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1- Create a new database (blank DB)

L
Home Create External Data Database Tacls

Available Templates
@ Home
 Open
%
£ TP0acedb J 6 i

*-| Database1.accdb Blankweb  Recent

database  templates

Recent
a =
: #
Assets Contacts Issues &
Tasks
Help
+| Options
& Eait

Sample
templates

i

Non-profit

My
templates

¥

Projects

Microsoft Access

n for templates

2 File Name 3
0

®

Blank database

C\Usersihp\Documents\,

How to change the DB name and the location where we want to save our DB:

s
Home Create External Datz Database Tools

Microsoft Access

Availa =
A File New Database
4 € v 4 1 > CePC) Bureau » L2 economic v O Rechercher dans ic
7 Open
Organiser - Nouveau dossier e
5| TP0.acedb ! werc A Nom Modifié le Type
*'| Databasel.accdb Blai "
duta mBureau = TPO M
Office. ~ Documents
Recent = Images
= 4 Teléchargements
Asse 8 Vidéos
2. Disque local (C:}
Help i Réseau A G
& Optns File name
B Eat Save as type: Microsoft Access 2007 Databases
A Hide Folder Tocls @ Cancel

Blank database

File Name 3

TPO

C:\Users\hp\Documents\

)

Create
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2- The different parts of access window

B < = TPO : Database (Access 2007 - 2010) - Micresoft Access - ] xJ
Home Create External Data Database Tools Fields ' Table /Tabs bar [~
3 =]
) Je b &
View Text Number Curmency T More Fields S " Validation
Views Add & Delete ropert Formatting Field Validation
ALs @] Tablel x
[ search.. O ID - Click to Add -
Fobies 20 (New)
B Tablet
[Navigation
Pane
Access
Objects
Record Selector V|eWS
Record: M 4 10of1 M Eo Filte Search
Datasheet View | 1

3- Change the direction of the table

A H

file CV4 External Data Database Tools Fields Table

TPO : Database (Access 2007 - 2010) - Microsoft Access

2@

LP}Z & Cut Sl Ascending  CrSelection - [Ty =i New X Totals 1 " il Detal) " =iz =y
i 1= I Cony 2| Descending TaAdvanced - Hswe Fspeling o0
View Paste Filter = Refresh i BIUA
r All+ ¥ Delete - E=More - ek
Views Clipboard Sort & Filter Records Find
AF <« ] Tablet X
Search.. ) ID Click to Add -
SRR New,
Tables = shis) Datasheet Farmatting ? x
Cell Effect Gridlines Shawn 4
B Tabler @ Flat [ Horizontal oK
Raisad ] Vertical
@] [ vetical :
(O sunken
Background Color: Alternate Background Color: Gridiine Color:
Sample:
Border and Line Styles
Datasheet Border v Solid ~
3 Direction
< (® Left-to-right O Right-to-left
Record: M Moy Search
Datasheet View ="

Ms. CHEBANA Dounia



Computer Science Guide of Using Microsoft Access

4- Save the table and change its name

4-1- First Way

ﬂg H v TPO : Database (Access 2007 - 2010) - Microsoft Access
Home Create Edernal Data Database Tools Fields Table @
Lb[ HlAscending  Czselection [ ew X Totals 'j Avial {Detail) M SIS sy
- . & . F6aTo-
Z ending TAdvanced - Hsave ling
i v s % Descending Voadvanced Refrsh = 98 ¥ Speling Yesle——
emove er Alx X FEMore e
Views Clipboard Sort & Filter Records Find Text Formatting
A5« ] Tablet X
Search.. ) Customer IL » Click to Add ~
e
Tables # (New) T
B Tablet
Cancel
Record: M " h N i Search 1
Datasheet View | L3
L H v TPO : Database (Access 2007 - 2010) - Microsoft Access - a X
Home Create External Data Database Tools Fields Table - @
bz‘ L( Al Ascending  zSelection en  ETotals R — 35 by
’ il Al T Arial (Detail] M LEEEE M
8L [~ i ] 2
by hom : ey FADsscending Toadwanced - = iSwve % Speling ";“‘“ "
: Filte % Select I
; ter Al X Daletn- EMors BlUa a2
Views Clipboard Sort & Filter Records Find Text Formatting
As @b X
—~ |l Save
sl R, T
*
Tables #

I Close All

<, Design View

== T Datasheet View
right click on the table
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CERRGE

Home Create External Data Database Tools | Fields Table

TPO : Database (Access 2007 - 2010) - Microsoft Access

QJ
Y 4| Ascending V7 Selection - H@ iNew X Totals Fufenlate ) Detail ) == e
) %| Descending FAdvanced - =HSave 4 Speli sl
. §iDescending ToAdvance ave pelling
e f Format Painter Filter Refresh Find [ Select - ok ===
bt $Remove Sort T Toggle Fiter A= XD | b BIUA & ES=EE
Clipboard Sort & Fiter Records Find Text Formatting o
Click fo Add ~
| T 7
Tables #
B Tabler
Microsoft Access. x
| Do you want to save changes to the design of table Tablel?
No Caneel
Record: 4 4 10f 1 Mr “HNo Filter Search
View B ¥
LI b N el TPD : Database (Access 2007 - 2010) - Microsoft Access - -] X
Home Create Fdemal Data Database Tools Fields Table @
% & Cun 4l Ascending  ESclection - H_@ < New X Totals - © pvial Detai i
v z Y : 0To "
View o format Panter Fier AlDes(endmg Advanced kw#sm ¥ Speling Find 3y Select BIUA ﬁ -
. #oRemove Sort T Toggle Filter All+ ¥ - E=More -
Views Clipboard Sort & Filter Records Find Text Formatting
Search.. ) Customer IL - Click to Add +
T b (New)
%
zblec Save As 1 X
1 1abler 4 3
TEY e
Record: M+ LM & No Filter Search
| Datasheet View |
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5- Open an existing table

e TPO : Database (Access 2007 - 2010) - Microsoft Access = g X J
a

Home Create External Data Database Tools ' Fields Table
Aot ir §l Ascending ' selection - E New X Totals \}} SRR ol Detal) "
Egcony 4| Descending 3 Advanced - Wi W] oy 010
5o . Fler Refresh Ay sects BT U A
HoRemove 5 Fiter Al X Delete ==More =
Views Cliphoard & Sort & Filter Records Find Text Formatting
search.. ) Customer IL - Click fo Add -
=t (New)
Record: 4 4 10f1 L TN Filter Search
View I DEd¥
6- Create a new table
Ed9 05 q Table T TPO : Database (Access 2007 - 2010) - Microsoft Access -

m m @ @ E D [Form Wizard i 8 Report Wizard 4 Module
= S
a8 = =l = FNavigation - 2= ] Labels (& ) lass Module
Applicatio able SharePoint Query Query Form Form Blank Eaore Forms - Report Report Blank Macro #avisual Basic
Parts Design Lists - | Wizard Design Design Form Design Report
Templates Tables Queries Forms Reports Macros & Code
Table
Create a new blank table. You can D + Click to Add ~
define the fields directly in the new | g
table, or open the table in Design (New)
view.
(@ Press F1 for more hel
H orders
3 Tablet
Queries 3

2 Unilled Orders

Forms. S

Customers Form

»

