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2 Queries
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Simple Query Wizard
What title do you want for your query?

2| Ul Query

query,
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Crosstab Query Wizard

Which field's values do you want as
column headings?
[ wosall a3yl

For example, you would select
Employee Name to see each
employee’s name as a column heading.

Wl pawl | el pad | Tl Ol 2utall Ulor| 3wl O
Lodlall powl  (1Jiali pads  TOTAL

200l powl (20Ul pass

3edliall powl 13Ul sy

4ol powl (Gl yuads

Cancel ] 1_ < Back “ Next >

Crosstab Query Wizard
What number do you want calculated for Fields: Functions:
each column and row intersection? ——
| Sl 03y Avg

SRS | Count

For example, you could calculate the sum E::tt
of the field Order Amount for each |
employee (column) by country and region

{row).

Do you want to summarize each row?

[7] Yes, indude row sums,

il pawl |l 94k | 1ol 28,4] 20t 50| 3swsat 5950
Todlall ol (Tldlall pads Max(dlall Olys)

20l powl  [2udball pesss

3l puwl 13l pyads

4l puwl  |[Sdtial) yuads

Crosstab Query Wizard
What do you want to name your query?
ALkJI_Crosstab -
G
That's all the information the wizard needs to trgate the query,

Do you want to view the query, or modify the query H@gn?

\ Modify the desian.

Microsoft Access 2010

BaasM (yghinS Jghal) ad LGl a8

s Jia e ol A dalend) LTl o8
A5 0 o) Max < sa) Ua g odlal)

A Gl Al sk g aaiudd) o) U
slgdl o Rl &8 slgan)
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Lt 4 plhaal) cilill) 4y g ¢ gida COUal) adlaicd)
Ol ) S gaad) (e dualiiinial) g

Secreh

Tabies

Queries

[0 <ot Crosstab

F < Queny
forms

Rt.pcu';s

Macros

Modubes

Datecheet View

Simple Query Wizard
Crosstab Query

This wizard creates a query that
finds records with duplicate field
values in a single table or query,

Find Duplicates Query Wiza

| Which table or query do you want to search for duplicate field values?
For example, to find cities with more than one customer you would
choose a Customer table below,

[Table:

) Queries

Microsoft Access 2010

( Find'Buplicates QueryWizard ) )il ¢ Gl adlaia) pllae .3
3 ha oM o Jgaal) A5 % o () (o Cagll andiey

JuSal) Gualdly e}\.ﬂu\ @L‘U\ JLaal ‘aﬁ
( Find Duplicates Query Wizard )

CF Gaagll b 55 M) Jgand) JLEAL a3
485 Kl Jgal)
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Which fields might contain duplicate information?

For example, if you are looking for aties with more than one customer, you
would choose City and Region fields here.,

Available fields: Duplicate-value fields:

' < Back H Next >

Find Duplicates Query Wizard
Da you want the query to show fields in addition to those with duplicate values?
For example, if you chose to look for duplicate City values, you could choose
CustomerMame and Address here.

Available fields: Additional query fields:

Find Duplicates Query Wizare
What do you want to name your query?

Find duplicates for a. w41 sigall

Do you want to view the query results, or modify the guery design?
(@) View the results. \

(7) Modify the design. \\

o8 a4 5 o) Jial) LAl o
ad 3y Sal) el

B LUEEY s A Jgia il o8
?M\ o]

Aok L) g aad) adaiud) dsandy o8
il pa e

Microsoft Access 2010
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Datushest View

Gl i el jSall adlatiad JSd

Microsoft Access 2010

Mumloch |08 8w

4

( Find Upmatched Querydizard )daliaiall ,& oo ) adaiu llaa 4
Aldsn o (B Al BLI ) () Led Gudd dstally 5393 gal) Bl (o Ciall 4

Simple Query Wizard
Crosstab Query Wizard
Find Duplicates Query Wizard

This wizard creates a query that
finds records (rows) in one table
that have no related records in
another table.

Find Unmatched Queryw ard

| The query you create will list records in the table you select below that have
| na related records in the table you select on the next screen, For example,
| you can find customers that have no orders.

|
| Which table or query contains records you wantin the query results?
[Table: raiw 31001 slouwd

Table: ac.wt;ul sigall
Table: LAl 0 auw

View

@ Tables (7) Queries

Cancel

cilidiall e o i) adaiul gliea LAl o
( Find Unmatched Query Wizard )

O adlaia) & 5 o2 Jgandl JLEAL a8
A3laUata
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Find Unmatched Query Wizard
Which table or query contains the related records?

| For example, if you've already selected customers and you're looking for
customers without orders, you would choose orders here,

[Table: o ss0dl clocwl |

Table: \_-\lxljl O R

|
|

| L
|
| View

@ TIables | Queries

Find Unmatched Query Wizar d

| What piece of information is in both tables?

For example, a Customers and an Orders table may both have a
CustomerID field, Matching fields may have different names.

Select the matching field in each table and then dlick the <=> button,
Fields in 'wuall' ¢ Fields in 'l yull slgadl' §
[ el 08,

bl oo

wegall payll

e

Matching fields: il gl <=3 Lliall ool

Cancel ‘ ' < Back I Mext > I ‘ Finish

Find Unmatched Query Wizard
What fields do you want to see in the query results?

