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Microsoft Access

You are about to delete 1 record(s).

L

IF wou click ¥es, wou won't be able to unda this Delete operation.
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Data Type
Set the data type for the field. r| P
Data types control the type of data 91
that a field stores, such as integers, a1
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Enter Field Properties
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Expression Builder E]

Enter an Expression to return the default value of the field:
(Examples of expressions include [Field1] + [fieldz] and [fieldi] = 5)

=Hemn 2 4
[<<tess ]

Expression Elements Expression Categaties Expression Values
() Functions

Y Constants
L Operators
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k Modify Expression ] A

e Field
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Required T 4

Address -~ MName2 ~ |Clicki ! Unique 4
: Validation
Slemany Hemn Indexed | .

'—_._—l Field Validation Rule
- Create an expression that restricts the values that can be
entered in the field.

=== Fjeld Validation Message
Set the error message for the Field Validation Rule,

% Record Validation Rule
= Create an expression that restricts the values that can be

E=
entered into a recard. For example, [StartDate] < [EndDate].

=== Record Validation Message
Set the error message for the Record Validation Rule,
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Enter an Expression to validate the data in this Field:
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"Slemarry " Or"Havaler" (8]

Expression Elements Expression Categories Expression Yalues

(%) Functions

Y Constants
Y Operators
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1| Mema Setting F % o Validation =
Formatting [ ..
| Required | -'.—',- I
Address - Name2 - |Click{ | Unique |
|Validation |
Slemany Hemn Indexed .

Field Validation Rule

entered in the field,

Field Validation Message

Record Validation Rule
&

Record Validation Message

R

Create an expression that restricts the values that can be

Set the error message for the Field Validation Rule,

reate an expression that restricts the values that can be
entered into a record. For example, [StartDate] < [EndDate].

Setthe error message for the Record Validation Rule.
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| Table1
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Import L
Export 4
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Field Name Data Type Description -
L0l AutoMumber =
MName Text
Address Text
MName 2 Text

Field Properties

General Lookup|

Field Size Lang Integer

Mew Values Increment

Format

Caption

Indexed Yes (Mo Duplicates)
Smart Tags A field name can be up to 64 characters long,
Text Align General including spaces. Press F1 faor help on field
names.
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Field Name Data Type Description -

Field Properties

General [Lookup
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names.
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Field Name Data Type Description -

10| Number E
MName Text
Address Text

Field Properties
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Field Size Lang Integer

Farmat

Decimal Places Auto

Input Mask

Caption [ye o

Default Value A field name can be up to 64 characters lang,
Validation Rule including spaces. Press F1 for help on field
Validation Text LElEs

Fequired Mo

Indexed Yes [Duplicates OK)

Smart Tags

Text Align General
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General Lookup

Field Size Long Integer W
Format Byte
Decimal Places Integer
Input Mask Long Integer
Caption single
Double

Default Walue
Validation Fule
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Decimal
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ASoInput Mask gl obsS saSaS im0 4S50 jamdd SldS-2

General |Logkup

Farmat
[nput Mask

[

shidd WS (5 wlus gyl Sl SSIG Ldz g3U aSiaa oy 098,163 55,8 5, rd.?-?)

F

a8 Next jawdd dlds plal o5 oSG oL,

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box,

To change the Input Mask list, dick the Edit List button,

Input Mask: Data Look:

Long Time

Shart Time

Medium Time 01:12 PM
Medium Date 27-5ep-6%9

Try It: |

[ Edit List ] [ Cancel

| mext> | [ Finish ]

1aSo NeXt jamad oS a3 So5 5 o)y f5'4

86



Input Mask Wizard

Do you want to change the input mask?

Input Mask Mame: Short Date

Input Mask: P

What placeholder character do you want the field to display?

Placeholders are replaced as you enter data into the field.

Placeholder character: | w

Trylt |

[ Cancel ] [ < Back " Mext = l [ Einish ]

e&a Finish 54..3;;: hdd éltlfjcy\.:g;n 898, o> 60)&))) ru‘ -4

Input Mask Wizard

That's all the information the wizard needs to
create your input mask.

[ Cancel ] [ < Back ]

:Caption yliws,b Sy
oy aSais 60‘5455; @’KU FRNITY ™ @L&:ﬁjbb ot &S o 9 998D %j‘,} |:QQL’ rdJ

& 14 v Ve g . v . é 1 v
e 9 998D ‘5})}5 Mdjdﬁd—'bj bJ.:J 545 %}&Jﬁé 6})}5 bél-“u}‘,a.u d}b JJMLQJASM %) 6}450})6)

Field Size 255 A S et Slasb @ cion oS
Farmat

[nput Mask

iCaption FE

Default Value ="Hemn

87



:Default Value  gatesn 55 patas

s (S Canyyy SEAS (ChsBu padesir S5 S35 b s Grus 3 w4l 8
IR (o SR 38 5 gaB 5 cosaSenym g ROW — ) e Sl
o vorenenes ] T S| AT D bjrda‘&*:é;e:

tm et 30 WS hddensar 5 SUbjaw 455 &S SKuE il

Default Value ="Hemn

:Validation Rule (uSiy) palar gluly spassen
dcoplpn comls 8L Wt g chmps s oY gl sl G e, Ba
el oab J ap ol S5 e o GSe o S R S ee 250000
WS (ool e dgo il gd oy 50 LBy 5 dhu 550 & Sl JluSay 5 5,588 s 500 ¢ [ W Lo
- TV YO YUrKy paoValidation Rule ol gUys S48 aS gou aS 590w

gy Sl 05alihy 25 30 w308 505 «sna3 SssExpression Builder

.« Validation Rule gub ,La alds-1

Was baigin sa8 SELL (sais ;88 Lpip chmppn SLL HaSwl L 35 jazul,-2

05U s& (Sl B jase W Gaew 5 " oledl augsn i85 (oSS Jels Sled @b

Ol el

ol oLy gaSaS wS g5 awdd oSS olil o &G haSelb Ll S oL
spa Svs SExpression Builder )5, 5 pa g324 ¢ & Validation Rule
d g g &S Ll

YValidation Rule oo laule
YValidation Text

:Validation Text (pusiy) gailewds olobiparion
ol sValidation Rule (ousiy) gwlmsr slub ab Jd garjan s 80
8 3 e B Cansyh aty iy Awgo e ogpase,e ga¥ J el

b jame )W wp e Slade s gaSll G 3 il culy gaSdar jan K
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P .
€ Yo 3 goie 83 I:b‘)i.r LN AS‘_;.uN)Ae b 9 95 945 9 9o 43'3)4545 %) CJ&; LLE‘J @Lo-:-l.u QSJL Z_él‘,sb.)

