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Database system

Field Records
[/
[/
[
Insert new records -
Delete records -
Update -
Retrieve -
Microsoft® Access
Microsoft Access

Microsoft Access Programs  Start

Blank Access dBase ( )
Blank Access database ()
Save File name ( ) ()
.Create in
()
Tables -
Queries -
Forms -
Reports -
Pages -
Macros -
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Modules -

Tables
Access
(New) (Tables) ()
()
; ()
.Excel Datasheet view -
Design view -
Table wizard -
Import table -
Ok Design view ()
()
Record Field
( )
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:Field name =

:Data type .
Text( )
Number
:Description =
:Field properties .
Field size
. Format
-
Field name ( )
Text Data type

Designyview. F6 =Switchpanes. Fl=belp. 0 mm

.Ok
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Open

==

window Help =N
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Records

3 Filter by Form : &Ll M=) E3

Filter By Form

Filter By Form
Filter By Selection
Filter Excluding Selection
Advanced Filter/Sort

Filter By Form

Filter ()
()
()
()
()
Filter

Filter By Selection
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Filter By Filter Records

Selection
Filter Excluding Selection
Filter Records " "
Excluding Selection Filter
Queries
Query Access
New Queries
) Close Add
(
Field -
Table -
Sort -
Criteria -
+
Table Field
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g=f Queryl : Select Query

Design

Criteria

Ok
Open
Criteria

Select Query : gaid SUL. [W[=] E3
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Open

Enter Parameter ¥alue
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Ok

Primary key
Number B Rows Insert
Edit Primary key
Primary key
(Primary key )
Relationship

+
(PK) -
(PK) -
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Oneto One -
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Oneto Many -
One to One

One to Many

Edit Relationships

== Relationships
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e=¥ Bueryl : Select Query

OK

Forms
Create Form
Forms
New
Design view ()
Form wizard ()
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Columnar ()
Tabular ()
Datasheet ()
Chart wizard ()
Form wizard

OK

Form Wizard

wour Form?

B ) o

TablesfCueries

orrmore than one table or guery.

|Tab|e: Lol

Available Fields:

Selected Fields:

Cancel | | [ext = | Einish

/ / ) Layout Next
Style Next Columnar ( /
Form Next
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Reports
Create report
Report
New
Design view ()
Report wizard ()
Columnar ()
Tabular ()
Chart wizard ()
Report wizard
Hew Report E1E3
i - \ AukoReport: Caolurnar
AutoRepart: Tabular
This wizard automatically LC:S;F :\;:L‘z:rrdd
creates wour report, based
on the Fields you select,
b he tabl h .
the cbiects data comes from: | > [ |
[0]:4 | Cancel |
Next OK
Next Grouping levels
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Ascending Sort order
Descending
Next A-Z
( / / ) Layout
Next Portrait Columnar Landscape Portrait
Style
Next
Finish
Ok
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