Available fields: Selected fields:
[t pdy |

[ dtall 500

| Loadll o3yl

Microsoft Access 2010

) 4y 22 65 (o2 aMateay) Jgan JLEAL o
Gilad) J g2adly A yal)

Ol gaad) ¢ (Bl Jia LAl o8
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Find Unmatched Query Wizard

| What would you like to name your query?

ALl Without Matching auwl 3l sigad "\

N,
That's all the information the wizard needs to crsate your query.

Do you want to view the query results, or modify théquery design?

(@ View the results,
Modify the design.

Z\.abﬁ ug)hjeﬂﬂu‘f\eu\)gﬁgé\é
sl g

s 4 glhaal) cilill) Ay g ¢ gida cOUal) adlaicd)
Ol ) S gaad) (e dualiciniall g

1 a0 Database (Access 2007) - Microsoft Access

Honie Create External Data Database Tools Add-Ins

:jzl ; = T = :‘ %] Form Wizard : 5T A i Report Wizard ; D 9§% Madule
= = [T Navigation ~ | ° : 2 Labels — ¥ class Module
Table SharePoint | Query Query Form Form Blank — Report Report Blank Macro o% s
Design  Lists ~ Wizard Design Design Form = More Forms ~ Design Report 4] Visual Basic
T Forms Reports Ma C
All Access Objects &« {-ﬁl w2l Without Matching qut sl 5l sall
Search.. i P PO 5 v I T % ot EGRTE
Tables e 150
Queries
B el _Crosstab
@ Find duplicates forsizl ..

B o3kl Query

" ol Without Matchify..
Forms Y

UK |H | K

iyl sacd ) ALl ad ayaad) Clal) adlatia)

e

Record: W 1of2 & Mo Fiiter, | ‘Search
Datasheet View |

Num Lack | g8 @ so o2

L clily o J gl ciladaio) gllae DA (e by Uad dasen ciladaiad A Adilad) cladaiu)
Johia Bas (e A adlaiad B 5 A clily o Jgand) Ua ) g8 o1y A adlatid g JAS) g) aa) g Jgan (e
Jaad) G ABSad) £ 65 wanil Al g Ciladlaia) asanati 48y ha aladic) ANal) 338 8 J2dY) e )9S
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Ll o gl e 23 il

(paiicadh@istf aui ) ........( Field ) Jasd)

(il 13a & 2l Jaal) sl ) .....( Table ) Jsaad

(Jsial) by g 21 AN 43y sk aladid ) (Sort) Js
(Sledainy) 8 Jaad) ga e slidlg g Y ) .....( Show ) ek
(praalllga e tie Jgiall plaal) aladinl) .. ( Criteria ) sbael

AES il Ay g (2 e A8y ey adlaiu) b oy Alada g aMaiud) araal (BIE) ) Jadi e jaill

Tables

Queries

) <t S Quary
Fo*!‘svns

Rporn

Wacros

in(nl\.lfs

i

A Bl aSlaia) ddL)

3 a2 Jedall il Ua jelss
el sasld L) Al AN Jgiad) cilily Ua ygdas

i oSaio¥l

Dataneet \View

daada
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Datashael View

Microsoft Access 2010

2 Criteria

el 338 £1 631 (a9 ULl Bac 8! ciladlaiu) il glaa (o Adaill addied ha g dc gaza A Criteria slaad)

LS ) Las i 133 adlaia) 8 dua g jmal) i) 54 axdiayg s (Sort Criteria) J8 Jbaa .1

pdlaia) J gl (e Jia () g AR o) Sl adddaw s : ( Show Criteria ) Skl Jaa .2

A Lt i) Aol 3 pal) JBall Jah aa) g oy a3 €lld g pMlaa) iy dpduclp B 81 dad waadl A (Crriteria) s s .3

bl Al Jadh e glaal) (e aly Euag cila ghral) Al o 8 A AN Japdi gl g oy Ay () Ubamal JaSa Jlza 985 : (Or Crriteria ) o) Jbsa .4
2a) gy Gl g () 5 (9) Sl B (A Lgale

daadla
Sl e Jgandl ilad) adaiud) o ) sa¥) 53 gadai Uigea ¥ g
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(<100 ) 42,2100 (o sl (5 Jnall) adaiud) byl gad 5 pBEila jall JSIlE saaddl) Jia 2 2
(ANS AR (5 il Dlaia¥) Sl g by b 3

Ql@)dﬁ)ﬂﬁhhﬂ\@bj
ad (o Jald (2 i) g GiUal)
42,100 oe

Jo ) Gl ay aSlaio)




ENG. M. ABO EL-ELA W Microsoft Access 2010

U duia 3ala 345 ) 40 £ saxa Ao Gulaalall CUall et

‘ praaill mdag A (Gilad) Al gidy b

42,040 () Sl gdn 2 45 (5 Sbeall) Adaia) Ja yd puda gy a8 U Aidin Bala Jia B
A Al (o A adlatua) S g Jaday ab

O N T T = Detabase (Access 2007) T Microsoft Access (EEEET )