1SS el Slad iU s 0l0): wands o 4

Caption b

Default Value ="Hemn

Yalidation Rule P P

YValidation Text - | O P N Y e g e

:Required 51505 5 Comw 0 03505 paay
oaree Yes 86 NO e s Yes Ju Jishias calis oo,l5das 5 apaiafagl pu
s @bl i 5 cligir Jba & wagn 58 SBLb Ol jue,Ban &) 1
Ol Hamn,) a4 &) 10 (e NO jaudd S )80 N nsulSS g2 5 Somnpn

s 54 e 5 iy PB4 Ly p 8 S AL

General |Lookup

Format

[nput Mask 99,/99,0000:0:_

Caption

Default Value

YValidation Fule

Validation Text

Fequired Mo b

Indexed _
IME Mode Mo

:Allow Zero Length — jiu & 5685, :panes

.A‘a‘laMemO E) C\-.«S.Za“ @KB)}? oy Q&.}j}‘”j UBQ ébl’ Sh9dd e C«EQJKQ

General |Lookup

Field Size 255 e
Format

[nput Mask

Caption 3k

Default Value ="Hemn

YWalidation Rule PP

YValidation Text o B e “ilaila” S pld Lpndls SIE0
Required Mo

Allow Zero Length W
[ndexed

Unicode Compression Mo
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:Indexed gwa PRI

Pl gt 533 45 (g Nhy ($05 6ok 3 i,

ool glwan, NO Sy lidann oy coons oleS o bin; &ly :No-1
=C QA AR g cemd QL Ao ) e D

Jb.\zz &é) JJ:OJA}J‘,.” b)Lg 3399 ¢ 9 Cumdd QL&JJJ-’J.JJ LJAJ &lj YCS (dupllcates Ok)-2

v
-
Exs

s sl &G asws ks Va4 cian sliwaz, Y es (No Duplicates )-3

L R — e — i R =
[ndexed Mo W
Unicode Compression
[ME Maode Yes [Duplicates Tk
IME Sentence Mode Yes (Mo Duplicates)

:Smart Tag A 9 gt 60‘30)MU :rMb‘p"’jé

o Wl sb g s a8 asi 9098y anl S35 b 3 s Wa

:Text Align g oY tpamoplon
R I Right cul, ¥ e 1050y c« &S o)lely PS5 b s FurSS ) 3 oy Sa

o sosssessesserse QQ cLeft
‘:‘BGJM ‘_,l...'JS ‘f’é; Cawi gy
Create Primary Key
S 4 aS gamnaaS &S Wit 448 U gl L oS (sDesign View o -1
:@Uo)u
@“ o 9 - | Databasel : Database (Access 2007) - Microsoft .. |
Haome Create External Data Database Tools Acrobat Design
F 1; oy —+a Insert Rows ':ﬂ gj __:."
Aaa —! = Delete Rows J’ = -
View Primary EBuilder Test Validation ) Property Indexes Create Data Re
- Key Rules i'.;ﬂ Modify Lookups Sheet Macros *
Views Tools Show/Hide Field, Record &
all Access Objects v « |f| Table2 | 7] Table3 | ] Tablel | 5 Relationshig
|555,:-,"" |p Field Name Data Tyy
Tables ﬁ D MNumber
S ramie MName Text
ahle
Address Text
EH Table2
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:aSoPrimary Key a8 y5s jawdd S 3Design cplps U -2
a -|

Priman,
Key

ﬁaﬁjdb@)“&@éﬁy

Remove Primary Key
S 4SS wuls w5 @b b Ul el ge)ass Design View gt & aSanis Usjau
$aSsss sawdd LS sDesign  Ld QUL o5 CoanY aSanlinan LIS cyjanes
:a55 Primary Key

3100 50} (5 g
Calculated Column
33l olsls sz o amt i 0slS 0L5 12010 uSs I oS Qe g J Se
o= (aS)53,8 a4 05455,838) Su)ls S ssu3ma ol smaas Calculated Data Type

Pyl pay ¢ ooy a4 ( 5o plas

:CJ.‘.“S‘. &K&y db)LAj &I-\S{J c% o dJAﬁdu’lb BL ‘?j ‘GJAJLAOQ 'ébjb)l}& ddﬁw rAJ

TTOCT I T Ty

|f| Tablel | =] Table2 | —] Table3 |
D -~ Price One - MNumber of Sets - | Click fo Add ~

1 500 8
2 1500 5
3 485 45

* (New)
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P38 ool sl g5 S W SIS AEL 038 0 o AS8d sy 8 S s |
108 W g 53U $aSAS pou daddw jawdd 338 IS w

TTTETTETE T TOTTTTOITETTT 1

zz2] Tablel‘kE TahleZTE Table3
ID - | Price One - | Number of Sets - | Click fo Add -

1 500 8 Text

2 1500 5

3 485 45
* (New)

Humber

Currency

Date & Time

Yes/Mo

Lookup & Relationship
Rich Text

Memo

Attachment

ez pBERJGES &

Hyperlink
Calculated Field L4

Paste as Fields

st yh &S husls wpaw olib 5 Calculated Field jawsjan sSawsls epan-2
6450‘,3.«: ETL 6)@'} So> M‘J LN djéid OJLnj Lo ASJx ‘AS.:)M é—)‘ 3 Number

tagsylel

[ﬁl Attachmegnt
% Hyperlink
AB  Text [ Calculated Field 3
12 Mumber Paste as Fields
@ Currency
F"j Yes/Mo
E}. Date/Time
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Shad Cwmn dida war dwls ean SeBExpression Builder  )85,,-3
Cosany &S 4y aShy Sagte Gilyhe & S Ll «sExpression Categories
6 Operator jawad obds sExpression Elements aaad olal ccoaSon S1aSd
S 5 SO ¢y &0 GlaSY sl Hawdd IS wlyss (sEXpression Value sad o
shwdd IS wlyys slees g Expression Element  swd sp,as aSacis ob jaudd
145 OK jandd S 15 GpS e GLaly 5 coaSy SIAC (5950088 &0 5 S wi g 55U

Expression Builder _|

Enter an Expression to calculate the value of the calculated column:
{Examples of expressions include [Field1] + [field2] and [field1] = 5)

[Price One] * [Mumber of Sets] 0]

[X]

Expression Elements Expression Categories Expression Yalues
7 Tablea -
=) Functions .ﬁ.rlthme!:lc 2
H . Comparison s
() Built-In Functions Logical f
Y Constants Skring !
Eoll Operators -~
+
Ed
o=
<=
= w

ASOJI.DS €9 b g 9o ASbﬁw‘)edéij b}‘,:—"&ﬁdf rub‘ “ ASBJlb; S ais b Py l:....z:—4

|f| Tablel | = Table2 1 = Table3 | rols gbyS

] - | Price One - | Number of Sets - | Multiply -

1 500 8 4000

2 1500 5 7500

3 485 45 21825

£ 4 145 5 725

#* (New)

SaiiaS s ol pilind ¢ 5 dvt gt Gloddds (coverrenenn. 3 li=et) oy o5 SEI S 3t L

A Caasyd i 55300 5 8y5aS
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23l gao) (odm i

Total Row
ASCHome o3 oU jandd clds-1
1455 Total jawd dlds (Records 1us,lez 58 4-2
= MNew =
s
=& Save vy
Refresh
All~ x Delete - E"
Records

shwdd g8 ddSa 5 ayeeb; Total

Az (e NS s i 538 6)&;”‘3

shadd WS’ o g (0 4 sl e S WanyS a8 sa S it (4548 s annan

|"‘_=| Tablel | 55 Table2 i = Table3 |
D + | Price One -
1 500
2 1500
3 485
4 145
* (New)
Total 630
None
Average
Count
Maximum
Minimum
Standard Deviation
Variance

S S 4

Number of Sets ~ | Multiply -
8 4000

5 7500

45 21825

5 725

83 34050

:wo.\.:.nl.féa‘ MI)IJJS rda‘ Q\}I}SO) cleOtal rd?)d.ud.r

Sum syass Sy-1

Average |Ss-2

Count yK66 53,353

Maximum s, o 55,0-4
Minimum )L e -5

.Standard Deviation galso gjlske-6

Variance gjlils 5 2,55-7

94



P (A
Size of Font
c090,aS oS ais-1
G Home w30 o6 jaus dlds-2
Font cop 240 o454 o0 aapin jawad oS (1> Text Formatting gadasys -3