Reports

Customers Report v [Record: M < 10f 1 E HNo Filter Search

Datasheet View
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7- Rename a table

Ed s TPO : Database (Access 2007 - 2010) - Microsoft Access - X
Home Create External Data Database Tools Fields Table @
h\/j o Cut W 4l Ascending  rselection [Ty wiNew X Totals Eﬁ SeReplace , o oerai m S 1= =y
b ~fCopy 2 peccending Vadvanced + o Hsave % Spelling M Golor
View 7 Filter i Refresh e find [yselect- B J U A & & (=-
- e Sort All- X Delete - =More - ol S
Views Clipboard ¥ Sort & Filter Records Find Text Formatting
All Access Obj.. @ « 1 Customers =
Search. P Customer ID - First Name -+ LastName - Email ~ Phone - Age - Address ~ Category -
ST | B 1Mohamed Askri mohamed@gmail.com 0645673897 19245 Main Street A
* 2Lina Soltani soltani@hotmail.fr 0746534214 19123 Main Street
* 3Mohamed Gouacem  Gouacem@gmail.com 0564763542 21354 Side Street
B Ccustomers t 4Wissal Seboula seboula_wissal@gmail.com 0736542342 19365 Main Street
t 58kander ahmed kosay Maache maache_kosay@hotmail.fr 0537534287 19242 Back Street
3 19 Lotfi Mokrani lotfi@gmail.com 0548976448 23234 Main Street
o B ming Mouadaa amina@gmail.com 0567893425 22546 Back Street B
2 oders (&5 Open 23
. Design View - -
o , Right click on the table
Queries e
Export »
3 Collect and Update Data via E-mail
27 Unilled Orders ekl
2 =] Rename
Firter TS Group
Forms
Delete
Y : :
& comestom | & Note: You must firstly close the
A con table
Reports
I8 customers Report = Table properis
| Check Web Compatibility
Record: M 4 10f7 P M 4 )
Datasheet View |E 8 a8 %
.
6-1- First Way
£ H v TPD : Database (Access 2007 - 2010) - Microsoft Access - 8 X
Home Create Edternal Data Database Tocls Fields Table @
f75ele 2 ew  ETotals  (FR TP pna) Datail 1 = sisi oy
e Floscsntios Wobduad - e Wspeliog 0 R
t ter All= ¥ Delete FRMore ase B I UL
Clipboard Sort & Filter Find
A @] Tablet . X
. o IL € Click to Add ~ 1
B Date & Time
Yes/No
Lookup & Relationship
Rich Text 2
Memo
4 Attachment
@ Hyperink
Calculated Field
Paste as Fields
Record: H < 10f1 M §No Fil Search
Datasheet View | a8
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6-2- Second Way

L MellE
Home Create External Data Database Tools  Design
ealnsert Raws gl “'ﬂ
- = =¥ Delete Rows : o)
View | Primary Builder Test 1= Modify Lookups Propertyindexes Create DataRename/Delete Relatianships  Object
Key R e Sheet Macros Macro Dependencies
Tools ide Field, Record & Table tionships
A® « ] customers
Search.. | Field Name Data Type
e & i“lﬂ 2 AutoNumber 3
= st

Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard

4

General Lookup

TPO: Database (Access 2007 - 2010) - Microsoft Access

Field Properties

Description

@

»

Field Size 255 A
Format
Input Mask
Caption
Default Value
Validation Rule The data type determines the kind of values that
Validation Text users can store in the field. Press F1 for help on data
Required No types.
Allow Zero Length Yes
Indexed No
Unicode Compression __Yes
IME Mode No Control 1
IME Sentence Mode None
Smart Tags v
Design view. F6 = Switch panes. F1 = Help |Ba qq
6-3 Third Way
Al = z TPO : Database (Access 2007 - 2010) - Microsoft Access - a X
Home Create Extemal Data Database Tua\ o
= Name & Caption Jl" .'e['\ Data Type: Text [T Required |
SiDefault Value L E - Flunigee . =3
View er Curte 74 Mor e [ ot Size 255 : ) - Validation
' ; ’ Indexed
Vie! 4, /pich Toxt 1 Properties F Field Validation
A Attachment . l, <
Hyperink stName | - Last Name - Email Phone - Address - Notes - ClicktoAdd -
d Askri mohamed@gmail.com 0645673897 245 Main Street
Soltani soltani@hotmail fr 0746534214 123 Main Street
d Gouacem Gouacem@gmail.com 0564763542 354 Side Street
Seboula seboula_wissal@gmail.com 0736542342 365 Main Street
General Ahmed Kosay Maache maache_kosay@hotmail fr 0537534287 242 Back Street
5 Curen
d Cumency
& tuo
E12 fixed 4
12 Standard
' Scientific
Date and Time
1 Short Date
™| Medium Date
7 Llong Date
Y Time am/pm
2 Medium Time
Y Time 24hour
Yes/No
[#] Cheek Box
Yes/No
True/False v
Galculated Field, ’
G s as New Data Type
Record: 4 4 1ef 5 PR &N Search
Datasheet View |E 6 d
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9- Insert a new field in an wanted position

A H 7 TPO : Database (Access 2007 - 2010) - Microsoft Access - 8 x
Home Create Extenal Data Database Tools  Fields Table &
& Cut 4| Ascending  gSelection @ ew X Totals S "-99'“? Arial (Detall) 1 =T siE g
" SCopy 2| Descending VoAdvanced © - =HSave %% Spelling gl
View ¢ sinter Filter L Refresh fid select B T U|A- 7 4
: R Toggle Fiter All= X Delete =More - ) el
Views Clipboard Sort & Filter Records Find Text Formatting
Afx @) Customers ] Grders 1 X
search. ) Customer IC - First Name - LastName - Email Shone ) - Age - Address - Notes - ClicktoAdd -
= 1Mohamed Askri mohamed@gmail.c 2 i 67389 245 Main Street
2Lina Soltani soltani@hotmail fr A+ SetZtoA 534214 123 Main Street
3Mohamed Gouacem  Gouacem@gmail.c | copy 763542 354 Side Street
B s 4Wissal Seboula seboula_wissal@gr 542342 365 Main Street
58kander Ahmed Kosay Maache maache_kosay@he , | 534287 242 Back Street
8 73 Field Width
* (New) Hide Fields 23
H orders Unhide Fields
G Freeze Fields
Unfreeze Al Felds
2 @ Find i ht |' k
fi
<1 Rename Field
F Delete Field
Record: M+ 10f6 » oM %No Filte Search )
Ready |BSay
10- Change a data type of a field
e v TPO : Database (Access 2007 - 2010) - Microsoft Access - a8 x
Home Creste External Data DatabaseTook  Design @
e | B _:ﬁ,f (o)
A B i3
Test =Z]Modit Lookups Property ndexes Create DataR Delet ! Object
Key Rules Sheet Macros Maco Dependencies
Tools She Field, Rec ! Table
A« Tablel | T Customers x
| Search Field Name Data Type Description -
7«“ Customer ID AutoNumber
Tables #
First Name
Last Name
= T ey P
Phone
Address Date/Time
Notes Currency
= abler AutoNumber
2 Yes/No
OLE Object
Hyperlink R4
Attachment Fiald Properties
Generd Logkup
Field Size 55 —
Format
Input Mask
Caption
Default Value
Validation Rule The data type determines the kind of values that
Validation Text users can store in the field. Press F1 for help on data
Required No types.
Allow Zero Length Yes
Indexed No
Unicode Compression__Yes
IME Mode No Control
IME Sentence Mode None
Smart Tags v
Design view. F6 = Switch panes, F1 = Help. el B0
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11- Delete an existing field