Home Create External Data Database Tools Add-Ins o @
|

|| N 5 Inion = “+aInsert Rows +" Insert Columns o) Property Sheet
L;rL" / x 3 ] z
s 4 o &4 )
&= - ® AU . @ Pass-Through = Delete Rows W Dejete Columns [] % Table Names
Make Append Update Crosstab Delete . Show , o Totals Parameters
Table 7, Data Definition | Tapje 7o Builder 43 Return: Al
2 Show
D « ||
Search. pe)
Tables
Queﬂes Vil ol
B SNl alss Quary e 2l duad
el Sl G iy
il sl
el 355
L weglaEd Y

Forms
Reports

Macros
Modules

UK |« K

2Ll asd S -y Lo
Bl il 31 3all Ll ll 2l gall a | sl &l | 3l gall
Sort:
Show: | 7| [ @] ]
Criteria;
on

Num Lock | 03 é8 @ st W

#Yuﬂa cAY) Jsial) eldd) Slicay
JEad) alal cpa dadlad) A1 34 aMaia) b

1 o= : Database (Access 2007) - Microsoft Access [=res i

Create External Data Database Taols Add-Ins [ @

4| Ascending "z~ ) e 3 2. Calibri
Z | Descending V-
d Find
it & Filter ords Find
All Access Objects
Search.
Tables
Queries
‘§3 bl Sls s Quary
Forms
Reports
Macros
Maodules

LK 4K

Record: 14 l1of3
Datasheet View Num Lock | ﬁjg}} [t sQL 54

Conda i) (Gaalat day adlai)

ddaada

g il glral) da il & idial) Jalad) A 9 Gl gand) (o dauial g ABMe aa gy (abead) Cp el B
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Z Join

L Tl g (5 A 3 ya Cilaglaall 038 auanil Lgasiiiny A1 Jibugls Access 2010 Ly e cililbul) 3aclB b £ gaga JSI Jgland) s Ll Liald ey
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Fela | 3
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Sort:
Show:
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Microsoft Access 2010
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: Database (Access 2007) - Microsoft Access
Create External Data Database Tools Add-Ins

i 4| Ascending ¥z~ oy =i New = 3. Galibri
|

Filter

All Access Objects ¥ « |17 el ciss Quary
Search.. el Expri000

" Tables
Queries I

‘3_] il Sl s Quary

*

LK |« K

Modules
il 51018 )

[Re(ard: " 1of4 Lg No Filtz Search

Datasheet View
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Al s~ - 1 e Database (Access 2007) = Microsoft Access

“ Home Create External Data Database Taols Add-Ins

| v ﬁ :z' c;}:' Y Update i “walnsert Rows
l—’ - It e ®  E Crosstab @ Pass-Through te F
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Query Setup Show/H
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Field: i al
Table: Sl ol 3] gall
Sort:
Show: V| @]
Criteria:
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Z Forms
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1 o Database (Access 2007) = Microsoft Access
Home Create External Data Database Tools Add-Ins Design Arrange Format
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~ Insert - Add Existing|Property
T Image~ (5 Date and Time Fields Sheet Order nvert Form’s Macros to Visual Basic
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Command Button lea
§  \What action do you want to happen when the button is
pressed?

Different actions are available for each category. RIS " o ap e -
CUAN AA Cpa EBlawad) (G JAIH) AL A2 e

Categories: Actions: ” CIEN m o o5

e — Qlgljal A e AU Jawd) ) JUEEN) LA

|Record Operations | Find Record - e %

Form Operations i Go To First Record ‘_’JL\S‘ u-‘; JAJS‘ e-‘ [ ]
Report Operations | Go To Last Record

Application fo To NextRecord |

Miscellaneous | Go To Previous Record

(=0 |

Command Button Wizard

| Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

() Text: Next Record \

&) Picture: 72770;17‘_57’:_{7 - |BLOT‘
0 10 FIrs ‘ » " . . n . - ~ -
‘ T O JREAY) g magadll 3N Gl e JS4 AL a
uim‘ﬂ\eﬁJﬂ\uin)@ESSJﬂj@

oo |

| What do you want to name the button?

A meaningful name will help you to refer to the button later.

Command 1!

That's all the information the wizard needs to create your ™
command button, Note: This wizard creates embedded \\

macros that cannot run or be edited in Access 2003 and
earlier versions.

o i) 38 (303 30 sl A
slgdl e il
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(AU Lgéla) o glad gL O donbaiLasy)

Option Group Wizard

An optioni group contains a set of option buttons, check
[ RRRRES — boxes, or toggle buttons. You can choose only one option.
[QRTHE ) 3

What label do you want for each option?

LR
«

_ LsbelNames

£ Frangaus]
|

Gl JLadY) DA & clall) 4408 g aaady a3

Option Group Wizard

Do you want one option to be the default choice?
~RRRRER

| NCRTTET
KRR RRE

(o
e No, I don't want a default.

Lol iy Aadl) o A ad) dall) yaasy B

Cancel H < Back H Next > ‘ ‘ Einish

Option Group Wizard

Clicking an option in an option group sets the value of the
=~ RRRRR ~ option group to the value of the selected option.
@ ‘o s =1
O RRw KRR =2 What value do you want to assign to each option?

T R W =
= 3 Label Names Values

EnEra e
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Option Group Wizard

What type of controls do you want in the option
group?

Sample @ Option buttons

(@) Arabic [7] Checkboxes

Englush (] Toagle buttons

Francals What style would you like to use?