Calibri [Detail} -m (4SS g jawdd S okl s S Size
B| 7 U |:iE:
A Oy

Text Formattin

g
9

The Style of Font

RYIPL Sais-1
4 Home (30 b jaudd dds-2
oL «obolsss b &0 wledd hiSw Hausd oS (15 Text Formatting sdaeys -3
UV T LR NPT TR . SIRPYS

B
i, ASalis U oy S5 EF 3 :Bold — 458 @

I
W a dSais U S heauss o0 S )Y 3 :Italic — sya0,8 )%

u

3 s 555 & Oliglier 3 :Under Line — plas 155 4 s

B [ U
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cazd Sy
Font Color
RYIPL @ oSazs-1

G Home w30 o6 jaus dlds-2

Font cop Kooy aSaS s anpan jawdd oS (15 Text Formatting gdasys &-3

AT 2=
LIl Automatic

Theme Colors

Standard Colors
H EEEEEE

Recent Colors

18 Mare Colors...

=

B

:ASQ d{gﬁb )Md.r dl.‘.’.lf gLﬁl: ‘9 4&{ CO]OI’
S 505 S0y (5850 5 olap-4
.&& More Color audd

oS als gsyaiv ‘;a/ 3,

ackground Color
L098,dS0 AS ALis— 1

G Home w30 o6 jaud Wlds-2

yaidy (S 454 yu aebi jawad S (15 Text Formatting gadeeys o-3
1Sy ey Hawdd s plib ¢, & Background Color

22 il

| Theme Colors

Automatic

White, Background 1, Darker 15

Standard Colors

Recent Colors
|

:2)  Mare Colors...

~ 9%




isss SN
Text Alignments
RYSYCOpLtI ey
G Home w30 o6 jaus dlds-2
5t g b S wledd iSay jawdd S 1> Text Formatting gadas3s o-3
104y,

OB LB par oY azn G L0 S k5 a5 S 4 —Align Text Left

S AL sl sl sy G B L S iy 5 g yamdd 3,5 cldS” & -Center

ly G agss QAL Slass gyawd oS5 Al & -Align Text Right
R PSS
oslez (S35 5,
Sorting Rows
s 345 g by gty plEA WS a0 S (gaaes oS 4SS ks wste sa-1

-axg,8a Sort & Filter 5,5 5 «CHOmeE (30 oU jansd Wlds-2

L( %lﬁscending ‘“i;;SEIEf:tiDn*

ﬁl Descending Tjﬁdvanced -

7 Remove Sort "

Sort & Filter

Filter

() 3 o & ob) 0388 30 oo o o5 4 Ascending gaedsss jawa) ddS-3
RUCONE N PORTE S
$aaS 350 yhndd S OG pEL & 535y (68 3 C5) asge 3 0pslS W skl 3 Va4

.&Descending
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:aSGRemove Sort gaedyys jawdd ddS o1y glldas s S5, 386 SoY 3 -5

]T [‘%l ﬂ.ﬁcending] f;"

21l Descendinfj*

Filter
‘r._."-‘__rg Remove Sort W

sort & Filter
.Qb; C))dd—&lﬁjﬂ cdSJ. SaVe JMAJ d,,lf tl-\ib’jsd _6
Qlfo)l.»p @.}; J&b

Filtering Rows

To3a 185 hctud s5a pra 45 (AT Wl s o jab (SLEd iU AW oy aetas jawdd cldS-1

D - P -t Address ~| MName2 - |Click
12/31/1899 Hemn 4| sortatez

1/471500 HEREN 7 | sorizios

1/3 /1900 Hemn

1/1/1900 Save 1
1,/2 /1900 Shano
* Hemn Select All
{Blanks}
Hemn
Savo
Shana

Text Filters 4

Ok ] l Cancel

ds wSort Zto A 5 Sort Ato Z s rl.f'su‘ O3S 5y SaS813 333 44 ol ss-2
OSClSan jawad o8

ks o8 ag sl spman e Select All gysoan 558 g5Ls sandd 935 ddSa-3
oY pgaddlyan 4 (CYaSea ey 5 Sy S

15 5 opansd G 5 omaSes jadd oz ga5 (HWsn, A LS s jawdd 038 s -4

S8 gdiamidd

(e plBS 90,5 ,add (Sassd 5 32 S Sl s csgam T EXL Filters sw g30a-5
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$obsls gesaye
Finding Data
ot «eaSes Find Button 1,48 gasss jaudd dS (1 po3d O i J kS 5 ogace i3

o) ) S 4 Ctrl+f
o

Find

Shddd 5 dwgse dwylaly 4 (I Find What - 797 R PC K TY TSI FE R Y ITICe.) pad
e ol Match ow o ¢ 5 ol e & Sul,d 18w g & & &6 gubs Look In
L‘Ug‘sﬁé;bé ‘thﬁé 4543')4? 64-"wbl5 - Search @?QU %) Cﬁé;bé \5)‘.‘." 454;); 5))')“.

.DOWIlejeJI_,.& > Qtﬂ cUp 898 ydons 64@')‘54—3 Qtﬂ c% All SigRad

=i
‘ Find and Replace

Find | Replace

Find Wwhat: Hermn L Find Me:xt

Look In: Current document  w
Match: Skart of Field w
Search: Up “

[Imatch Case

3}.‘4’;‘“ A.J ﬁu‘,t.uj‘,ﬁ 6&%}@'} 34: ‘55.; QJ')K&&@:J‘N Flnd NCXt JMU Mﬁ'j)é
S S 3

$l Sl Sl d
Replacing Data

oS 333 ] ST 305 o3 o ana® 55 (S, sl s Jam, sl cosals 8w

:naSss Replace
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&S easens asshly ob ady 4 3Find What hadd gaaa Sed vyl ghss st P
Sy Peb auais cosoless g (sReplace With e oy u-’):g-:.‘ RAPYH DT
JazMatch o o cge& WS o gl 48 (paSes g5bs «ls Look In & «oeuysies
Find Next jaus) S lialdas of 5 caSwl)aS gopes iy Search o o aSes,5la Jasys
u.‘.J};‘ Wlylyly 5 by sa5 g gedd Coails L& W ¢y wasss Replace jaudd S GLaL 5 pase

1&‘450.5 Replace All JMAJ él.&ls 945 ‘&'J djdi ;‘ij EI 4L ddidd‘ ‘ASA.’Q‘,J dly o

Find and Replace
Find | Replace
Find ‘What: Hermnn w Find Mext
Replace With: |Roza »
Cancel
Look In: Current document s
Match: Start of Field w
Search: Up W Replace Al
[ ]match Case

o wloar b 0l Slyynsly

v Sy e

[ S o PP

O DI (o e S

<L oyls .

oSle gl .

Bl Slojw il by S ey
LB gl aeoljw .

2010 ps3ew Josid cozaiSoble .

O S o aiipes .10

0 9N A W N~

\O

AL bl 30 cssa mans Slada L 3 cfs dan b )38 o SLAL o0
hemnymela@yahoo.com - 07701515582
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oSnley £S5k
Printing a Record
:Printing Tables — jKazis 55,0 (pasa
SIS S Print 50 Sole Sa jaw agans dSausls copan GG 5 paSFile jaud oS

@ Superilarket : Database (Access 2007) - Microsoft Access '0345“ JMU
Hame Create External Data Database Tools Fields Table
H Save
Print

Save Ohject As

Quick Print
Send the chject directly to the default
without making changes.

