 Forms s Database Uil sacld 3380 (4
Open

43) To create a form using Form Wizard: gl gles aladiuly g3 gad sLidY
(Database) Ll 3ac |8 3280 (e (z3%3) Forms s ()
"aaa o d gal" BAL Helaid Q\ﬁ&}\kgﬁ@ New & sl Jle Jaras (Y
axis¥) 5l Jsandl 838U Jaul 8 2 agud) o U5 5 (3l Alas) Form Wizard s3lll e laas (¥
OK e baiai & 23 saill Jae 8 dndiiusins 53|
ages) aadind 23 saill Joo o deddiuin Al 2DtV ol Jgand) HLia) (e liadf WiSas g jal 328l el (¢
Lakad &5 (7 59 3al) agadl OMA (0) 52n 55 30 LIS 5f (jtall pguall JDA (1) Lgaans o) sus Loy 3 Al J sl ddlizaY
(S4l) Next
7 saill e () o A ppanaill AL U ran 3386 el (0

@Comnar o g

(") Tabular AL

() Datasheet il 48

() Justified Lsca

() PivotTable Caig Jsaa

() PivotiChart iy Tadas

22 sail) agle () 5Sane (50 Jnaill HUAAL Ul pransd (g jal 8380 gl (1

Blends zoe
Blueprint S
Expedition e
Industrial =l
Inkernational s
Ricepaper oY G
2andstane e Aua
Skandard e
Stone S
Sumi Painking < (5 s )
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Lﬂdj‘)chﬂ\‘au.aﬂ\)h.\;\m Nextésm
}Aus‘fa\)ﬁY\HY\d}\e\cd)dH\‘sla&\u\m‘)\u.is‘d\‘;dhn.ibdﬁb‘)g_l.ﬁ(v
Ca}d\)@_l:u — Finish (ng_a\)JaM(/\

44) To enter data into a form: gisaill & cllud) Jaa)

A il JAal 3l el 3 saill i ()
z10¥ s — Tab e ¢l a5 (Sl 5 Jaial 48y yl) Jsanll & ULl A 48y jla pudiy -3 el & il Jass (¥
z3sall 528l Jid (New (Blank) record) (ws ¢ 0l daw) L) e Jaal s Jas

| Record: (][] 3 [Z][E

45) To modify data using a form: gisai aladiuly by Jhadl
A sllaall ULl (B i g4 ) (B e i () Jand) i jad agaal) aadin

Record: (M| ][ 3 [» J[r]

46) To delete records using a form: gisedll & < diia
A e Cadas J"J"LSJ\CJ}“M o ()
b (Delete record Jaw <ida) slal e darai o alllai g Jand) sass (¥
Jsaall 0 4 el sl adda (S Y o (o Jsi Ay el 5 oMo Cida Wiy Y VLA (any 8 140 gala
Al SDla e Jasy

47) To navigate through a form: gisaill Jals & adl)
3 sail) 5380 Jad ()39 — <l sa¥1) il i) aladinly olld 2

| Record: [ 14 | 4 || 3[» [ r1]ek| of 7
LT

(e ) (B (e ol il () (e 2]

48) To add text into headers or footers within a form: z3sell Jala " Julill g cul 1" ) oal ddliay
(z25ad Jui 5 sl ) Form Header/Footer s s auaaill (i je A z3 saill i ()
View 4l (4
(View uae) 4l (e 45 3 (Toolbox <l s2¥1 (3 saia) seday ol o) (¥
2 53 (3 sinm (ge (Rransi) Ll 3191 s (¥
o )w-ﬁ‘ i o DAY w3 saill e M Jsais i - il Jaay Juiill g Gl ) 8 Jasai (€
=L E N | s e paill e delall 3k ol i Jull 5 el 1) Jads sl & modify Jass (S (0
L E i 5 4SS

49) To delete a form: gisai caial
il As 5l (e Delete Jarai g 4dda 3l jall 73 gaill 2255 (Forms) zaledll and 4 ()
Gadal) aSlHl Yes o T Al ek (Y
Filedald e (Lais) Save JUds z3 sei hisl 14 gala
X skl el e all A (slasadl (SYT) (33e) 3lal e okl g3 gas 3MEY
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Retrieve Information
il glaall gl siud