3 sailly il LAl e gana (2 0 el § S (i (puiniy ab

What caption do you want for the option group?

|Language "\\\

That's all the information the wizard needs m\deahe your
option group.

sl g i i) A pana dyady o

Cancel || < Back 7
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List Box Wizard

This wizard creates a list box, which displays a list of values you can
choose from, How do you want your list box to get its values?

(=3 I will type in the values that I want.

List Box Wizard

Which table or query should provide the values for your list box?

o ry——pr—

| Table: aw iyl sigodl
Table: LMkl 0 adus

View

@ TIables 7\ Queries

Cancel ‘ l < Back ” Next >

List Box Wizard

Which fields of il contain the values you want induded in your
list box? The fields you select become columns in your list box.

Available Fields: Selected Fields:

| il 03,

L)l 107
o0adll o3l

List Box Wizard
What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.

Microsoft Access 2010

Bl g 1) (o il 1o () gl Ao iy o

Aaildl) ay ol A adlll o Jguand) &5 s Jgand) daaiy o3
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List Box Wizard

How wide would you like the columns in your list box?

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit.

4 da el 2l Guulial) o) giad dlli g BaasY) (e B aSall) dlica,

List Box Wizard

When you select a row in the list box, you can store a value from
that row in your database, or you can use the value later to
perform an action. Choose a field that uniquely identifies the row.
Which column in your list box contains the value you want to store
or use in your database?

Available Fields:

gl 2y clibd) Bacld L33 A gial) J glal) (e Ciua aaly ob

e el e

List Box Wizard

What label would you like for your list box?

slgs) Ao Al g Aailll) an pa dsandiy b

Those are all the answers the wizard needs to create your list box,

Cancel I | < Back

W S gabaal) clalas ) 2oy 73 gall) 8 Aailll) ao pa JSG
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SubForm Wizard

You can use an existing form to create your subform or subreport, or
create your own using tables andjor queries.

What data would you like to use for your subform or subrepart?

) Use an existing form

[formostal

sA G:UAJM P iy AIAAILY Baga ga Jglaa JLIAL A8

SubForm Wizard |
Which fields would you like to indude on the subform or subreport?

You can choose fields from more than one table andjor query.
Tables/Queries

Table: Gawysoll slowl E
Available Fields: Selected Fields:

[estas

2azoll ool

2558 anad g Balall J g8 daa g G pdal) plawd Jgaa LA

What name would you like for your subform or subreport?

cren 1001 #la) subform ‘-.\

Those are all the answers the wizard needs to create your subfo‘?q:\
or subreport. \
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Microsoft Access-

‘| Display as Icon

Insert Object...

Create New
{ Cancel

pp— EEEE— @ Create from File v i
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m B - - - .
K

Dae Jobyhren Fydrangess Denert Chrysartharum

v Inserts a picture of the file contents into
Pemguns Lighthaouse

@ _'@ your document. The picture will be linked
1o the file so that changes to the fite will
be reflected in your document.
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Show formatting rules for:

ﬁ New Rule ’

--— = =
Flule (applied in order shown) Format
Il
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New Fomatt'iﬂg Rule.

!Compare to other records

Edit the rule description:
Format only cells where the:

Field Value Is E between

rrevEs: No Format Set

42,3100 (0 siua) Jial) dad ga b i)

New Formaﬁiigg Rq

Select a rule type: |

| Check values in the current record or a 3N expression
L/

jCompare to other records

Edit the rule description:

Format only cells where the:
Field Value Is l:v] less than

Preview: AaBbCcvyZz

bl Gaeattl) ) Bagaal) Bas A ) 400

Conditional Fdnnatﬁng,kn : m

Show formatting rules for: | k) cizys

' 75 New Rule ] "% EditRulel| \ IM|

————

Rule {(applied in order shown)

Value < 100

GAN BaY g clad) ¢ JaIL A8

Microsoft Access 2010
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j === [§]Form Wizard (B|ank Form) é)@ Gl\}d sldd) 3

Form Blank j HeriaRIoR T UJ‘ M»Jdt' 3‘ SR Las a“ JALI:\J‘ ?:‘5'3 -k,-,\hﬁ“ @.43 ué 17.“&-‘3 M &J .&J& GSJ-‘“. GW\ iy - LQ-.\-AJ
Design Faorm E More Forms = dju‘ G‘Jﬁ‘j doa JALI:\.“ .,. ﬁj}d\ . i th &1_.{_',‘3 . i Ubﬁ @Jh

Forms

-3laill oLl 5 yhal dalia : o o " T .
_ LG (Form Wizard) gatalll glleas aladiuls i gad Ll 4
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Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries
Table: sl =
Available Fields: Selected Fields:

"';JI-ILT

u.k—dyaalhf‘gu\d‘g.\ﬂ\jﬂhheﬁ = || ) : Jadd jelat g Al g Badaal) Jg8al)
dla zagadl) zasailly

What layout would you like for your form?

e By i o) Jagladil) jLAsL o
o5 s ) Jayhadill Aijlaa s gy JS& Zisal g e

Cé}uﬂ 5 jLddl)

What title do you want for your form?

AUl

That's all the information the wizard needs to create y'&er
form. 4

Do you want to open the form or modify the form's design,.,‘

!
!