@_j Save Database As

Lj Cpen

[ Close Database

Print
@_] Superharket.accdb r Select a printer, number of copies, and
L printing opticns before printing.
@_] Databaseb.accdb ikl
()] Databased.accdb _ _
Print Preview
Preview and make changes to pages b

@ Databasel.accdb ﬁ
L S e
T \\ r.-|||'|t||'||:

Info
Fecent

Mew

Gt 3 S S et (S 5 an PrNt 0l S atadd kS coons L
TPV

SaSGls a5 3 o es sS AL waaS e pis s a9, ¢S a:Quick Print-1
O aaly aSLL jpean Jao S8 mep (oa 5 O, 5 &G o Printer

Print

Quick Print
Send the object directly te the default printer
without making changes.
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(o Sos Print oo Sols & @anl gojaday o wasSyys P yhmdd 99,S&IS w: Print-2

g gaibens lags &5 gascd ga o paS Pl GleaS il sy 3eay (ol e

Printer

Nare: Canon LASER SHOT LEP-1120 v

Skatus: Ready

Type: Canon LASER SHOT LEP-1120

Where: USBOO1

Cormment: [C1Print to File

Prink Range Copies

¥

Ol Numnber of Copies: 1

(*)Pages  From: 1) To @

() Selected Record(s)
[ ok || cancel |

tondSe oly b el ekl Gl SS13E 5 oo, l5Tan pas ol
s sS b cosailons &5 (o uimadas (Printer -,all) sas » 54 g6 sName 3

n Name! Canon LASER SHOT LBR-1120 v
$aS &S s a3k L WS 5 S 5,bs 4l It an pd Sy sPrint Range &4 o

1Sy (a0 4

s Ol S pean: All-

O (. ad B oyasd o) &S ey gL o ooy Page From To -
23308 oleubs &5 ol b wil)legs sa:Selected Records-

Print Range

Coall

@F‘ages Frorn: ]] To:

() selected Record(s)

:Number Of Copies ols ls 3 pleails WazaS jaSss g, sCopIES aaads

Copies

4>

Mumber of Copies: 1
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Solely ooy a3)b 5 89050 sl
Data Import and Export
a5 3 2010 puaS a5 O3y, Sols ol 5 digs @300 8305 S anliyay & gl 0
[FYWALOR PLICR PUV K 9| DRPYEDILIYINE YYE PPPACEIPUIFPELUITITN WK CLECK [ K O DR YOI LJPens|
25503 NS 35 alyla S pae 09ain 308 65 (Sanlyn 3 5 e aSaaliyh g s agan sl

RUASTE | PC L g v5

Sl ol sl

Data Import
:EXtemal Data ‘_;OJO.) 6)%’5'} ‘gb’ )MAJ d.;JS ¢ l.) O‘Bﬁ.b AJ
A] Superiarket : D
Hame Create External Data Databa

e B 3 Text Fil
P VT B E R e

#%] XML File
Saved Linked Table Excel Access ODBC
Imports Manage Database :rjjl'ﬂnre'

Import & Link

tonaS8d JuSs aaS 550 amad WIS 15 Import & Link swsd slab

¥

Excel
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b s Sl bl gosays 3o waSes Browse jawad el goya S dpyadiq pdd
1 aS0kK aud oS o5 naSes Select

Get External Data - Excel Spreadsheet @@

Select the source and destination of the data

Specify the source of the data.
File name: | c:\pocuments and Settings\Administrator\Desktop\Library. xls

Specify how and where you want to store the data in the current database.

(3) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it, If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

() Append a copy of the records to the table:
If the specified table exists, Access will add the records to the table, If the table doss not exist, Access will create it, Changes made

to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

[ CK ] [ Cancel

I

oS (o aan Sl w (A i s 53 S sl Semls ja a3 o153 A (e

rohleds

s :Import the source data into a new table in the current databases
Sbaaes aSdlss AL 5L SWan Loly daaslidan pid po3yd S &S gou w3L 5Ll 5 S
owsd 3L aSssl S s Lol3asn 3 ¢ sl S aaiis

G858 o0 w5L 5 oo 5 ldS'w :Append a copy of the record to the tables

3 aSe oL g olepsaS padlis j& jauwalaes ol e, Lol 545515 4 P podyd

or A e

() Append a copy of the records to the table:  ohygiok

w5b b4 oo 8 lS'w :Link to the data source by creating a linked

tables

Lo rl.f'u‘ (Link — el olus 8 234850 8)la,S ol gtes ¢ lada, I an pad po3yd A& gou
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1486 Next jawad cldS
E Import Spreadsheet Wizard 32

Your spreadsheet file contains more than one worksheet or range. Which warksheet or range would you like?

(%) Show Worksheets

sheet2
() show Named Ranges Sheet
EELD

Sample data for worksheet 'Sheet1',

1 o. Of Book Book Name Eubject Writer Publisher | «
Tl Furdish Website Guide ICT Hewn Barznji Chwar Chr ﬂ
Ez Photoshop C35 raphics Hemn Earznji Chwar Chr
4 3 W3P.NET 4.0 With C# 2010 Frogeamming Hemn Barznji fChwar Chr
?‘l IWZP.NET 4.0 With VB.NETZ010 Progeamming Hewn Barznji fChwar Chr
?5 Wisual Basic.Net 2010 Progeamming Hewn Barznji Chwar Chr
76 Wisual C§ 2010 [P rocfe st i hg Hewn Barznji Lhwar Chr
E'? Wisual C++ 2010 [Progeatening Hemwn Barznji Chwar Chr
= =] ek Design (C35,HTML, ZHTHML) [ieb Application Hemn EBarznji Chwar Chr
EQ [FHP Frogeamming Hemn Barznji fChwar Chr
HID M AV Progeamming Hewn Barznji Chwar Chr
Ell Computer Network Comunication &Network [Hewn Barznji fChwar Chr
El2 MSP P rocfe sty 1 by Hewn Barznji fChwar Chr
14 hd|

e

2l
[ MNext > ] I Einish ‘

<55 First Row Contains Column Heading pes,a gaS'aS sz 4258 1oz b4 eldS

gais SSwew slas,b s Header syaw ey a8l abb o3l o3, rdfnu“ oyl 3

Iﬂlmpor‘t Spreadsheet Wizard £3

Microsoft Access can use your column headings as field names for your table. Does the first
row spedified contain column headings?

[#]first Row Contains Column Headings

Mo ©f Book |Book Mame Subject Writer Publisher
1 Furdish Website Guide ICT Hemn Barenji [Chwar Chr | =
?2 Photoshop C35 IGraphics Hemn Barznji Chwar Chr
TS BSP.NET 4.0 With C# 2010 [Frogeatininog Hetrn Barznji [Chwar Chr
T‘l WIP.MET 4.0 With VB.NETZ01l0 [Frogeamming Hemn Barznji [Chwar Chr
?5 f[fisu=ml Basic.Met Z010 [Proorestrni g Hemn Barznji Chwar Chr
?6 Wisual CH# 2010 [Froge st ing Heirmn Barzniji (Chwar Chr
T'? [fisual C++ 2010 [Frogearning Hein Bareznji Chwar Chr
B Web Design (CSS, HTML, XHTML) [Web Application Hetrn Barznji [Chwar Chr
?9 [FHEP P rocge st i oo Heimn Barzniji (Chwar Chr
ElD AT [Frogearming Heimn Bareznji [Chwar Chr
FET:E! Computer MNetwork Comunication &Network Hemn Barznji [Chwar Chr
Elz TSP P rocge st i oo Heimn Barzniji (Chwar Chr
|13
14 -]
o 2