50) To begin a search: &y jag <l

ad ) 3 55 (53 (Jiall) Al 8 niemi ()
| 38 oY ks L Find sl Gl Jaimi of i Edlit 1 (e (Sn) Find s (Y
giliallda gl & Clrl + F palibe i of
(3o A iy o3 SRS o (as Find Next eole bivcas o3 Find What caitas i G o 4 5 Lo (i (¥
Look in Jo&

51) To search using Wildcard characters: 4:s cial) aladiuly dayd)
ddle hruai— 45 L sl June o Jane oS 13) 3Stie cud s ne - gy J o o and 6 oo a3y i S S (0
s cia ge i Al (3 - IPne Goadl Sk aledin
rJie G a Ao geaa (e Y et The Asterisk (%) (Y
B*ge > Baggage_siu) cilia ¢ dxid — Barge sl (s — Brokerage s_waudl — etc. &
raa) g a8 ) e Y aadind (ALl Ale) The Hash Sign (#) (Y

199# =Y+ v ¢ Y49+ o cpiadl S
sl — i ya W asd (e yell G 8ll) The Square Brackets ([ ]) (¢
Jo[ha]n = John and Joan Jie slawl gl jall W any
il Canll 8 Cayall 13n el zali ll J gl il olina 1368 o o Camad Ao Gpaas sill (g Linaza 5 13) (0
Min[!t] = (Mine— Mint* gl W asy) Mint =g

52) To filter records in a table datasheet by selection:
() danil) Gaes Jgaad) iy 4859 (8 clavad) Ayt
i) a8 (e J gaadl i ()
Aldgal 8 e 3 el i) o g sia il Al 8 ek (Y
Hi':_:." "Jlily dnat Filter By Selection sl e Llhia o3 car 4alS e g a3 4la e Lhica o) ;i
car puby Clalsll JS jelain,

53) To filter records in a table datasheet by form:
(sl uen Jgaal) iy 48,9 (8 clavad) At
il 3328 (e J gaall i ()
"z saill cava bt Filter By Form 81a¥) e Jaxai (Y
Jiaid — (Recorder Level Jisill (s giva) 4an) JAT Jis 5 — (Product ID giiell o yai o8 ) 43 Jsaall QS 1) (¥
2y @l (g 55— 10 Al s sie JS52 Apat a8 ) IS jedad — 10 LSS G gall (5 gl (g 2 A =il o8 )1 D
530 3oV i e Jaia (580 5 50 ALSy Jsanll Y g sa Sl Rkt A3V 5- 7 Apply Filter Ll Gulas
"Il A" Remove Filter 31aY) s Al oda s ¢ 5 A
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Queries
GilaMaiu)
54) To create a query using the Simple Query Wizard: Jaswd) cladlaiul) glles aladiul aMadiu) oL
New e biaai; Objects 4aild (e (wledlainl) Queries Jtias ()
dadiall Cadil OK biai & Simple Query Wizard 4« Jladis (uaa Slaiul) New Query Llss e seda (V3
aal x
"Simple Query Wizard Ll ciladlainy) gl 53l s (¥ ¥
Tables/Queries Jiul (s aead) (o Jgaad) anl U585 (¢
sl aDlaiu S sl aed o5 2000 338U Neext e Jasai 5 — Jas JS Jail ol daimig sy i 3 Jsaall s (o
Finish s o ol j8Y) awd) 233005

st ste ste ste she she she she she she shestesheshe ske

3%

Tables)Queries

Table: Customers

55) Create and name a two-table Query with specified criteria; 33aa julaay adaiu) s L)
New Query 53U (a2l (322) New & Queries e i ()
AGL) @l ghadldl udh adlts & J giall Lgia Canml g Jglaall JU85 5 Simple Query Wizard s (Y
Adma Jgia agie Ll g Jsan (e ST U sl 5 el o2a () T3l