TPO : Database (Access 2007 - 2010) - Microsoft Access

Home Create External Data Database Tools | Fields Table

r

Filter

Clipboard

4l Ascending "G Selection -

4| Descending FAduanced +

X Totals i .
4 @G0T

ks B I U A-

Arial (Detal])
— = i
Refresh = 5 ¥ Spelling
All- K De = More

Records Find

& 2] sanzron

E Tablet
5 Field Width
Hide Fields
Unhide Fields

- Freeze Fields

]

U Insert Eield

#

& Delete Field

Record; 4« 1of 1

Unfreeze All Fields

right click on the field

» & Search

Datasheet View

12- Put a default value for a certain field

Home Create External Data

| 4\ L -
= ¢¢
By &
View Builder Test Validation
Rules

Views Tools

Tables 7;13 Customer 1D
First Name
Last Name
B st rmail
Phone
Age
T e

General | ookup
Field Size
Format

Decimal Places
Input Mask

Ca
Default Value
Nalidation Rule
Validation Text
Required
Indexed

Smart Tags
Text Align

Seorch.. Field Name

TPO : Database (Access 2007 - 2010) - Microsoft Access

Database Tools  Design

Az = D

L < (=
PrapertyIndexes Create DataRename/Delete Relationships  Gbject
Sheet Macos = Macro Dependencies

Show/Hide  Field, Record & Table Events.

A%« ] Customers [ Orders

=@

Data Type
AutoNumber
Text
Text
1 Text
Text
Number
Text
Text

Field Properties

Lang Integer

Auto

2

No
No

General

Description

Avalue that is automatically entered in this field for
new records

Design view. F6 = Switch panes. F1 = Help.

Copslock |1 ) @ W
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13- Change the field size

Lo ™o B el TPO : Database (Access 2007 - 2010} - Microsoft Access = a %
Home Create Edternal Data Database Tools D @
== = - 2 "ﬁ
2/ AT By G
View est Validation lete Relaticnships  Object
> Rules Macros Dependencies
v Tools Field, Record & Tabl Relationships
A5« Customers ' [T Orders %
Search.. Field Name Data Type Description -
ﬁ'ﬂ Customer ID AutoNumber
ables % 1
First Name Text
= Last Name. Text
. e Note: We can't change the field size of a
Age Number
2 Address Text num be r.
= ordes Notes Text
v
Field Praperties
Genersl |ookup 2
Field Size 50
Format
Input Mask
Captien

Default Value
Validation Rule
Validation Text

Required No

Allow Zero Length Yes
Indexed No
Unicode Compression  Yes

IME Mode No Contral
IME Sentence Made None
Smart Tags

Design view. F§ = Switch panes. F1 = Halp.

The maximum number of characters you can enter
in the fieid. The largest maximum you can set is 255
Press F1 for help on field size.

Caps Lock | @ @ & €|

14- Change the number of digits of a field

A H v TPO : Database (Access 2007 - 2010) - Microsoft Access

Heme Create Bxternal Data Database Tools

BiaEr-r Ay a D =5 &

B L ==
View Primary Builder Test Validation - Propertylndexes Create Data Rename/Delete Relationships Ogﬁ-t'
Rules Sheet Macros Macro Dependencies

Views Tools Show/Hide  Field, Record & Table Events Relationships
As <« 2] Customers T Ouders
search.. O Field Name Data Type Description
it ¥ customer D AutoNumber

First Name Text

Last Name Text
= oos Emal Text

Category 1 Text

Phane Text
R —
3 orders Address Text

Notes Text

Field Properties

General {ookup

Field Size Long Integer
T — 0: It's obliged to fill it.

5 9: It's not obliged to fill it.

Validation Rule

Required Mo

Indexed No th

S oz ey are.
Teat Align General

Other numbers: will be occured as

A patter for all data to be entered in this field

Design viaw. F6 = Switch panes. F1 = Help

Capslock | B & @ 2

Ms. CHEBANA Dounia
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15- Add validation rules and error text to a field

Home Create External Data Database Tools  Design

Test Validation
Rules
Views Tools
All Acce... | ] Customers ' [T Orders
Search. Field Name
¥ CustomerID
First Name
Last Name
Hoos Email
Category
Phone 1
< Age
2 ou Address
Notes

Tables #

General Lookup

Field Size Long Integer
Format

Decimal Places Auto

Input Mask o9

Caption

Default Val

Required
Indexed No
Smart Tags

Text Align General

Validation Rule >=18 And <=

PropertyIndexes Create DataRename/Delete Relationships
Sheet Macros -

Data Type
AutoNumber
Text
Text
Text
Text
Text
Number
Text
Text

120
Validation Text The costumer age must be between 18 and 120

TPO : Database (Access 2007 - 2010) - Microsoft Access

Field Properties

Description

2@

x

The error message that appears when you enter a
value prohibited by the validation rule, Press F1 for
help on valication text

Design view, F6 = Switch panes. F1 = Help.

Caps Lock | B 5 @ &

Ms. CHEBANA Dounia
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16- Design View

A H q (35 TPO : Datahase (Access 2007 - 2010) - Microsoft Access - a X
Home Create Extemal Data Database Tools  Design a
X 1, Zsinsert Rows = =) E@ g
AN Sod Eas 5 = = tHe
£ B Gowers = 2 BJ 2] & =
View [Prigery Suilder Test v “ﬂMudiiy Lookups Property Create Data R [Delet Object
< /] key Rules Sheet Macros®  Macro Dependencies
Tools Show/Hide Field, Record & Table Events Relationships
Datasheet View
s
=] = i
U K PivatTable iew Field Name Data Type Description
rio AutoNumber
ne Text
PiyotChart View
© Text - =
Design View
Design View T
ext
ress Text
Notes. Text
|
Field Properties
General Lookup
~
;
Caption
Default Value
yalidation ule, Afield name can be up ta 64 characters long,
Validation Text including spaces. Press F1 for help on field names.
Required
Zero Length
IME Sentence Mode
Smart Tags v
i view, F6 = Swiitch panes. F1 = Help. |Da8 ¥
17-D heet Vi
- Datasheet View
- L} X

TPD : Database (Access 2007 - 2010) - Microsoft Access

Home Create External Data Database Tools Fields Table

& Cut N Al ascending  rselection - ‘é = Mew X Totaks ths S Replace ot el
ol opy % Descending #3Advanced - Hsae  Vspeling | Méia
te - "0 [pseets B I UA S G-