Cancel ] [ < Back ] l Mext = I [ Finish ]
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= Impaort Spreadsheet Wizard X
You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.
Field Options
Field Name:  |Publisher Data Type: bl
Indexed: Mo ~ | [ Do notimport field (Skip)
o Of Book |Book Natne Subject riter Fublisher
Ll urdish Website Guide ICT Hemn EBarzniji
LZ Photoshop CS55 Graphics Hemn EBarznji
iS ASP.NET 4.0 With C# 2010 Progeatning Hemwn Barznii r
i‘i L3P MNET 4.0 With VE.NETz010 [Progeamming Hemwn Barznii r
iS Wizual Basic.Net Z2010 Frogeamning Hemwn EBarznii r
is Wisual CH# 2010 [Frogesmming Hemn Barznji r
l”." Wisual C++ 2010 [Frogesmmming Hemn Barznji r
18 Web Design (CSS5,HTML,XHTHML) Web Application Hemn Barznji r
ig [PHP Progesmmming Hemn EBarznji r
EID bTAYV Progesmmming Hemn EBarznji
Hll Computer Network Comunication &Network [Hewn Barznii
£12 ISE Progeatning Hemwn Barznii
13|
14
K1
[ Cancel l [ < Back l [ Mext = l [ Einish ]
d —Z
vy - £ e v, . N . .o e
Column ek g 1545 ccecnls Primary Key oacos 5 oUnyaw SIS iy jo8a

ét_”ug bu c%'é S C:wngj Clidd )4?454 ‘g‘bQJM‘M %dbjfb‘:’-j Select &d)lﬂé

1480 Next juwdd oldS 5Ll ¢ 4 40 No Primary Key ass,4 a4 o0 4550 5L

Elmpor‘t Spreadshest Wizard £3
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
[ uniquely identify each record in your table. It allows you to retrieve data more quickly.
A RETER R
FAETR R
g ::: ::: ::: (O)Let Access add primary key.
BB % e (") Choose my own primary key w
Mo Of Book |BEook Name Subject Writer Publisher
L Furdish Website Guide LCT Hemn Barzniji [Chwar Chr :|
72 Photoshop C35 Graphica Hemwn Barenji [Chwar Chr J
T MSP.NET 4.0 With C# 2010 Frogesming Hemn Barzniji Chwar Chr
T‘l WEP.NET 4.0 With VB.NETZ010 Progesmming Hemwn Barznji [Chwar Chr
?5 fisual Basic.Net Z010 Frogeamming Hemn EBarenji [Chwar Chr
?6 Wizual C# 2010 Progesmming Hemwn Barznii [ Chwar Chr
T'? Fiszual C4++ 2010 Progeamming Hemn Barznji [Chwar Chr
s b leb Design (CSS, HTML,XHTML) [leb Application Hemn Barznji [Chwar Chr
?9 FHP Progeamming Hemwmn Barznji [Chwar Chr
EID \T A5 Frogeamming Hemn EBarenji [Chwar Chr
Hll Computer Network Comunication &Network [Hemn Barznji [Chwar Chr
Elz e Progesmening Hemn Barznji [Chwar Chr
|13 ]
14 =]
1N i
l Cancel ] [ < Back l [ Mext > ] [ Finish ]
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ESlimport Spreadsheet Wizard

That's all the information the wizard needs to import your data.

Import to Table:
:I__ibrar_\f' .

[]1 would like & wizard to analyze my table after imparting the data.

[ Cancel ] [ < Back ] t

S84 o ai S 5o S WS 1545 (CuaSS pja Sawm,lly Sl SE0ECa csais ;8w

xS

Get External Data - Excel Spreadsheet

Save Import Steps

Finished importing file 'C:\Documents and Settings\Administrator\Desktop\Library.xls' to table Library’,
Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

Save import steps

Save as: Import-Library

Description: Taybet Be Kisbxane

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an Outlook task that reminds you when itis time to repeat this operation.
The Qutlook task will indude a Run Import button that runs the import operation in Access.

[] create Qutlook Task

Hint: To create a recurring task, open the task in Outlook and dick the Recurrence button on the Task tab.

Save Import l [ Cancel
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Get External Data - Excel Spreadsheet

Save Import Steps

|:| Save import steps

Finished importing file 'C:\Documents and Settings\Administrator\Desktop\Library.xls' to table 'Library’.

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

Close

E) UASGJL,S 64.3,[.4!, 54& }AJ dbw 8999 4541...&.35 A.Lgu; ULQ.E.‘: ‘.gb'j,s 450):; w

If‘j Library‘\
Mo Of Book - Book Mame - | Subject - Writer - | Publisher -
1 Kurdish Websit ICT Hemn Barznji Chw}ar Chra
| 2 Photoshop CS5 Graphics Hemn Barznji Chwar Chra
] 3 ASP.NET 4.0 Wi Progeamming Hemn Barznji  Chwar Chra
! 4 ASP.MET 4.0 Wi Progeamming Hemn Barznji Chwar Chra
] 5 Visual Basic.Ne Progeamming Hemn Barznji  Chwar Chra
j 6 Visual C# 2010 Progeamming Hemn Barznji Chwar Chra
] 7 Visual C++ 201( Progeamming Hemn Barznji  Chwar Chra
I 8 Web Design (C Web Applicatic Hemn Barznji  Chwar Chra
] 9 PHP Progeamming Hemn Barznji  Chwar Chra
! 10 Jav Progeamming Hemn Barznji  Chwvar Chra
] 11 Computer Nety Comunication { Hemn Barznji | Chwar Chra
J 12 ISP Progeamming Hemn Barznji  Chwvar Chra
I
Record: M 3 Uf__l.g_ F oMb K No __| Search
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Importing Text Files
:External Data Ss,es )bty 2U jamad S ofs o3l o

A] SuperMarket : D

Home Create External Data Databa

[mme

) 7

.:.:%j ¥ | Text File

9 #®] XML File
Saved Linked Table BExcel Access QDBC
Imports  Managel Database ajjh*lnre'

Import & Link

1o aSey oL causls saaS 450 yawdd IS 15 Import & Link sad skl

+ | Text File

6)9) %) 454.—;—{,5 A.L“b Shode 139 5o ‘aﬁdSu Browse JMAJ d.:.lS JOJA.'Q:;N Qb)dﬁ@‘ ‘ab‘
1 aS0K aud dlS o5 naSes Select

Get External Data - Text File

Select the source and destination of the data

Specify the source of the data.

File name: |C: \Documents and Settings\Administrator \Desktop\textfile, txt | [ Browse. ..

Specify how and where you want to store the data in the current database.

(3) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

() Append a copy of the records to the table:

If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file.
However, you can add new records.

OK ] [ Cancel
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s a:Import the source data into a new table in the current databases
Sbaaes aSdlss AL U SWan,Loly daasylidan pad po3yd A& o w3L 5Ll s S
Cowsd 3L aSsl S s Lol3asin 3 ¢ g0l S aanis

G858 o0 w50 5L oo 5 i :Append a copy of the record to the tables

3 aSe oL g olepsaS padlis & jauwalaes ol e, Lol 545515 4o P podyd

AR
(+) Append a copy of the records to the table: | prgrgook v

w5b b4 oa 8 sl :Link to the data source by creating a linked tables
Y rl.f’su‘ (Link — ed) olus 8 034850 8188 Gl gtes ¢ lada, I an pid po3yd A4S gou
raso Next juwa s

——

E Import Text Wizard 23

Your data seems to be in a Delimited' format. Ifitisn't, choose the format that more correctly
describes your data.