56) To create a query without the wizard: gdteall aladliu) g8 adladiul el
Design View amaill (e 4 (2aa Sliul) New Query i ()
(Jshaall b= e [ Jlela) ) "Show tables' 338U Lexa jedas s (Query Grid aSlein) aSul) elas (¥
ety A dbma ulee JIA3) Sy 43 aaY*

i Wﬁ Jaaldl G\JJ) UISA (/\/\ ¢ ) U:“) % ‘)5.,\4\ < 89

Table: [Office Address List 4“2 G0l Jsaad) sl (M 0e S1) Ge LS1> 89

Sort: A sl o (e 81 <= 89

Show: [] +—— »Dbaiu¥l 8 Jiall 13a jedadd Ua Adle auas A s o (e S >=89

Criteria; [="89" < L el (i A% sl Y B Y1 < > 89
ot

57) To run a query: pdaiud) Jaudd
Y ¥ (M) Run«.ajsg\‘;smgemwJM@LMY,MM&)M\)AM\JSJASIA&*
- Caadl) Aadle 4uds
Ll ¢ Jaal) g8 2 g sall 20all 5 C o fay (63 gmiial) and e pDlatiad Lidie (S 13) 10ie Sy jlame 223 iy 1Al gala
LFﬂ\ Aac Y &y 5 U 13 >20 i€ 53 5 gl Cilaa gl 2ae Caatis |jke “C*” S Criteria dwls ebaij G_lbd\ il aa
Like “b*” 1S or alel B — fass il i) slond dila) LSy LS Yo e 33

58) To add a field to a query: aMwiuy Jia délL) ‘
sl JAal ) dbe S5 agr ey — 4l Jiall it (o 3 530 S L e apanaill i se ()
rcallaa S
ziliall da 5l (e Delete e e dainmi o saadl Jiall o Jaially adlain¥) b Jiall Cida (S -)
Dndn 3 gl ages ) pdsall JS3 paatid Jead) (358 G glally o g8 5l pDlaiuYl Jaly AY (S (e Jan Ji oSy Y
o sthall Sl i g aiemi 4l Jiall a0y o sbally Tkl s o iy
(U=2) SOW alel o sall (8 Ledlall gmi Slatial 3 Jis sLisY -
(Jadl Jleha)) Show = (Adhall pa 50) B (+4s)) Hide=TT
zolaal) is 5l (e Delete bt g lilnll Bac 8 8 danl 23 g (a8 WDlatiul Delgte sl - £
File %l (10 Save JUias — 2Daiul Sgve Laial -0
(s125-d) SYY) Close slal e Jaxazi — 2eiul Close Gl -1

59) To sort records in a table datasheet: Jsial cliby 48,5 3 claw )il
LeiDlad 38 Jac ol pall 32ac V) i 3 saall aaas ()
5 (el %) Sort Ascending Jbiss dse Jdll Aaldl (e 5 (ReCOrdS o) daild (sa (J8) Sort kias (Y
Gl day il & [ Z] £ lsaY) e L o) ol (Il 5_%) Sort Descending
o 3 saill i ey aadally — 4l L ) gaclal 58 dee Lo i 13) aSlatiaV) ol 23 saill (i) oy gdadll iy o 683 (Y
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ReQOFtS
’“l)ﬁﬁ“
60) To create a columnar report using Auto-Report Wizard:

New Report ? X AR ) mllaa aladiuly gagas g AT s LA)
e bial o Gl ¢ a4 (La)lll) Reports e haiai cilbilnll sacld ()

4 Report Wizard 1
.»’E ofoReport: Columnar REREN Na[\[ 31l
| AutoReport: Tabular ( ) ‘;‘:

This wizard automatically LC:I?éIt:\:E:rrg L.JAJ AUtO Report COlumnar LG—."“ ‘)& NGN Report Shéu ‘)G-LS (Y
creates a columnar report, ‘Qlf— ‘):1‘)33 dA.C J\‘)AS\ {.\\ - y\ Ji d}.ﬁ;j\ H\ Ju;.i qu\_d\ ds.».ni S\

| 28 Heday — OK Jaas (¥
Choose the table or query where :.(.Iu.stomers - |

the object's data comes from:

I K l [ Cancel ]

61) To create a tabular report using Auto Report Wizard:
(AL o B plles aladialy (g 80 gL
(s> 1 Sal %) Auto Report: Tabular «—— New Report 5380 (e s Ll lae e 2Ll <l ghadll s

62) To create a report using Report Wizard: s 83 gllas aladialy p &8 L&)