¥ Format Filter Refresh
Find Text Formatting

- EeMore -

er Al- K

37 Remove Sort T

Sort & Filter Recards

- Click to Add -

Email - Phone - Address - Notes

=

[IJ PivgtTable View

ﬁPhﬂtﬂudWw
W Datasheet View

Record: M+ 10of1 L T Na Filter Search

[stashant View

Bady

12
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18- Add record

A v TPO : Database (Access 2007 - 2010) - Microsoft Access - o x
Home Create Exteral Data Database Tools Fields Table a@
h}([ =] A W blascending Gsclection - [ miNew X Totals Lﬁ SeReplace ol Detal) -
- 2| escending Vladvanced - -~ liSave % Spelling % 6ilo:
View  Paste . Fomat painter Filter L Refresh Find [iselect- B U A-
29 Ren Al ¥ Dele lore * ) =l
Views Clipboard Sort 8 Filter Find
Alx <« Customers %
 search: £ CustomerliC- First Name - LastName - Email - Phone - Address - Notes - ClicktoAdd -
e 8 1Mohamed Askri mehamed@gmail.com 0645673897 245 Main Street
2Lina Soltani soltani@hotmail fr 0746534214 123 Main Street
3Mohamed Gouacem  Gouacem@gmail.com 0564763542 354 Side Street
2 cust. 4Wissal Seboula seboula_wissal@gmail.com 0736542342 365 Main Street
5Skander Ahmed Kosay Maache maache_kosay@hotmail fr 0537534287 242 Back Street
* (New)
Record; M. ¢ 5 of § » n@ o Filter Search
Datasheet View New (blank) recort |80 ¥
19- Delete an existing record
LsfS o B oS TPO : Database (Access 2007 - 2010} - Microsoft Access - 8 %
Home Create Eternal Data Database Taols  Fields Table @)
E’Z =k Cut 4| Ascending  rSelection Ay i New X Totals SwReplace (Detail
j 3 7‘""” - HlDescending ToAdvanced - RP':“\JJSW Vpaling ”:‘: e =
YR All- X Delete- FMore ; = &
Views Clipboard " Sort & Filter Records Find Text Formatting
A« Customers %
seorch. 0 Customer Il - First Name ~ LastName « Email ~ Phone - Address = Notes - ClicktoAdd ~
e il 1 Mohamed Askri mohamed@gmail.com 0645673897 245 Main Street !
2Lina Soltani soltani@hotmail fr 0746534214 123 Main Strest
3Mohamed Gouacem  Gouacem@gmail.com 0564763542 354 Side Street
B s 4Wissal Seboula seboula_wissal@gmail.com 0736542342 365 Main Street
5Skander Ahmed Kosay Maache maache_kosay@hotmail.fr 0537534287 242 Back Street
| I
2
& Cu
4] Copy
3L Row Height..
Record: 4 4 6of6 L Mo Filt Search
Datasheet View | |Baax
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L HD O 5
Home Create Edernal Data Database Tools Fields Table

TPO : Database (Access 2007 - 2010) - Microsoft Access

=@
% T A Jr lAscending  Vrselection h,, = New X Totals lﬁ""‘““‘"“* Avial Detail) e
Copy 2| Descending Taadvanced - o HSave %8 Spel oa7e
View Paste of Foumat painter Filter A¥Coronond LACANCEET poppop SoEE PES fing A
¢ A= e Ll BRIV T

Views Cipboard Sort & Filter Recards Find Text Formatting
AR o
seorch.. 9 Customer L - First Name ~ LastName ~ Email + Phone - Address » Notes - Clickto Add -
[Tables & 1Mohamed Askri mohamed@gmail.com 0845673897 245 Main Street

2Lina Soltani soltani@hotmail fr 0746534214 123 Main Street

3Mohamed Gouacem  Gouacem@gmail.com 0564763542 354 Side Street
= cust. 4Wissal Seboula seboula_wissal@gmail.com 0736542342 365 Main Street

5Skander Ahmed Kosay Maache maache_kosay@hotmail fr 0537534287 242 Back Street

& (New) _
Microsoft Access x
You are about to delete 1 record(s).
! 1f you click Yes, you won't be able to undo this Delete operation.
~ Are you sure delete these records?
3 Yes No
Record: M 4 6ol 6 M o Filter Search
DatsheetView [Eaaw

20- Create a new table

S <
Hnme1ntema[ Data Database Taols
Ly

TPO : Database (Access 2007 - 2010} - Microsoft Access

- ] x
Fields Table ®
i.= e j @ E [l Form Wizard  §m] = B Report Wizard 5 o‘%j:MuduI?
=1, N e =By [ Navigation - 11 [ Labels (5 ") Class Module
Application able SharePoint Query Query Form Form Blark [Ehore Forms - Repert Report Blank Macro #isual Basic
Parts - Design Lists~  Wizard Design Design Form Design Report
Tempmgsz Tables Queries Forms Reports Macros & Cade
Table
Create a new blank table. You can | Gfick fo Add -
define the fields directly in the new )
table, or open the table in Design
view.
@ Press F1 for more help.
oo cuss
B Tabler
Record: 4« 1of 1 Mo W No Filter Search
Detasheet View l |B%

Ms. CHEBANA Dounia
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21- Add a calculated field to the table

CrLEE
Home Create External Data Database Tools Fields Table

TP

S

: Database (Access 2007 - 2010) - Microsoft Access

Tables 2

== [

A Tablet

Record: M« 10of 1

i BP0 RFESTE. Bl B

= ==k = e == ! ™Navigation - % | [Htabels %) Class Module
Application Table Table SharePoint Query Query Form Form Blank [ piore Forms - Report Report Blank Macto #Jvisual Basic
Parts - Design Lists*  Wizard Design Design Form Design Report

Templates Tables Queries Forms Reports Macros & Code

Revenue - Order Filled

AB Text

12 Humber

&) cumency

) Date & Time

[ vesnio

4 Lookup & Relationship
Aa Rich Text

AB Memo

{| Attachment

Paste as Fields
& cumency
[ Yesmio

3 Date/Time

Search

Hyperlink 2
AB I Calculated Field »

< Click to Add

ok

TPO:

Database (Access 2007

- 2010) - Microsoft Access

=@

Home Create Extenal Data Database Tools Fields Table
[ Form Wizard il

2 B8 0 RKFES 5.

] Labels

Tl Report Wizard ﬁ 4 Module
L} &C\ess Module

Application Table Table SharePoint Query Query Form Form Blank [y
Parts - Design Lists*  Wizard Design Design Form

Expression Builder

Templates

Tables

Queries

Forms

Enter an Expression to calculate the value of the calculated column:

(Examples of expressions include [field] + [field2] and [fiekl1] < 5)

A« ] Tablet | Customers.