@;Z_)elimited - Characters such as comma or tab separate each field

{:J'Fixed Width - Fields are aligned in columns with spaces between each field

Sample data From file: CDOCUMENTS AND SETTINGS|ADMIMISTRATORDESKTOPTEXTFILE, TAT.
l"Nu.mber", "Hame™, "Jokh", "Address", "Phone Nuwber”, J
12|17, "Hemn", "ICT Manager"”,"3lemany","07701515582",
3

rar, Momer”, "ricer”, "3 lemany™, "TOTT013994630"

A 2
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1480 Next jawadd oS

) port Text Wizard £3

Your data seems to be in a 'Delimited’ format. Ifitisn't, choose the format that more correctly
describes your data.

@;:_Jelimited - Characters such as comma or tab separate each field
O'Fixed Width - Fields are aligned in columns with spaces between each field

Sample data from file: CADOCUMENTS AND SETTINGSIADMINISTRATOR\DESKTOP\ TEXTFILE TXT.
"Hunber", "Hame", "Job", "Address"”, "Phone Nuwber", -

"1, "Hemn®, "ICT Manager", "Slemany™, "07701515582",

e, fomer ™, "Writer, "Slemany, "077013959630"

[eaJes e

Al 2

i ptdm S Saeasb ol s (Fixed Widthas!y (o g3-Jas NITR JyR ':Ya.;
& é . 23

€9 Camidd Conwy)d “5":;-'.3.9:-" QJ“Q‘S‘%’Q)MU ;,a,fd.:lf 4-3)3'))# &)&#UJQGQJ}*«;

)4345 ‘deu'b"“jé;bé 4541.1.& J&b"w‘;j QSJQM du’jequ‘fabéé 45411.@ )Msd éL;JS alggd &

asms pleo sleaSay o8

S aSS Wl ) ASa po3)4 &S oL U WS, 0gal Seaas e pa L
S oSy GBS el 5,0 4 assi S s 094530 Sl colSw o
Gl o5 &G First ROW ... posjar g pom 4838 )l5r sUa oS ool o5 IsaS s

1486 Next jawad

112



1]

B Import Text Wizard *

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:

OIab Cj- Semicolon @ Comma OSQECE C\. Other:

?Eirst Row Containg Field Names Text Qualifier:  |" v

Nunber |MName |Job Address [Phone Number
1 Hetonn (ICT Manager Slewany D77015155582 =
2 Cmer Mriter [Blemany 07701399630

< »
[ Cancel ] [ < Back ] [ Mext > ] [ Finish ]

Ol 5 &G dlisssin jap jumwdd GldS 1505 S )30 dlisssit Jar Gl g Sl L8 W
PSS ¢y spidan Caw s il gu32 Js(Data Type — gl go32) L
LS Y V_Qﬂ S g 63b Cusl e Ol (4SO )L WSSas ofs (Indexed —

480 Next jawad s QUL ¢ 85l s 10T aSay gt (5LaS sadiay

==lm paort Text Wizard 23

You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then madify field
information in the 'Field Options' area.

Field Options
Field Mame:  [Number Data Type: |Integer hd
Indexed: ‘fes (Mo Duplicates) v | [[]Do notimport field (Skip)

Jok Address |Phone Number
ICT Manager [lemany Q7701515582 o
Writer Flemany 07701399630

KIN|
[ Cancel ] [ < Back ] [ Next = ] [ Finish ]
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=l Import Text Wizard 22
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
L= uniquely identify each record in your table. It allows you to retrieve data more quickly.

| EERRT R

G RR oy

= SRR :

| e (O)Let Access add primary key.

& ik vk (C)Choose my own primary key. [Mumber |

{(®)Mo primary key. ]

HNumber [Name |[Job bddress |Phone Number
1 Hewmn [ICT Manager Blemany PD7701515552 o
i [roer [Mriter Elemany Q7701399630

£

I
Advanced, .. I Cancel ] [ < Back ] [ [ext = ] [ Einish I

14& FlnlSh dﬂ\-ofjja JM&U d‘l.;.gj A 9 go Jwywjb‘ladu:&‘ﬁ }lasd

& Import Text Wizard 22

That's all the information the wizard needs to import your data.

Import to Table:
Teutfie

[[11 would like 3 wizard to analyze my table after importing the data.
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1455 Save Import jawad olds 5Lt &5 Save Import Step ps0,4

Get External Data - Text File Elgl

Save Import Steps

Finished importing file 'C:\Documents and Settings\Administrator\Desktop\textfie. tut’ to table Textfile',

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

Save import steps

Save as: Impart-textfie

Description:

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an Outlook task that reminds you when it is time to repeat this operation,
The Qutlook task will indude & Run Import button that runs the import operation in Access,

[ Create Qutlook Task

Hint: To create a recurring task, open the task in Outlook and dlick the Recurrence button on the Task tab.

I Save Import J I Cancel ]

1485 CloSe Glusls a8 550 jamdd WS 1505 «gaSs (545 HS8E0a8 Cony 545,805 iy

Get External Data - Excel Spreadsheet

Save Import Steps

Finished importing file 'C:\Documents and Settings\Administrator\Decktop\Library. s’ to table ‘Library’.

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

|:| Save import steps

Close
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Number » Name ~  Job - Address - Phone Num -«
07701515582
07701399630

Hemn ICT Manager  Slemany
Omer Writer Slemany

3 w5 oS (L usbialen
XML File Importing

:External Data Ss,es g)loly 2U jamad S ofs o3l o

[ ¥

Imports

SuperMarket : D

Home Create External Data

Databa

[}_%::!i [ﬁ @ ﬁ o | Text File

S5aved Llinked Table Excel Access ODBC
Manager Database ’{_EI:EMWE i

Import & Link

#® XML File

tnaSes 5 0 S S 593 yawdd WIS 15 Import & Link aadd glat

+93 XML File
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Get External Data - XML File

Select the source and destination of the data

Specify the source of the data.

Bile name: | \mocuments and Settings\Administrator\DesktoptTest,xml

The source data will be imported into a new table in the current database.

0K ] [ Cancel

S ¢ goganeyl S (Import XML — s = oSS 9303 wle) & wanls gnafa b
UUU Aal*z.h @KM)J‘}'JM) Puf él.ZSAﬁ JMAJ él.&.ls QL&Q ¢ 9 (Tables — &lsm,) JMAJ

tagogid pdy w53, an (o oS (G (Import option

S wis ail Sy g :Structure Only

i3 S )il s sean 5 &S atis sl :Structure and Datas

3L Sl (5 S 4L (S, Lol saas: Append Data to Existing Table(s)
a5l S 5 SN &S QW atis oL catis U 3 el

1685 OK jawdd ol
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Import XML

- o
Employvees
Zancel

Help

Transform, ..

ikl

Import Cptions

() Structure Only

(%) Structure and Data

() Append Data ko Existing Tablefs)

&S &S w4t g BT ILB T8 (CoaSS i Sa, Bl Sl SBEC Cyjsais 8%
a6 Save Import jawd dds ylib 5 &5 Save Import Step ass 4

Get External Data - XML File ?X]

Save Import Steps

Finished importing dacument 'C: \Documents and Settings\Administrator\Desktop{Test. xml'.
Do you want to save these import steps? This will allow you to guickly repeat the operation without using the wizard.

Save import steps

Save as: |Imp0rt-Test |

Description: ‘ |

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an Outlook task that reminds you when it is time to repeat this operation.
The Outlook task will include a Run Import button that runs the import operation in Access.

[ create Qutlook Task

Hint: To create a recurring task, open the task in Outlook and dick the Recurrence button on the Task tab.