QJLLA slgdl g Géym (”““ sl
z il
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51 Multiple ltems

Datasheet

Split Form

Modal Dialog

23| PivotChart

PivotTable
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M Column . . u-’l*m e“’)n
E Bar Lhidll £ o8 juis B Ao AL L8 (Type) gl de gara A (e

[ Line
(; Sroatine (Change Chart Type )

|1 XY (Scatter) _ amad il LA e oS Al g (Properties ) gaibadl) 5386 W gl

92 Bubble b N N s

% Area T Asaill 7 el Al an ) pailad
Doughnut

iy Racar ) At g 3 gan yai g s (alA) anaail) A1 ALl sl £ o3 iy a8
g stock o i saill Cuiall Bt ) Jguaasll il

Clustered Column. Compares values across categories.
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( Report Design ) s i) asaual 310Y) aladialy ) eldd) 2
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1 ;2 Database (Access 2007) - Microsoft Access
Create External Data Database Tools Add-Ins l Page Setup
E Colors~ | E 24 = [ prasm— = j j "‘j"'ggo ;Eiqﬂf ‘;‘u|
t’\§ lill)l A" 00 i b r - 1] Titte —aal —

s [A] Fonts = roup 175 Hide Details _| Insert Page ; Add Existing| Property
- Al & Sort T " Image ~ Numbers _51' te and Time Fietds Sheet

Themes s Controls Header 0Oter Tools

All Access Objects: & « || IS Reporta X \Fleld List

|| search.. O R o e e e 2 e o 3o e K R A _‘_\( Show only fields in the current record
L source
A

Fields avallable in other tables:

"\l # Detail

KU K| K

Design View ; Num Lock- | &3 &%)
;

praalll) s o A8y sk By AT i

$$a3 9 Repot DeSIgITIRols s Al avedd G 93l cu gl 58 9 3 o Lgaa geid A3) Bal AGLd) 338U ) 9da g azanali 31AYL 5 s L) Jas die
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1 2 Database (Access 2007) - Microsoft Access
Honmie Create External Data Database Tools Add-Ins Design Arrange Format Page Setup

n Colors ~

The_"‘ﬁ @ Fonts = 9’;32 173 Hide Detalls
=

. Add BExisting|Property Tab e
" Image~ Number Date and Time Fiefds Sheet Order &
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[ Print Options | Page | Columns |

Crientation

@ Portrait

Paper

Size: |A~1
Source: |

Printer for Report1

@ Default Printer
Use Specific Printer

@\@Jﬁdbﬂj\cbébﬁ)ﬂ\wbﬁmﬁgg M\Maui\ﬁﬁ‘ibwgw\djﬁiG\JJU#J@\MQ

Landscape

Microsoft Access 2010

]»—‘i _j [¥] Show Margins j —3] ‘J _lj;b

Size Margins [T]] print Data Only | |Portrait| Landscape Columns SPage
- - etup

AU e s gingg g8l dadua dlaely gald g (Page Setup Tab ) daduall o) qu g

( Page Size ) 4aiiallglia dc gara o
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( Blank Report ) § A s & 81a¥) aladiady p &) sL&S) 3
pranall) (3 h L9 pranall) (a0 A8k (M) ALy gy o) gh LS daa Jalatll g g Jaalil) gung B LUAK At oy £ 0 85 5L CliSey g
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(Report Wizard ) s dill plea aladialy sl elidl 4
Lay) dliSan g s AY adaiall o i) pLAGH Cul 9a) Cpa Wy 1" o U3 gellaa’ aladiicd) cliSey &) 8 jgdas Al Jglal) JLSd) mie Jagaal JiS) gl S
A0 o gladld) Ay LS gllaa A8y o aladiialy g 85 Jand g adlatied) g) Jgan (e Jgiad) aladi 48y yha g W g cilibind) asant 488 Ciia g

Al 33U el (Report Wizard ) s s gllaa JL5ALG o8 ( Reports ) sulh 4 sana (Create ) sbid) cuglicn o

Report Wizard
Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

Table: Lty [+
Available El';:lds: Selected Fields:

[l ool

s Jgant) qsthal) Jgandl jLidl o8

e 81 3
»AL Lt i g Al g Basaal) J gial)

AL

Report Wizard

Do you want to add any grouping
levels? wllnd| pads il ool

Priority

il A (g giuna ALl o8 |

What sort order do you want for your records?

| You can sort records by up to four fields, in either
ascending or descending order.

L
2
3

Oa (A A 5 yaady o
olall il o Jia 4 sk PA
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Report Wizard

How would you like to lay out your report?

s 5y s Jaall) LAl o
Aillaa g Al (2 2

Report Wizard

!

#J&ﬂ\@mdﬂa&awwﬁ@\ﬂwﬁﬂ\dﬁ

Layout Qrientation
1 Columnar & Portrait

O ' Landscape
() Justified

[¥] Adjust the field width so all fields fiton
a page.

< Back Next > b Finish

What title do you want for your report?