S fasm
OrderID - Customer I[+ Order Date - Ordi IW“@[WMQ"-ME\
el
(New) 5 Cancel
Help
H st e
Expression Elements Expression Categ Expression Values
=Table1
7% Functi
B Tablet wigiisid
“ Operators
Record: M« 10f 1 [l Mo Fiiter Search

|B %

Ms. CHEBANA Dounia
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22- Create a form for a table

External Data  Database Tagls Fields Table

EHS & - TPO : Database (Access 2007 - 2010) - Microsoft Access - a8 x0|
h a

"1 Bl Report Wizard ) ¢4 Module

= o - Form Wizard
= <& = = H
@ =) j @ Q [FNavigation - = L] [ Labels ) Class Module
Application Table Table SharePoint Query Query Form  Blank [ More Farms + Report Report Blank Macro 1 yisual Basic
Parts - Design Lists = Wizard Design Design Form Design Report
Templates Tables Queries Forms Reports Macros & Code
© Form
Create a form that lefs you nter. 3 - LastName - Email - Category - Phone - Age - Address - Notes - Clic
| Pl ‘ i mohamed@gmail com 0845673867 245 Main Street
éW‘ Soltani soltani@hotmail.fr 0746534214 123 Main Street
e e Gouacem  Gouacem@gmail.com 0564763542 354 Side Strest
H s 4 Wissal Seboula seboula_wissal@gmail.com 0736542342 365 Main Street
5Skander ahmed kosay Maache maache_kosay@hotmail fr 0537534287 242 Back Street
18 23
1 * (New) 23
ord..
Record: H < 10f6 P oM 4 .
Ready ! =Y

EHS &< TPO : Database (Access 2007 - 2010) - Microsoft Access - 8 xJ
[

Home Create Extemal Data Database Tools
EE [ 4o {r $l Ascending  WySelection - [t 3o R = .
== BliCopy - | Descending Poadvanced - W o W ating| o AN
View  Paste f Format painter Filter Refresh Find [osdecte B 1 U A iy
. AoRem rt T Toggle Filter. All~ X Deleta FRMore
Views Uipboard n Sort & Filter Records. Find Text Formatting
(P
oy
P 2 Customers
Tables & |—
»
= o Customer ID
First Name  Mohamed
Last Name  Askri i
= o Form View
Email mohamed@gmail.com
Category
Phone 0645673897
Age
Address 245 Main Street
Notes
Click here to add a new blank record
Record: 4 4 10f6 » m %No Filter Search
Form Vi o | EEY
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23- Change the form background properties

EHD & < | i TPO - Database (Access 2007 - 2010) - Microsoft Access - 8 x
Home Create External Data  Database Tools | Design | Arrange Format a
BBl A =R s = ol e =
=il ‘L“‘“ L@ b [ras] e “\ 3 LJ Ztite = ""owcde
View Themes g1c 1L (=} Insert (52 Date and Time Add Eisting Property Tab 3gconvert Form's Macros to Visual Basic
. ¥ Image - Fields | Sheet | Order
Views Themes Controls Header / Footer Tools
All Access Obj.. & « 7] Customers = Customers Form X Property Sheet X
Search. . y s s e e e e e e e e w5 e | w | w | ze & Selection typerSection
Tables 2| [Fombester ; : D o chdfige i
—L For, Data  Event Other Al
B customers 4 Detsi
Visible Yes
i 10256
AccessTheme 4~ =
! G o’ Back ol nd 1
Listomer 1D | Customer ID Alieinate Back Color Background 1, Darker 5%
B Ordess \ T T T R R —— Add Record | Special Effect Flat
: © FistName | First Name = furta Hesght fes
Quest g I e e S | \ ] Save Record | fon e pls
ueries £ . i
*|s & LastName | Last Name an Shenk Ho
| Display When Always
1 Uniled_orcers | ) s ) N — - Keap Together o
4 Ehal Email Force New Page None
- 1 ? New Row Or Caol None
| | | | | | | | | I | | | DR
P 5
Forms ® Phone Phone ey
{ " — — — On Mouse Down
E8 customers Form ¢ e | Age On Mouse Up
| S ——— —— On Mouse Move
-~ On Paint
f Afidress Address F
Reports 2 1
s i = f f —
B customers Report Chtegory Category v
4 ) |
% | | I | | I | I [ I I I |
Nptes Notes
L T T T T T T T T T b
4 »
Design View | =R
24- Add a button to a form
EuD & - - | TPO: Database (Access 2007 - 2010) - Microsoft Access - 8
Home Create Edernal Data Database Tools Design Arange Format 2@
[ )1] 1 = E Hlogo mj '
ESA |t L\S‘ bl A, j@ j ] \ J @“\ =[] % H 5 it i Vi Code
View, | Themeseagl .« =1 Insert [ Date and Time Add Existing Property Tab B2conyert Form's Macras to Visual Basic
: ¥ Image Fields | Sheat Order
Views__ Themes Controls Foote Tools
Al Access Obj.. @)« | T Gostomars | 5] Customers Form 3 Property Sheet x
| Search.. jel . 1 D e e e e e e e m | m | ag o Selection type: Default Command Button
Tables 2 “Form Header v
e B B B B B R
. , ! Picture Caption Arrangement _|No Picture Caption | A
Customers W i g p
i Visible Ves
Cursor On Hover Default
Picture Type Embedded
10 A T i
Customer [D | Customer ID Wicdth 3em
B ordess + I I | | | T I | I | | | Ad‘d Record Height 0499cm
@ irstName | First Name i pack St o)
e = - T | | | | | | | | | | Save Record Use Theme Yes
2 - ==
5 LastMame 1 Last Name frack Color poocent | Light
- 2 == Border Style Sold
3 unilled Orders I [ | J= | [ (B put lf hﬁl’e rder Width e
« [ TEmai Email ¥ Border Color Accent 1, Lighter 40%
1 b R C1 o1 Hover Color Accent 1, Lighter 60%
- e — Pressed Color Accent 1, Darker 25%
2|
gaus ¢ [Epene Phone Hiover fors Calor Tort 1, Lighter 25%
| I | | | Pressed Fore Color Text 1, Lighter 25%
: | . )
T oot o Age Font Name Calibri (Detail)
E ¥ | | | | | | | | | | Font Size 1
> Alignment Center
?
s gl Addres: Address Font Weight Normal
: - | Fant Underiine No
x Chi c ! ! Font talic No.
Bl customers Report ategol ategory v Fore Color Text 1, Lighter 25%
1 g
f - —— | T Gridline Style Top Transparent
- | . Gridlne Style Bottom Transparent
" Notes NO‘E‘S ‘ — | —— Giidine Syle et Transparent
[ - ) | Gidline Sy Fight Transparent v
Design View | |EHE ¥
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Home Create External Data Database Tools Design Arrange Format