[ Save Import ] [ Cancel l

1655 Close gusls gaaS s jamad Al 165 cosSs o305 G500 o i ,a8&s e
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Get External Data - XML File

Save Import Steps

Finished importing document 'C:\Documents and Settings\Administrator\Desktop\Test, xml',

Do you want to save these import steps? This will allow you to guickly repeat the operation without using the wizard.

D Save import steps

Close

0943031 S s s Lsl) aSw s Jaaiis sy oSl = oS bl 5 ol sbyS aShyls S Lews
:ASYL:J

|ﬁ Employees
EmployeeNt » | FirstName - | LastName - Title  ~

! Hemn Kerim ICT Manager

2 Omer Kerim Designer
3 Vane Kerim Translater
4 5avo Bextyar SE Manger
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Importing an HTML File
Shmob i 5o i SO Al 5 o S Gy rlsgm_; 05adS S S S Pt
253 (aSon,lS 1as o(HTML Document) paam owlys 1545 252010 pusus' @)
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Hemn Barznji's Courses
Lecture Month Total Price

Microsoft Visual C++ 2010 $250/Month  $750 For 3 Month
Microsoft Visual C# 2010 $200/Month  $600 For 3 Month
Microsoft Visual F# 2010 $200/Month  $600 For 3 Month
Microsoft VisualBasic.NET 2010 $200/Month  $600 For 3 Month
Microsoft ASP.NET 4 (2010) $300/Month  $900 For 3 Month
Microsoft Visual Studio.NET 2010 $300/Month  $900 For 3 Month
Microsoft SQL Server 2010 $300/Month  $900 For 3 Month
JAVA Programming $250/Month ~ $750 For 3 Month
Java Server Pages (JSP) $200/Month  $600 For 3 Month
Web Design & Developing

(CSS, CSS3, HTML, HTMLS5, XHTML,  $200/Month  $600 For 3 Month
Photoshop CSS5, Flash CS5,Swish )

Database with Microsoft Access 2010 $200/Month  $600 For 3 Month
Database with Oracle 11g $300/Month  $900 For 3 Month
Computer Networks (Theory) 2010 $300/Month  $900 For 3 Month
PHP $250/Month  $750 For 3 Month
Structured Query Language (SQL) $200/Month  $600 For 3 Month
XML $150/Month  $300 For 2 Month
Microsoft Access 2010 $200/Month  $600 For 3 Month
Microsoft Word 2010 $200/Month  $600 For 3 Month
Microsoft Excel 2010 $200/Month  $600 For 3 Month
Microsoft Power point 2010 $200/Month  $600 For 3 Month
Microsoft Publisher 2010 $200/Month  $600 For 3 Month
User Program $200/Month  $600 For 3 Month
Adobe Dream waver CS5 $200/Month  $400 For 2 Month
Adobe In Design CS5 $200/Month  $400 For 2 Month
Basic AutoCAD 2011 $200/Month  $600 For 3 Month



For More Info: 07701515582
hemnymela@yahoo.com
dr.hemn@yahoo.com

:EXtemal Data ‘;OJOJ d)l.é'} ‘gu JMAJ él:.lf ol &h') Puf

A

SuperMarket : D

Home Create External Data Databa

i = .
r = e ¥ |Text File
5 V3 Y Y |
. #% XML File
5aved Llinked Table Excel Access ODBC |
Imports Manager Database ‘t;ﬂ Mare =
Import & Link
]
st S GG« opaS'ss MOTE gy jawad WS 15 Import & Link sad olal
:aSes HTML Document
[A] SuperMarket | Database (Access 2
Home Create External Data Database Tools

E ij @ 'ﬁ ﬁ ¥ | Text File E I:.

¥ XML File
S5aved Linked Table Excel Access ODBC | Saved Excel
Imports Manager Database |#gd Mare ~| || Exports
Import & Link jg SharePoint List
- R R IlL Import orLinkto a
' SharePoint List
.'_.:|_ _
Search. je 8¢ LinktoaData
Tables &
HTML Document
A ter Sh ng -
E LIS @ Import or link to an
E Library =5 Qutlo Import or link to
'u.: Import Impaort data fro
E e Cutlo an HTML docum
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Get External Data - HTML Document

Select the source and destination of the data

Specify the source of the data.

Blle name: | c:\Documents and Settings\Administrator Desktoptable.html

Specify how and where you want to store the data in the current database.

(%) Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

) Append a copy of the records to the table:
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made

to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa.

[ OK ] [ Cancel ]

(Import HTML Wizard — s S ol Blon) L oagl gnyasa s
First Row Contain Column pss,a saSaSsm 48355 15z 56 & &S ¢ go9a0m50,S
148G Next jauwd s slab o 55 Heading

== import HTML Wizard 53

Microsoft Access can use your column headings as field names for your table. Does the first
row spedfied contain column headings?

[¥]First Row Contains Column Headings

Lecture
Microsoft visual C++ 2010 i‘

Microsoft Visual C# 2010
Microsoft Visual F# 2010
Microsoft VisualBasic.WNET 2010
icrosoft ASP.MET 4 (2010
icrogoft Visual Studiol .NET 2010
icrosoft 3QL Server 2010

ITAVE Prograrmning

Mawva Server Pages (J3F)

eh Design & Developing(C23, C333, HTML, HTHMLS, XHTML, Photoshop C35, Flash C35,53
atabaze with Microsoft Access 2010

atabase with Oracle 1ig

13 Computer Networks (Theory) 2010

14[PHP - |’

Cancel Next > ] [ Finish ]
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Code , (Language — obe)) 2,58 ssa3pa oy 5w (Advance — 4 s548050)

s BN & a5y (S Wy eSS 5 ilols o s 0w iU 5 Page

=] Table Import Specification

23

Language: English A
Code Page: syl (DOS) w
Dates, Times, and Numbers
Date Order: MDY W [#] Four Digit Years
Date Delimiter: [ Leading Zeros in Dates
Time Delimiter: Decimal Symbol:
Field Information:
Field Mame Data Type Indexed Skip
Lecture Text No v :
Manth Text Mo d
Total Price Text No
= =

S5 25 3mds ool gy Sty a8 & ¢ gogd Shs dvsd pad Next jawad 55,5 ldS glyyo

1450 NEXE jamad WS 100555 & 5 o350 s dind 5 ool @032 59 (5

5| Import HTML Wizard

£3

You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field

information in the 'Field Options' area.
Field Options

Field Name:  [Manth Data Type: |Text

Indexed: [No v [ Do not import field (Skip)

Lecture

1L C++ 2010

2L c# zoo

5L F# zoiao

|4 lBasic.NET z01o
5 ET 4 (z010)

6 L Studio.NET 2010
Ierver 010

B fr
BN

10]

lbeloping (CSS, CS83, HTML, HTHMLS, XHTML, Photoshop CS5,

icrosoft Access 2010
racle 1lg
lp#=]

[Theory) 2010

Flash C35,5wish |

|

’ Cancel

< Back

i

J |

Mext > Einish ]
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=2l import HTML Wizard 53
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniquely identify each record in your table. It allows you to retrieve data more guiddy.
| RETRETETT
2wy wen
35 man nan uun <
| (O)Let Access add primary key.
& ik wan n (D) Choose my own primary key. v
(&M primary key.
Lecture
icrosoft Wisual C++ 2010 =
ieroscft Visual C# 2010

icrosoft Visual F# 2010

icrosoft VisualBasic . .NET 2010
icrosoft ASP.NET 4 (Z010)

icrosoft VWisual 2tudio.NET 2010
icrosoft 3QL Server 2010

AVA Progrsrmning

ava Server Pages (J3FP)

eh Design & Developingi(CS3$S3, C333, HTHML, HTMLS, XHTML, Photoshop C35, Flash CS5,3
atabase with Microsoft Lecess 2010
atsbase with Oracle 11lg

omputer Networks (Theory) zZ010

HP |
A i3

I Cancel I [ < Back ] I MNext = ] [ Finish ]
:&Fini8h¢¢.?;3:)mdel:lfj A 9 gt mealg,b‘ladﬂméf‘ﬁjbd

=2l Import HTML Wizard 53

That's all the information the wizard needs to import your data.