Objects <lilsll ¢ ja & Reports e b ()

(Ll #las) Report Wizard Jtiss New Report 8386 (e (Y

e il i G et o Jpandl s (¥

DAl Lgaila) ol yall Jsiall sy Liagl et 5 Jsandl Jaal e WiSa (g Al 330 jelaid OK Jaia (£

Next hxzai . 5l grouping levels s il sive Cinal o 3 BS 1Y) il 3380 jedas — Next Jawai (©

sort records within a report sl Jals cdlawdl 580 o ) US 13 il o Al 330 el (3

Next o lenbad o cdlauadl 3,8 o 4 55 Sl Jgaal) lias (V

(881 — (sl ) iV e 5 (dana — (A san — 53 5e2) determine the layout s il Jagads aaail 338l el (A
vl il las) Adjust the field width so all fields fit on apage «ibs (V) adle g s Laal LSt
Neext i & — (Jsiall 818 dnball (5 gind ia Jial)

ey — (pam ) — ASHh - hgiae e A e A}J) Styleﬁﬂ\quq;zqgjus\b‘\ ‘";'JLMSBAAU)@LS(‘\
(e

Laiiai o5 g LS ol V) a1 @l i gl o il ) (iS5 saadl Bpens e Al 3380 jelai— Neext daiuai () »
olinas LS il el — (sledl) Finish

63) To alter the position of fields and headings in a report: & A Gagliall g Jsial) GlSa s
‘ pranalll G e (A 8l s ()
Jind 51 1388 5 — Jualdil) dahia Ldony 51 A QA ) Jiad) aasi s v (Jeal) Details dalS Jiud (Y
A s all P8l ) o) sl s - Page Header
ol 445 51 Report View s gl (e ) J st (¥

64) To group information in a report: <\s gaxa & il Slaglea i
Design View areaill aje (8 il =i ()
(aenis ) U)o me et — View 4ali e (a5 5J2) Sorting and Grouping el s (Y
Ade aneatll Gadad a3 A Jaad) RS 5 (Haed [ Jis) Field / Expression 2 gee Jals i (¥
Descending Jtiss s (Jal) s 55) Sort Order 2 see Jala i elld il g Lacbiad Jiadl § 58 sl Luzal yil (€
(A5)
(X oSY) @de ) 31al (e (aeanilly 5 Al Jlon ao e a3 (@
DAl At Ay ) debilall Alae ) Jsati (T
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% : 65) To calculate statistics for groups in a report: S B e gaaall ciliilaal) Gilua

View 4 (e (aen3s %) Sorting and Grouping )Ai s (Y

Al e de ganall ()55 0 i g3l Jiall elai il 33800 (pe s (Y

BSMUL sl &3 (Jwlill S aead) Group Footer Juall (e Yes s (¢

dalie JAl s g dariad (UAJ@‘)A) Textboxmjh;.aj(fﬁuau&elu\) Toolbox <l saY! Bsdia el (0

Group Footer

Basl sl e & alll aae laal =[Toy ID]* [Pnce] A Al st <iSis Total ALK Text 48 e Yo s

Customers sJall Jsaa A

coodll s WS
Customers )
First Name Last Name Toy ID Price Total:
Endrea Jones 5 £€7.00 35
& ndrear Fonseca 1 €2.00 2
Lndy Gruilt 1 £2.00 ]
Lndyr Helzon 5 €7.00 35

66) To add text to a report Header or Footer:

67) To modify text within a report Header or Footer:

A S of (ul ) i AbLY

M\Uéﬁ@ﬁ)ﬂ\c:m(\

A8 e L AU el 1558 o) (8 Header / Footer sl Judi sl o il Gl st ) il 21 53) e 2 (Y

View

A il JAY & 55 ) 5l Ju b el st g — <l oY1 (3 s0im (g Label slaf s (¥

) 55 il By ) A Llall Aile ) J g (8

# Repork Header

Customers

68) To delete a report; sl cidal

69) To save a report: s hial

70) To close a report: sl Gl
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Prepare to print
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71) To preview a table, a form or a report, prior to printing:
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75) To print specific page(s) of a report, complete report:
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76) To print a specified number of copies of a table, a form, a report, etc.
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