TPO : Database (Access 2007 - 2010) - Microsoft Access

~@

) PR — s acge Bl 5 ERE
olors * I [ =| aal | | i s = #
= k Hb| o Ijg ® ‘|: ,T| ﬂ\ o ’:l /' I al 5[Title o l_.li“_:\hm('nde
View  Themes| xic . - — . Insert [ Date and Time Add BdstingPraperty Tab 32 Conyert Form's Macros to Visual Basic
! Image - Fields | Sheet Order
View Th ter Tool
o ems_ — N = Command Button Wizard . el
All Access Obj... & « ) Customers | Customers Form Property Sheet x
Search P ] 2 ! What action do you want to happen when the button is pressed? | 4y ' " 4y | 5y s Selection type:Command Button
e 5 Frorae Command31 v
Different actions are evaileble for each category. i i
All
ustomers ’ Format Data  Event Other
H customers “Detal Actions: Name Command3 ‘o
. o o o Caption Command31
aulittd Picture Caption Arrangement | No Picture Caption
z F Duplcate Record skl s
— - ;
- ' | (Cusstomier [D | Customer | Report Operations Print Record ; Rt Lursor On Hover Defauit
Ed Orders | | Application Save Record | X Picture Type Embedded
: [ FiistName | First Namel Miscellaneous Undo Record — Picte {none)
i S I ve Record Width 2.19%m
o5 ;
3 " sthame | Last Name) I E re\ght g.gcm
& L o .298cm
B o ‘ mTandS Leh 17397cm
3 Unilled Orders Wl
‘. El'r il Email Cancel < Back Next > Finlsh Back Style Normal
- ‘ ! Transparent INo
e m — = Use Theme Yes |
Forms 28| s ‘ one Phene Back Color [nccent 1, LgoL=
' " " " Border Style Solid
E 3 T = Border Width Hairline
& Customers Form [ t
z E |Age Age | — —— — ———r— Border Color Accent 1, Lighter 40%|
Hover Color Accent 1, Lighter 60%
+
T | | Addres Address Pressed Color Accent 1, Darker 25%
Reports 2 | |
" — — — — — Haver Fore Color Text 1, lighter 25% _ |
t ‘6 a‘— c ! ! I I ! I Pressed Fore Color Text 1, Lighter 25% _ |
B customers Report | Lptegory ategory v Font Name Arial (Detail)
s e Font Size i
I === ] [ [ ) N
- Alignment Center
" s Notef T T T T T T T T T T v fomt gt ol {
Font Underline No v
4 k |E 1
Command Bution Wizard | |58
(%= TPD : Database (Access 2007 - 2010) - Microsoft Access
Home Create Eteral Data Database Tools Design | Arrange Format - @
- = —
= || D iogo zﬂ Fl I Esuvtorm i
& . - e ) . = o=
B fEamn@EE 2 Ed\ feope Do J DS
View, | Themestage...o. f - " Insert (57 Date and Time Add Uis“"‘lpf“r"‘/ Tab 32 Convert Fam's Macros to Visual Basic
. . 7 Image - Fields | Sheet | Order
Views Themes 5 e Btor W ater Tools
omman ton Wizar
All Access Obj. &) « ﬁmm Sheet x
Search.. p Do you want text or a picture on the button? % w2 A Selection type: Command Bution
Tables 2 1F you choose Text, you can type the text to display. T you Command31 e
choase Picture, you can dlick Browse to find 2 picture to display. [ et et ot Al
B customers MName Command31_ "
Defete Record Caption Command31
‘ Picture Caption Arrangement _ No Picture Caption
Browse: Visible Yes
1 f f y
Customer D | Customer | Cursor On Hover Default
B orders ‘ | t‘JReo‘ord Picture Type Embedded
= [ FrstName | First Name T T Picture (nane)
Queri =l I ve Record Width 219%m
ries Y
. ;' st Mame— Last Name| - } } :e-qht _g;l;m
E op el
: ] pmmand3 L&t 17.397cm
= Unilled Orders ; § 1 = = o=
« " Emai Email Carel Finish Back Style Normal
g ‘ Transparent No
: — Use Theme Yes
|| & —— —
Fortns B ‘ e Phone Back Color Accent 1, Light -
. e Border Style Solid
m Border Width Hairline
-5] Customers Form L =
= : Ape Age | e ‘ e o — Border Color Accent 1, Lighter 40%
Hover Color Accent 1, Lighter 60%
? $ . Lg
B 7 Atdres, Address Pressed Color ‘Accent 1, Darker 25%
‘ | [ i ——— ' Hover Fore Color Text 1, Lighter 25%
; . i lover Fore Calo Text 1
- Pressed Fore Color Text 1, Lighter 25%
B customers Report z Category Category v Font Name Arial (Detail)
s | = : Font Size 11
re . S e e e e e Alignment rEr
e Dtews T T T T T T T T T T T v Font Weight MHormal
q - » l.iont Un.del\ine No v
Command Butien Wizard ==
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A H ﬁ (2= TPO: Database (Access 2007 - 2010) - Microsoft Access
Home Create External Data Database Tools Design Amange Format @
= “i]LC‘ = - D Hiogo = IR Feiom o
== alors - e = =| =M = ==, : =T
h ab] Aq b 0 = ._:‘Jﬁ\ = B I:H« ﬂ . = Tie B !:Ii,;_:\’ewcode
View Themesran, . ol — | =l =S insert 5] Dste and Time Add ExistingPropety Tab 32 conyert Form's Macros to Visual Basic
. v S 7 Image * Fields | ‘Sheet Order
Views Themes o Taols
- = “y|Command Button Wizard
All Access Obj... 6 « Property Sheet x
Search. }3 T T T T What do you want to name the button? 48 | z¢ 4 Selection type: Command Button
Tables ] Form Header A meaningful name ‘ﬁmw é'ggjﬁ mhér ) Command31 v
ustomers - format Data Event Other Al
B customers o - to the button Narme (Command31 A
‘That's all the information the wizard needs to create your Caption Command31
. ‘command button. Note: This wizard creates embecded Pictue Caption Arangement _ No Picture Caption
L grﬂ.r:ﬁ:::ﬂc’;mct run or be edited in Access 2003 and Visible Yes
' I Clstomer ID | Customer ) E‘iR ‘!ﬂ Cursor On Hover Default
I orders - | : ect; Picture Type Embedded
z FirstName | First Name J 1 fictive (none)
5 - ve Record Width 219%cm
ueries £
3 — kastName | Last Name 9 — Heght o0tem
‘ Top 3.298cm
& il ' | pmmand3 Left 17.397cm
5 Uniled Oraers « [ ERal Email poemn ek e 1.~ | Becksye Nomal
: | paent No
Forms % |s Phone | Phone i st Theme Yo
; ‘ Back Color ccent 1, Light -
l e Dondec e ol
2 Customers Form [ Border Widih L1tal.13
E Age Age R T T e e T Border Color Ihccent 1, Lighter 40%.
Hover Color Accent 1, Lighter 60%
] =
s 3l }‘“”’“‘ Adress Prseed ol hccant 1, Daker 25%
- 10 S Hover Fore Color Text 1, Lighter 25%
e Ier [— I [ — I — Pressed Fore Color Text 1, Lighter 25%
Customers Report - egory v Font Neme |vial (Detai)
' ] e [ ) i e i i fonse £
- Alignment Certer
Notes Notes Font Weight Normal
0 e e e s e
rili p | FontUnderine No v
Command Button Wizard | ==
h he b i
25- Change the boxes properties
A HD TPO - Database (Access 2007 - 2010) - Microsoft Access - o

Home Create

External Data Database Tools Design | Awange Format.