Slal|

!
%
%

y
That's all the information the wizard needs to aeé;“e your

%

report, %

Do you want to preview the report or modify the re;;'qn‘s
design? L

=) Modify the report's design,

Aol any o A0 JSE

Microsoft Access 2010
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1 52 Datsbase (Access 2007) = Microsoft Access
Home Create External Data Database Taools Add-Ins

%= Single Step

I\IHII

s
\IHIHIII
i
\III
gp
[\IHIHI!'
I

:{| Convert Macros to Visual Basic
Expand Collapse Expand Coltapse |Action |[Show All
Actlons Actions All All Catalog| Actions

Callapse/Expand Shov

S ‘ Action Catalog

Program Flow

Comment
Group
If
g Stal) Ablia) Aihaia Submacro

] Actions Gﬂ\f-\ﬁy‘ Gﬂus
Data Entry Operations
Data Import/Export
Database Objects
Filter/Query/Search
Macro Cammands
System Commands
User Interface Commands
Window Management

Navigation Pane

[# 4 Inthis Database

Num Lock |

Gsdinle 558 5 MacrODesign Tools suskall ) gal sl 98 5 83a G o5 Lgaa i 4) By ABjluad) 32U ) gl oy g Sla £} Jas 20
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“ |5 1 e Database (Access 2007) - Microsoft Access’

Honie Create External Data Database Tools Add-Ins

B
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'
!
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Convert Macros to Visual Basic

Expand Collapse Expand Coliapse |Action |Show All
Actions Actions All All Catalog ions

Collapse/Expand
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Expand Collapse Expand Collapse | Action |Show All
Actions Actions Al All Catalog| Actions

Coliapse/Expand Show/Hide
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AddCantactFromQOutiook

AddMenu

ApplyFilter a‘h

Beep | .JA-‘A
S 538 ()l gie (198 daglaal " Miessage Box" Albuy @sdia Bl gl Ade A die g Sl s LA o 481 gu
e — "Join Us On Facebook page' W) siaas "Computer Learn Books" 4w il
CloseDatabase
CloseWindow
CollectDataViaEmail
DeleteRecord
DisplayHourglassPointer
EditListitems
EMailDatabaseObject
ExportWithFormatting
FindNextRecord
FindRecord
GoToControl

GoToPage " ——
GoToRecord adla )l o e 4dle

LockNavigationPane ila ol Attt

MaximizeWindow
MinimizeWindow
MaveAndSizeWindow
NavigateTo

OnError qulS &w‘ JJSLAS‘ P A Q\Jks 03533

SSLl) adl g (ya) i) DA miidy 2B g SLal) dBL) g 7)) dBkaia (e ]
Aacial) Al e MessageBox sSkall g g5 JLidly a8 2
A JSE g Stal) ALl g gina JSG ity 3

“-FJ MessageBox
Message join us on facebook page|
Beep |Yes

@M\ S50 g5 | Type | Information

Title |Computer Learn Books

L g Sk dBLaY |




Microsoft Access 2010

ENG. M. ABO EL-ELA

Cilad) JRAIL LaS g SLall ) il Aol a8 4
o glra Al ) Abpanad g g Slal) Baay o8 LI 2y 5
Addip g Slall Joe AL a2 6
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M Computer Leamn Books: =

h' join us on facebook page
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Command Button Wizard e
[

| \What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Cateqories: Actions:
| [Auto Dialer

[Record Navigation
Print Table

Record Operations
Form Operations
Report Operations | Run Query

Application ‘

Miscellaneous

sl aY) Gag £ siia Adl) LAl K
S8k Jadh LAl b

Command Button Wizard

1 What macro would you like the command button to run?

dada gl Balas ) Gibud) g Skall LA
23 e Al 3di ¢ als

Cancel ’ | < Back “ Next >
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View

o
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=
2
=
©
2
=
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Command Button Wizard
Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

Run Macro

M| e
M
R N

Microsoft Access 2010

Show All Pictures ( ‘_’é JJS‘ ua s :\3:[)2 sy ?B
sl Qaldl) 73 gall

Cancel } ‘ < Back | Next > ] | Einish

Command Button Wizard
What do you want to name the button?
A meaningful name will help you to refer to the button later,
Command20 '\

That's all the information the wizard nesds to Teate your

earlier versions.

) CHlSS ALY 3l dpandy ad

alill) 3ac @

1 =0 Database (Access 2007) - Microsoft Access’

External Data

Record: 4

Form View

lofl

» Search
Num Lock |[2 -4

O e A e Dl s

Zasailly L3N Jd
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S J Options for the current databas

Current Database

Datasheet Application Options

Object Dasigners Application Title: el
Proofing Application Icon:  |E\SOURCE\MY FOLDER\icon\arrow, Browse..,

Language [7] use as Farmand Repart Icon

Display Form: data

Client Settings :
(none)

Customize Ribbon Display Status Bar
Quick Access Toolbar Document Window Options
Qverlapping Windows
Add-ins @ Tabbed Documents “
Trust Center Display Document Tabs
|| Use Access Special Keys
[¥] Compact on Close
Remove personal information from file properties on save
Use Windows-themed Controls on Forms
Enable Layout View
Enable design changes for tables in Datasheet view
[ Check for truncated number fields
Picture Property Storage Format
@ Preserve source image format (smaller file size)

) Convert all picture data to bitmaps (compatible with Access 2003 and earlier)

Navigation

1 Display Navigation PaneI

| Navigation Ogptions... [
Ribbon and Toolbar Options

Ribbon Name:

