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Microsoft Access

Start Access :

e Click on the Start button and choose All Programs
e From the sub-menu choose Microsoft Office

e then Microsoft Office Access 2007

Start=» All Programs = Microsoft Office = Microsoft Office Access
2007

Getting Started with Microsoft Office Access

I | Qatabase :
fhline Templates
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Aszets Contacts [ssles Marketing projects Projects Sales pipeling
A : Blank Database
1 ] " Create a Miosoft Office Access database that does
not contain any existing data or ohjects.
I ¥ File Hame:
Database 1 B

Iare an Offlce Onling:
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What's new in Access 20072

] ﬁ The new Access 2007 contains more powerful tools ¢ (et the latest content while working in the 2007
= ta help you quickly track, report, and share Microsoft Office system

[
.

Fea information in a manageable enviranment, Leam & Guide to Aeress 3007 User Interface

mare about the new features and improvements,
g o Organize all your objects using the new, easy access
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0 Wi AR Table Tool Datsbased : Database (Access 2007) - Mic =1/ ACT X
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Home  Create External Data Database Tools Datasheet @
M % %ﬁ ; ”{ Insert Data Type: = |[C] unique 2 = @
% Delete |[Format  |Formatting [C] 1s Required = \
View New Add Existing Lookup Relationships Object
v Field Fields  Column =0 Rename ‘ $ % ”fﬁg -)Dg‘ Dependendies
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All Tables » | ¢« || 2 Tablel
Tablel 2 ID ~ | Add New Field
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|
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Record: M 1of1 H “ Mo Filter | |Search
Datasheet View | Num Lock

CREATE TABLES:

e Click the Datasheet tab.

e |n the Ribbon, click View.

Home Create External Data Database Tools Datasheet

== : ! Insert Data Type: * ] unigue =
i =
| - =
— 1"‘ Delete Format: Formatting |:| Is Required = \

View Mew Add Existing Lookup Relationships Object

.0 .00
Field Fields Column = Rename | $ % o ”{-—W *.0 Dependencies
Views Fields & Columns Data Type & Formatting Relationships

Home Create External Data Database Tools Datasheet

; i Insert Data Type: ~|[C] unique —_ =]
E -é 1

] l"' Delete Format: Formatting I:| Is Required
View Mew Add Existing Lookup Relationships Object
- Field Fields Column =f Rename | $ % o | Tb 58 Dependencies

£ Columns Crata Type & Formatting Relationships
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e When the Save As window appears, type: 4stas 3 in the Table
Name box.

Table Mame:

Al rlzen Al |

NAME FIELDS:

Home Create External Data Database Tools Design

1 = =
% E ;%f\’ Lﬁ/ Z+SInsert Rows = %L;
i

? Delete Rows
View mary| Euilder Test Validation Property Indexes
- Key Rules @ Lookup Column Sheet
Views | Tools || Show/Hide |
All Tables | « || 4 =
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Field Name

AutoMumber

e Click in the second box under Field Name.

Field Name Data Type
7 |ID AutoMumber

e Type: First Name
e Press the ENTER key or Arrow key on your keyboard.

Field Name Data Type
% ID AutoNumber
first name Texﬂ |E|

:




e Type: Last Name

Field MName Data Type
¥ | ID AutoMNumber
first name Text
— | last name Text
l
Field Name Data Type
¥ |ID AutoMumber
~[first name Text
 |last name Text
 birthday Date/Time
| |sex Text
. |phone Number
city Textl E|

CREATE RECORDS:

¢ |n the Ribbon, click View, then Datasheet View.

Home Create External Data Database Tools Design
% ? g& 1, g'ﬁ Insert Rows L g{_;
= =R Delete Rows — =

Primary Builder Test Validation Property Indexes
Rules @Lookup Column Sheet

éf Toals J Show/Hide
| 7] atasteetview :
i |« - -
o= | =2 Field Name Data Type
] Pivottabie View ¥ D AutoNumber
| firstname Text
ﬁ PivotChart View . |lastname Text
| birthday Date/Time
Design View | |sex Text
phone Number

ity Text -]




You must first save the table.

Do you want to save the table now?

Yes

| D - fistname | lastname -

» | Add New Field

birthday -
‘ 1ALl MOHAMMED 02-Apr-30 male (171) 555-0101 SAMAWH
* (New)

- Add New Field

ADD NEW FIELDS:

g

¢ Right-click the phone column heading.

e When the menu appears, click Insert Column.

D v | firstname ~| lastmame ~ | birthday ~ sex -
1AL MOHAMMED 02-Apr-90 male (171)
(New)

SortAtoZ p‘d New Field

SortZto A

Copy

Paste

00 e =2

Column Width...
Hide Columns
Unhide Columns...
Freeze Columns

Unfreeze All Columns

B

Find...

Insert Column

% By =t

Lookup Column...

Drelete Column

Rename Column

- | Add New Field

ID | firstname - lastname - | birthday - W i
1AL MOHAMMED 02-Apr-30 male 171) 555-0101 SAMAWH

(New)



4 ID » | firstname - | lastname - | birthday - ) A

4] sortatoz
1 ALl MOHAMMED 02-Apr-90 male . VH

- (New) 2] sotztoa
53 Copy
E;!;, Paste
= Column Width...

* Right-click the column heading. Hide Columns

Unhide Columns...

* When the menu appears, click
Rename Column.

Freeze Columns

Unfreeze All Columns

o

Eind...

C

Ll

Insert Column

Lookup Column...

e~
<| =fi  Rename CuI:mn

| D - fistname - lsstname - birthday - sex m phone | ¢ty ~ Add New Field
1Al MOHAMMED 02-Apr-30 male 1) 555-0101 SAMAWH

;E (New)

birthday - state + | Add New Field
LAl MOHAMMED 02-Apr-30 male wed (171) 555-0101 SAMAWH
2 SALAH All 03-May-93 male unwed (171) 555-0178 HILLA




state
wed
unwed

phone

(171) 555
(171) 555
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SotAtoZ
SortZto A

Copy

Paste

Column Width...
Hide Columns
Unhide Columns...
Freeze Columns

Unfreeze All Columns
Find...

Insert Column
Lookup Column...
Delete Column

Fename Column

ew Field