E] .§ B = = j Hiogo = [ QE_DQ.Q Jbform in New Win
=] < Y Bacoiors - r—|- - — =M 0| Ti & =] S5 ) view Codl
Vi The 3l %ab AHIEH_IQJELI‘I:\“\[_EED&' i‘e Add E P Tty Tb“”"f“"lg '
few. Themes e v« Dot T ste and Time Add EdstingProperty Tab 82000 et Form's Macros to Visuel Basic
B  Image Fiekds | Sheet | Order
Views Themes " Contrals Header / Footer Taals
All Access Obj.. = « | ] Customers | =2 Customers Form Property Sheet x
o I A e AP YO R T e W s w ! e ag 4Selectiontype:Multiple selection
Tables 2 “Form Header ‘ i
T T
o Cusorfers] [ [ [ [ [ [ [ [T [ [ [ ] []] fmmoeomom>
3 customers 5 Visible Yes A
Detail
Width
i i 2 ntt Height
@1 clll:k 1erk téf a#pl* th# n"odiflc#tn#n f*)r #Il lhw bo{es‘ | oy
'+ \J Clistormter 1D ! Customer ID - | y . Left
& ot : e | (SRR e
z TFirstName irst Name | f T Back Color Background 1 | ¥ -
el 2 | e e ) [ 52ve Recard ) | fover e o
» — tastiame—4 Last Name 4 T T e
| L Delete Record "
B tnited Ondes e posci e T
4 U Email 1 Font Name Arial (Detail)
- L 2 Font Size i
: . - ) ) e ) ) | T e
[ jrnane ' Font Weight Nomal
k Font Underfine Nao
| 1 I I I Il 1 | = -
B customers Fam o  m | A:D!ga".'ﬁ Lk
L L re Color
* Thlrest : e e e e e e s Gridline Style Top Transparent
= 2 0o ' Gidine stle ttor Tansparent
Gridline Style Left Transparent
£ T T T T I T T T I T T s e
* i Gridline Style Right Transparent
@ customers Report \Crtegoty %Category i Gridline Color Background 1, Darker
! i e e e e s Sndine it Top 12
| ) 1 Grdline Width Bottom 1pt
J-Nmﬂs ‘ . ¥ ‘ I : . . I ‘ ‘ | Gridline Width Left 1pt
Grdine Wik fight i v
| Design View | I=8:
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TPO : Database (Access 2007 - 2010) - Microsoft Access = a X

=@

= K cut 2 3T
H —_] 44|Copy 7 _ "
View Paste f o, TR Ref o
- A Toggle F AL~ K Delete
Views Clipboard Sort & Filter Records
| All Access Obj.. & « ]:3 Customers 5] Customers Form {Font X Property Sheet x
 search.. p g Ty Ty (Chengethefontace, [Tt T T e T T T T g7 T g Selection type: Multiple selection
Tables 2 "Form Header =
I B L q:us|torr1ers\ ‘ ‘ ‘ | ‘ ‘ ‘ ‘ | ‘ ‘ ‘ fomat Data Event Other Al
B customers e g Visle Ves ~
bl Width
Height
5 I Top
! - Left
= onders Customer ID Cust‘omer‘tD ‘ ‘ ‘ . : ‘ ‘ ‘ ] (Addl Reco e
L 1
z iIStName | First Name — Back Color Background 1~ -
i 2l 1 I e e e P e (— Save Record Border Style
lienies =R AstNa Last Name } ] Border Width Hairline:
: | Border Color
& i :
= Unilled Orders - I I I [ I I [ I I I | Dede e pacl Effst pla,
4 E’TIT Ermail Font Name Arial (Detail)
- — —— S —— — e "
bomis - e Fhone Font Weight Normal
| ; ; | | Font Underline No
5 customers Form ¥ Age lAge i i i i l ;””’galk o
Rpors | ddres! Address Gridline Style Bottom Transparent
L i " " " — Gridline Style Left Transparent
‘ v ! ! Gridline Style Right Transparent
B customers Report : Catego |Calegory - Gridiine Color Background 1, Darker
(= I ‘ T I I 1 I I i I ‘ Gridline Width Top 1pt
Nbi N " I Gridline Width Bottom 1t
W HES | nla‘s | | = Gricline Width Left 1pt
[« - . ' » ’ . . » Gridline Width Right 1pt o
Design View EE
. .
26- Create a relationship
1 TPO : Database (Access 2007 - 2010) - Micrasoft Access - a X
Hp\ds Table a
[BDatabase Documenter sl (3 [ @ =0
T)  SAnalyze Performance e ot
Object — Banalae Table: SOl Access SharePaint Add-ins
Dependencies Server Database -
Analyze Move Data Add-Ins
Relationships o
L‘E"“'*”“"_"‘“'"j intablesis |0 First Name - LastName - Email - Phone - Age - Address - Category - Notes - Clic
;;';;‘:?‘n:;;f:ﬂ'ﬁ;;i“f‘;::g:ﬂ(‘ 1 Mohamed Askri mohamed@gmail com 0645673897 19245 Main Street A
iy 2Lina Soltani soltani@hotmail fr 0746534214 19123 Main Street v
@r 3Mohamed Gouacem Gouacem@gmail.com 0564763542 21354 Side Street
ress F1 for more help. n 5 ? »
wu 4Wissal Seboula seboula_wissal@gmail.com 0736542342 19365 Main Street
5Skander ahmed kosay Maache maache_kosay@hotmail fr 0537534287 19242 Back Street
19Lotfi Mokrani lotfi@gmail.com 0548976448 23234 Main Street
20Amina Mouadaa amina@gmail.com 0567893425 22548 Back Street B
= o |* (New) 23
Forms #
B as
Record: 14 4 20f7 b oM 4 »
Datasheet View Capslock | B @ %
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. TPO: Database (Access 2007 - 2010} - Microsoft Access
Design

)

“HRelstionship Report 0% BRAI Relaionships  Close
hips Table

Toals Relationships

- Show Table ? X
All Acce... @M%m
search.. 3 Tables Queries Both

-~
Tables 2
B .
= on.
Forms 2 4
E Cus.
B s Add Clase
v
1 »
Ready | Gaps Lock |
& ip TPO : Database (Access 2007 - 2010) - Microsoft Access E X
Home Create Extemel Data Database Tools  Design @
= [ Hide Table
Lo s 1= 8 0irect Relationships
2 “Selationship Repert "% SRAI Restionships  Close
Relationships Table
Tools
— = Edit Relationships
= £ 5 drag it 2
.Tbl_x Gl Table/Query: Related Table/Query:
ables sl At
@ order D S it
Fusiunsiy Customer ID |+ Customer ID
= cus. Oider Date
Ordered Quantity
Revenue ¥, =
Order Filled [ Enforce Referential Integrity i
Revenue Per Unit
= o s Cascade Update Related Fields
Cascade Delete Related Records
Forms 2
Relationship Type:  One-To-Many
B s I
v
1 »
)
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;H“" - R
Home Create External Data Database Tools

TPO : Database (Access 2007 - 2010) - Microsoft Access

atue ] X
Design @
t
I X Clear Layout ﬁ
B Direc hips
Edit . Show Clase
=2 . Al Relationships
Relationships - “|Relationship Report Table 53
Tools Relationships
Search.. p s
Tables 2 Cuséomers Ord;rs
Customer ID OrderID
First Name \\ Customer ID
2= Last Name Crder Date
Email Crdered Quantity
Phone Revenue
Age Order Filled
& o Address Revenue Per Unit
Category
Notes
Forms 2
@ cus.
Relationship
v
1 »
Ready |
s 2 TPO : Database (Access 2007 - 2010) - Microsoft Access =
Home Create Extemal Data Database Tooks Design @
: 7
f X Clear Layaut B,
5
Bt o ; Show B3 a1 pelationshi
3 Relationshi elationships
Relationships o oS HP REPOT e B
Tools
AlAcce., |l Gaomen | < Ressombips
search., 9 -
Tables 2 Customers Orders =
 customer D P ¥ orderIp
First Name = Customer ID H H
2 o Frs e Cosomer! Save the relationship
Email Ordered Quantity
Phone Revenue
Age Order Filled
= o Address Revenue Per Unit
Category Microsoft Access X
Notes
orms A | Do you want to save changes t the layout of ‘Relationships’?
3 o 8 m ol
v
1 »
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27- Create a query