Shortcut Menu Ban

Allow Full Menus
| Allow Default Shortcut Menus

Name AutoCorrect Oplions

V| Track name AutoCorrect info

J| Perform name AutoCorrect

| Log name AutaCorrect changes
Fiter lockup options for ealll JUw Database

Show list of values in
V! Local iIndexed fields

| Local nonindexad fields
| ODBC fields
Don't display lists when more than this number of records 1s read: 1,000 <

Caching Web: Service and SharePoint tahles

V| Use the cache format that Is compatible with Microsoft Access 2010 and later
| Clear Cache on Close
|| Never Cache
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Microsoft Access:

You must close and reopen the current database for the specified option to take effect.
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File Types Save Database As
(@l save Object As

(2] save Database As @ ] SaveDatabase As Database File Types
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R F‘ Save Object As
|| Close Database LB N

Info Publish

=== ublis! << Services
Recent b‘ Publish to Access Service:
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Save & %ﬁsh

Help

Save As
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] Options
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All Access Objedts
|Search..

Tables

B Tablet
v Queries

B Tablel Query

21 open

Design View

Export

3 Collect and Update Data via E-mail

Rename

Hide in this Group

Delete
Cut

Copy

Object Properties

Check Web Compatibility

Microsoft Access 2010
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Expression Builder

Enter an Expression to define the

calaulated gquery field:

{Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expression Elements
@ Query1
(%) Functions
[ I:BTJ Database6.accdb
-2 Constants

t’J Operators
“fif Common Expressions

<&

Expression Categories

[<Parameters> ]|

ok |
[ Cancel |
(L Hel |
[<<less |

Expression Values
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E Expression Builder %
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Expression Builder
Enter an Expression to define the calaula
({Examples of expressions indude [field1] +

§
H

Expression Elements Expression Categories Expression Values

i ,

= j, Functions %’c""a‘,’s [ ,iifcessError
{ f, Built-In Functions \’Dg?;be;:n Aszw
() Web Services | Date/Time || |atn

+-(8] Database6.acc | Domain Aggregate |Avg
L Constants {Error Handiing {BuildCriteria

2 | Finandal | CBool

i -l Operatas ; %General |CByte

{&r Common Expressions | Inspection lccur
|[Math =l|[ate =

Abs({number)

Returns a value of the same type that is passed to it spedfying the absolute value of 3
number.
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Expression Builder
‘ Enter an Expression to define the calculated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)

$

JolIL oed: [UsYl oV & " & [Vl pewVili

_ Expression Values = [djz’\ e-d-ﬂ‘)"]&" "&[ J.-,\s‘f\ ed-ﬂ‘)"
| <8 y=all | <V
Jol| ooM|

=] Tables

i £ 1>
# _371 Queries

| [#-=2] Forms
i+ {2 Reports
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'.Expressiqn Builder

Enter an Expression to define the calculated guery fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

alladl 30y Left([1usss] [accloy| altdi], 1)

Exprgssion Elements Expression Categories Expression Values

T s ey | =LIFT ([ laay) Aali] 1)
J'(fc) Functions |
S oyptoz.accdb
Constants
i-4 Operators
& Common Expressions

Badu
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Expression Builder

Enter an Expression to define the calailated query fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

[ <<less |

Expressxon Categories Expression Values

E:_ [

Jg¥l ool
ulgll ps;
!Exprl

pohy aadl) LS ie 4d) Badl -f7 MonthName
oadl) ) 384 Access 2010 g perars
éﬁ}y@\gﬂcﬂ%b.\\uﬁ&\.\m -
ACCESS (s J (a8 gia oSS
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;Expre;sion Buildef '

Enter an Expression to define the cala
{Examples of expressions indude [field1] + [ﬁeldz] and [ﬁeld 1] <5)

Expr1: Mid{[1usas]! [t pd5],3,5)|

Expr&.sxon Elements Expression Categories Expression Values
e [Parameters> |
+-(f) Functions ot msll
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£ 2| Operators

: {[ﬁ Common Expressions Mld( [ldjé%]![dsm‘ ‘é‘)] 2 3’5 )
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‘Expression Builder

Enter an Expression to define the calculated query fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

oyl paant [1dgas]! [ololyll dslo] +H[1usa>] ! [ogl=l aslo] +[1dsas]!] salo

Expression Categories Expression Values
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Le Jia aSad paic B IIf («expr», «truepart», «falsepart»)
Ca S Giad s 8 dad (2 switch A aadied
Lo Jia aSad jaie B b yd Switch («varexprl», «varexpril»,
«varexpr2», «varexpr2»)

LA A 3 ded a1l CHOOSE 4lal asiis | Choose («indexnumy», «varexpr»)
Jiall aSat jaic b Ly

b oy el
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Expression Builder
| Enter an Expression to define the calaulated query field:

(Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr2: TIf([Expr 11 >=70, "2>b", "uly?)|
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Switch([Expr1]<70," <", [Exprl] Between 70 And 74 ,"Js2a" [Exprl] Between 75 And
90 ,"xa",[Exprl] Between 91 And 120 ,"1x ", [Exprl] Between 121 And 150," jw5al")

"Expression Builder
' Enter an Expression to define the calculated query fisld:

{Examples of expressions indude [field1] + [field2?] and [field1] < 5)

Expr2: Switch([Expr1]<70," ;" [Expr1] Between 70 And 74, "Jg.a0", [Expr1]

