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1- Right Click anywhere on your Desktop
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2- Choose New

3- Choose Microsoft Access Database
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1- Click on the CREATE tab then Choose Table

2- Press Ctrl+S to save the table and Name it.

3- Click on theView icon and Choose Design View
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1 Name the attribute below Field Name Column

2 Choose its type below Data Type Column

3 Change the Field Size and Required from Field
Properties, the General tab below

E H S-

FILE HOME
E ? 2 Delete Rows

View Primary Builder Test Validation ..
- Key Rules e, Modify Lookups

Views Tools

All Access ... @ =1 categeries \|
search Field Name Data Type
*arch...

#* CategoriesiD ~
Tables

Short Text
EER categories Long Text

>
>
=
-]
W
m
:
~
w

CREATE EXTERNAL @RATA

=]

Property Indexes Cl
Sheet
Show/Hide

Data Renan
s~ Delete b
rd & Table E

»\Oﬂ

Date/Time
Currency
AutoNumber
Yes/MNo

OLE Object
Hyperlink -—

Attachment
Calculated
Lookup Wizard...

= Categori es\"'-.___

)

Field Name Data Type
) Categories|D Number
CategoryMName Short Text ~
Genera I Lookup
Farmat
Input Mask
Caption

Default Value
walidation Rule
Wwalidation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IMIE Mode

IME Sentence Mode

Moy

Mo

Yes
Mo Control
MNone



poceal

U N |

e PRIMARY KEY

B 06 ;

3- A small yellow key would appear beside thee chosen row

1- Choose the field
2- Click on the Primary Key under the DESIGN tab
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1 Click on DATABASE TOOLS tab then choose Relationships

2 Choose the tables you want to put in the relation then click Add
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Edit Relationships

R

Table/Query: Related Table/Query:

Suppliers ~ Products

SupplierlD ~ | SupplierlD ~
w

Enforce Referential Integrity

Cascade Update Related Fields

Cascade Delete Related Records

Relationship Type:

One-To-Many

? X

Cancel
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3 Match the Primary key in each table with its foreign one

4 Check the Integrity Boxes and then click Create
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INSERTING DATA

1- Double Click on the table you want to insert data in.

2- Fill in the each row fields with the data of one record.

ABC
=8 Save 7

Records

—

b /‘ X%, Cut Y Al Ascending Y Selection ~ == New >
]"W’#ﬂ" | | = . R
e ‘ DIE Copy < ﬁl Descending T:] Advanced ~
View Paste . Filter ) Refresh
5 ¥ Format Painter 7o Remove Sort Y Toggle Filter | p~ 2X Delete ~
Views Clipboard [P Sort & Filter
"A” ACCGSS @ « %= Relationships l: Products I: Suppliers 1 =4 Categories\-.\_
CategoriesID » CategoryNan =~ Description = Click to Add ~
Search... jo, ;
* i
| Tables a
) = o
B Products
Suppliers

2




(‘

e FORM CREATING

06

1- Choose the table you want to create aform for
2- Click on the CREATE tab l
3_ Choose Form EBEHS ;_ Ejaae
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Choose Form View from View icon above:
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1- Adding aNew Record: Click on the yellow star below
2- Delete aRecord: Click on HOME tab, click on the arrow beside and choose Delete Record
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3- Update data: Just type the new values after choosing the record .
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Report

1 Choose the table you want to report and make sure it’son the Datasheet View
2 Click CREATE Report
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3- A Suggested report would appear ClickonView - > Layout View
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(1 Main Menu is asimple form that you can create by clicking CREATE-> Form Design and then manipulate its element

1- To insert an image, click to Insert Image and then browse its location on your computer

2- To insert alabel, click on Aa then resize it and write.

3- To insert a Button, click on the xxx icon ->Draw your button -> Close the wizard-> Double click on it toname it
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