A Hq (- 1 TPO : Database (Access 2007 - 2010) - Microsoft Access - a X
Hemlema\Data Dataase Tools Fields Table Y]
N = ] Form Wizard B T Report Wizard ) o Madule
=) N SRS FNavigation - H Htabels [Class Module
Applcation Table Table SharePoint Quen| Query. Form Form  Blank Ebwiore Forrs - Report Report Blank Macro #qisual Basic
Parts - Design Lists = Wizard| Design 2 Design Form Design Report
Templates Tables | Quebes Forms Reports Macros & Code
All AcgQuery Design
Seqrch,, Crete @ new, blank query in Design | First Name: » LastName - Email - Phone - Age - Address - Category - MNotes - ClicH
= i amed Askri mohamed@gmail.com 0645673897 19245 Main Street A .
The Show Table cialog bexis | Soltani soltani@hotmail.fr 0746534214 19123 Main Street | %
displayed, from which youean  amed Gouacem Gouacem@gmail.com 0564763542 21354 Side Street
€ choose tables or queries toadd to 3al Seboula seboula_wissal@gmail.com 0736542342 19365 Main Strest
the query design. Ader ahmed kosay ~ Maache maache_kosay@hotmail.fr 0537534287 19242 Back Street
Mokrani lotfi@gmail.com 0548976448 23234 Main Street
20Amina Mouadaa amina@gmail.com 0567893425 22546 Back Street B
23
Forms 2
B oo
Record: M 4 2of 7 [ BUR 4 5 »
Eemecii | maax
B 5 TPO : Database (Access 2007 - 2010) - Microsoft Access a X
Home Creste External Dats Database Tools 2@
— _— (5] Form Wizard =) & Module
E j @ @ @ Navigation - ‘_é&(luss Module
Application Table Table SharePoint Query Cuery Form Form Blank Ekyjore Forms - Repart Report. Blank Macro # sy Basic
Parts - Design Lists*  Wizard Design Design Form Design Report
Templates Tables Quieries Forms Reports Macros & Code
A e 2 o5 e ey x
isearch.. £ A Selection type: Query Properties
Tables 2
=== [
= od.. Source Database jcu;mt]
Source Connect Str
No Locks
Forms 2
? X
& e Show Table

3 Tables Queries Both

}_Lel't-w:R'\'g:M

Yes

5
@' 501 &
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Home Create External Data Database Tools  Design

| e A

¢§ @unior
o

n

“insertRows i Insert Columns

TPO : Database (Access 2007 - 2010) - Microsaft Access

2 TF “Aproperty Sheet
1 | BEraole Names

2@

@rass Delete C
View Run Select Make AppendUpdate Crosstab Delste @rasThoowgh o # SHAETOUME  Jotals Parameters
Table W2Deta Definiton Table ' #\Buikder  AReturnAll -
Results Query Type Query Setup Show/
All Acce... | =] Customers =3 Queryl X Praperty Sheet x
| Seorch... p . Selection type: Field Properties
Tables 2 General Lookup
¥ Order 1D - 6 Description
First Marra Customer D Format
= cus. Last Mame Order Date Caption
Email Ordered Quantity
s . .
o s Double click on the wanted fields
ge
= o Addrecs Revenue Per Unit,
Forms 2
B cus.
v
4 »
‘ —
Field: First Name Last Name Phone Order Date Revenue Jorder Filled} v =
Table: Customers. Customers Customers Qrders Orders Orders
|
= - . i .
Add criteria: we can write =No in the
Order Filled to get oly the non filled orders
v
»
Ready | B8 &said
CER R TPO : Database (Access 2007 - 2010) - Microsoft Access 5 ox
Home Create External Data DatabaseTools  Design &
E (] @ﬁ' #' A ?9' @Union 9Em Zalnsert Rows i Insert Columns 2 =] | Fproperty sheet
= ¢ e W 79 * @Pass Thiough ¥ Delete Columns 1 e rames
View Run Select Make AppendUpdate Crosstab Delete P Show x Tatals Parameters
g Table w.Data Definition Table fHaReturm: All .
Results Query Type Query Setup Show;
All Acce... |2 Customers| 75 Queryl X Property Sheet X
| Search... P a Selection type; Field Properties
Mables 2| Customers Orders General Lookup
? CustomeriD & —_ ¥ Order ID a Description
First Name = Customer 1D iy
B as Last Name Order Date Decimal Places
Email Ordered Quantity Input Mask
Phone Revenue Caption
Age OrdarFilled Smart Tags
= o Ao v Revenue Per Unit ¥
Forms %
B s
v
4 »
Field: First Name Last Name Phene Qrder Date Revenue Order Filled =
Table: Customers Customers Customers Qrders e Onders |
Sort:
S G O
Criteria
i ort a field value
v
4 b |
Ready T
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28- Save a query

‘.Hq e TPO : Database (Access 2007 - 2010) - Microsoft Access. - x
Home Creste External Data DatabaseTooks  Design @)
Lo g =1 & Sheet
= 0 @" ] A @union uﬂ Sinsert Rows i In n fEsleia i,
E H M *- =Y — ) Z 121 rable Names
View Run Select Make AppendUpdate Crosstat Delete @ oo OV gy [T RS Totals Parameters
Table W Deta Definition Table NBuikder  MBRetumAll -
Resuls ey Type 2 + SN, 5 Show/Hide
. —4 right click on 'the query
All Acce... [ &) sme 1 . X Property Sheet X
seoch., 9 - % 4 Selection type: Field Properties
Tables 2 o Or::fr; General Lookup
- al—~_ Order D a Besriion
b Design View 1 Customer D Format
=i M B Order Date Decimal Places
Ordered Quantity nput Mack
[T Datasheet View Revenue Caption
7 PivotTable View Order Filed Smart Tags
Per Uni
= on. il Pivotchart View = feieiie perlliit 8
Forms 2
T s
v
4 »
|
Field: First Name Last Name Phane Order Date Revenue OrderFilled =
Table: Customers Customers Customers Orders Orders Orders
Sort|
Show| M ™ ™ [
Crite(ia‘ >150 =No
o
|
|
| |
| b |
K »
Ready [ 8 il s, W
£ ¥ TPO : Database (Access 2007 - 2010) - Microsoft Access ]
Home Create EdemalData Database Tools  Design » @
A
Eg (] @=' 1A § @urion Insert Columr jF property Sheet
i 3 e *. 3 XY PU— - z 2] B Table Names
View Run Select Make AppendUpdateCrasstab Delete @ o "OU9%  ghoy, T ke Totals Parameters
. Table wfData Definition Table £ Builder (i Retun: All
Results Query Type Quet up. Show/Hide
All Acce... |+ )-Gustomers-| 3] Gueryt X Property Sheet X
[seach. a Selection type: Field Praperties
e Customers N Orders . General Lackup
¥ CustomeriD & ¥ Order D a Description
First Name ~ | CustomerID ey
B as. Last Name Orcler Date Decimal Places
Email Ordered Quantity Input Mask
Phone Revenue Caption
- Ordler Filled Smart Tags
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