Between 75 And 90,"..>", [Expr1] Between 91 And 120,".> 15", [Expri]
Between 122 And 150, "jLzol”)]|
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Expression Builder

Enter an Expression to define the calculated query fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr1: Choose([1ds.s]! [awudl],” Span %, 0", " oud”, " sup=0”, " ailagn”)

Lﬂ‘dﬁjwz\-‘héw‘ﬂ o ;
2 2 ) F = 1i
EXprl u““‘j‘ dm‘ (.’9 - (A} _i:..sclns_.uw‘accdb
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-’Jd Operators

“fi& Common Expressions
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ASall) pais ad £ gana g2l Sum Al asdicd
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raic B cdlaudl 3 a al Count Al aadicd
pasadl) Count («expr»)

5 Jgan Jaad 4 ) Jau gia (2 ol Avg ANl andiid
(i aSal palc Avg («expr»)

éum\o:uam
Uslaall ¢ye<ig sUM A JUAS L Jae agn o Lgam & Al aded) (e 300 a8 wad o)) 355 of Sable Jia g@ana (a2l sum Alal) asdiod
(Al

Sum([w\ Glasa ax2])

A'Expressiobn Builder
I Enter an Expression to define the calculated guery fi
({Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr1: Sum{{1usas]! [aslodl Slzws sac])|

Exprgssion Elements Expression Categories Expression Values
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"Expre'ssib_n Builder
‘ Enter an Expression to define the calculated guery fi
{Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr1: Count{[1Js2>]! [amlwll Slzas sac])|

Expressioyi Elements Expression Categories Expression Values
o TR [Parameters> |
-4f) Functions Expri
BHRE SV stonacedb

Count )l J...\,uﬂ\ fgl.*\s,‘ es &L constants

-] Operators
{iZr Common Expressions

sum Adall o (38l BaaY
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Expression Builder
‘ Enter an Expression to define the calculated query fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr1: Avg([1Jgaa]! [amludl Slzus sic])

AVg M\Aﬂ J*"u“" ‘ ‘QUSQ ?5 Expression Elements Expression Categories Expression Values
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53 (A 1 O ) W Jiag S o Alad) g lall =Format(Now(), ""ww'")

raie dad L g o2 al DateAdd A aadiy
4o glra dagly aSall) DateAdd («interval», «<number», «date»)

Gk Om el (3 2 (2l DateDiff Alal padiay
plalll (5 paic ad DateDiff (xinterval», «datel», «date2»,
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"'Expression Builder

Enter an Expression to define the cala i
(Examples of expressions indude [field1] + [ﬁeld2] and [ﬁeld 1] <5)

Expr1: Date()|

[ Help
[ <<less ]

Date() C'"Uu‘ ‘u"ﬁ S ‘7\"5‘ Expression Elements Expression Categories Expression Values
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Expression Builder
. Enter an Expression to define the calculated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr1: Format(Now(), "ww")

[ cancel |
[ Help

[ <<less |
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'-Expressib'n Builder
I Enter an Expression to define the calculated guery fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr1: DateAdd("y", +30, [1dz.s]! [eMaV &56])

. . . - pression Elements Expression Categories Expression Values
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“Expressibn Buildei

. Enter an Expression to define the calculate
(Examples of expressions indude [field1] + [ﬁeldz] and [ﬁeldl] <5)
Expr1: DateDiff("d", [1usas]! [radl 2u3b], [1d522]1 [oMlwsV! 2usb]) & "ogs”
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Enter an Expression to define the calaulated

{Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expri: ({Tausc asl LoVl 8yuall a> ] +Hau,c as) aulil 6uall a> ] +[ 85801 a>ys
lawic az)l adwi])f3)+Haw e asl JaVl Giall as ] +aw)c a=) &S Lo asl|

Expréssion Elements

75 ausml| azl|
[-(f) Functions
JolS osaes.accdb
L.y Constants
o 3_| Operators
“{& Common Expressions

Expression Categories

[ owalodl p3;

alall powl
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Expression Values
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Expression Builder

Enter an Expression to define the calculated query fiel
(Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr2: Switch([Expr1] <30, ;" [Expr1] Between 30 And 35, "Ja.a0", [Expr1]

Between 36 And 40,"1.>", [Expr1] Between 41 And 45,"11> >, [Expri]
Between 46 And 50, jLzol”)|

oKk |
[ cancel |
| Help |
[ <<less |
Expression Categories Expression Values
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'Expression Builder

Enter an Expression to define the calculated query fi
({Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr3: [oleob ) Expr 1] +as il azl,Exprl] +[au =l asUlExpr1]+] sigoll
a.cloasVI.Expri]|
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‘Expression Builder

Enter an Expression to define the calaulated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)

| |Expr5: TIF({Expr3]1<90,” wewly”,” 22U 7)|
[ cancel |
Help

[ << less |
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Expression Builder

Enter an Expression to define the calculated query fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr4: Switch([Expr3] <90, 1>g, V", [Expr3] Between 90 And 120, "Jg.8a", [Expr3]
Between 121 And 145, 1.>", [Expr3] Between 146 And 175, 11> 15", [Expr3]
Between 176 And 200, "jLaal")
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Show formatting rules for:
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Find and'Replace,

T —g— |
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You are about to delete 1 record(s).

If you dick Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Yes I | No |
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You are about to delete 1 record(s).

If you dick Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Yes | No |
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