Import to Table:

HemnBarznji's Course

[ 1 would like & wizard to analyze my table after importing the data.

(o ) (e
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w38 sz U US55 cCuaSS jas S am)lily Slow S50 cyyans j8w
145 Save Import jawdd elds oty « 5 &5 Save Import Step 2o )4

Get External Data - HTML Document

Save Import Steps

Finished importing file 'C: \Documents and Settings \Administrator\Desktop\table.html' to table 'HemnBarznji's Course'.
Do you want to save these import steps? This will alow you to quickly repeat the operation without using the wizard.

Save import steps

Sgue as: [Tmport-HTML _Tablel |

Description: ‘ ‘

Create an Outlook Task,

If you regularly repeat this saved operation, you can create an Qutlook task that reminds you when itis time to repeat this operation.
The Qutlook task will include a Run Import button that runs the import operation in Access.

[ create Qutlook Task

Hint: To create a recurring task, open the task in Cutlook and dick the Recurrence button on the Task tab.

[ Save Import l I Cancel l
1455 Close gusls gaaS s jamdd ddS 165 (cosSs o305 G500 cow sus ;a8 05 e

Get External Data - HTML Document

Save Import Steps

Finished importing file 'C:\Documents and Settings\AdministratoriDesktop\table. himl' to table ‘HemnBarznji's Course’.
Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

[ save import steps

Close
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S )loly eaSs s Jupaiis by oS 4541}’5'..};@’@5 b 5 oles by aSoyls S Lewss

IAS'}NQ 39 b}ﬁ'b}l;
|

'i ﬁ HemnBarznji's Course \‘.\ 5
]. Lecture »| Month - | Total Price -
Microsoft Visual C++ 2010 5250/Month | $750 For 3 Mon
Microsoft Visual C# 2010 5200/Month 600 For 3 Mon

| | Microsoft Visual F# 2010 5200/Month | S600 For 3 Mon =

] Microsoft VisualBasic.NET 2010 5200/Month | $600 For 3 Mon

:_I _Mic:ruscuﬁ ASP.NET 4 (2010} 5300/Month 5900 For 3 Mon

] Microsoft Visual Studio.NET 2010 5300/Month | 5900 For 3 Mon

! | Microsoft SQL Server 2010 5300/Month | 5300 For 3 Mon

] JAVA Programming $250/Month 5750 For 3 Mon

:_I |Java Server Pages (JSP) $200/Month 5600 For 3 Mon

] Web Design & Developing 5200/Month  $600 For 3 Mon

! | Database with Microsoft Access 2010 5200/Month 5600 For 3 Man

] Database with Oracle 11g 5300/Month %900 For 3 Mon

:_I | Computer Networks (Theory) 2010 5300/Month 5900 For 3 Mon

| |pHP $250/Month 750 For 3 Mon

! | Structured Query Language (SQL) $200/Month 5600 For 3 Mon

[ | xmL $150/Month 300 For 2 Mon v

| Record: W 4/20725 | » M ¥ | & o Filter | [Search

S &5 gdlis 5898 8345 3,U
Exporting Access Table

Ok (JuSs gaiis S0y ¢ uinS 45 ganli i 5Ll Gleaiids 05 o 5 Baiid O3z I
oS &5 AL 0 g sy e T o (S g g 0L S 5 S i
i ad (gl oy Wl e 5 035 5 PSS (S anliyi U 3y eSS el g30500 Ay

w2 a8 Gleals (5585 535 65 Ay Cungyd 5 SAS 8 ydiionS &3

Jeses 56 30 ol ospypadin
Exporting a Excel datasheet
G308 05 (S & CO 3 Sole 540l )4 U Ad S & (S aids 09403
A S e

s Export Data sas Lot o oG External Data b jausd oblS Iz, J-1
:aGExcel jaudd
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Evternal Data | Database Toals Fields

Fann]
== T I I

o h-|Text File | ek
']E} L 18 XML File 3/ sik] v

ess  ODBC Saved | Exeel  Ted
Database *:j”ﬂ"f Expi File

Link

03850 by AL 58,5054 ek BIOWSe cia g3aa s0sad S syl s ol ru—2
ol e 2010 Ll LU &8 a5 g5bs sSabb )32 «osaiuFile Format sa g3ea
1455 Ok jawdd oIS ¢ &5 6,0 uaJlj,JuL,urd&zSAﬁ Sk ¢ e, ak 2003

oS o pian LSS (S s 03 S sl Sinls jaie S 3 0,150 4n (o
toaleds

G &S o al3S Sl 5L oo 8 S Export data with formatting and layouts
(3 8380SSS 050 (Saanis batasy SawaS s LU LU S el laalidan pas 000 yd
sy YW ol aw ad anl eSSy 5 ol g

IS« :Open the destination file after the export operation is completes:
Glsls S0 IS Sasmslsas glags laassylidan pas pod iy S WS aiS Ll s oS
034 S0 aS SO b SISO AL Sty 5 S sael a3

pooyhm G ppm aifS lsp Sbad a8 WldS'w :Export only the selected record:
9 dd Jas ¢ 4541:-—‘.}‘5 siﬁl_s JUA.ZE—%N UJ"J-: C)l—:..)Li" 64;!}.4},3 34 Lg.adﬁ ‘ l:s\}bﬂgﬂ rdu‘

LaSais
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Export - Excel Spreadsheet

Select the destination for the data you want to export

Specify the destination file name and format.

Eile name: |C:'-D0cumems and Settings‘\Administrator\Desktop\SuperMarket. xls | Browse...

File format: |Exce\ 97 - Excel 2003 Workbook (%) |+

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available anly when you export formatted data.

OK, l [ Cancel

: &S Close gassss jauwdd elds-3

Close

34.3'.\19'\5454.«-%.-544‘ SALiS 5 40dd ¢ 98990 Camigyd 4541«-&.25 AJ,:L‘? U.uéj—4

A B C D
ID Thing Product Date | EXP Date

=S I T Y [

1 chips 1/4/2011 1/5/2012
2 Kream 1/1/2011 1/1/2013
3 hiscute 1/1/2011 1/1/2012

128



s (0 U 3 s)lsl5 osnes 40
Exporting a Text File
s Export Data csasd glat 5 oG External Data b jewdd oS Iz, o-1
1450 Text File jaudd

- — —
S
Text

File

Ok JMU L‘L"JS X ASJ. d)tié 645&.‘& @)ﬁ}b ‘_;’é_,.:’: ‘ojd_BI'OWSC ‘::'44.3 ‘53#4.3—2
3

199 48 a0 b S wad G an,Lly gosws Sha 32 Il ssas So0 wosnd -3
:ASQ NCXt JMAJ dl.“JS QL&H ‘9 ij{uﬁ'ﬁ

i Export Text Wizard 23

This wizard allows you to specify details on how Microsoft Access should export your data.
Which export format would you like?

@;_)elimited - Characters such as comma or tab separate each field
O'Fixed Width - Fields are aligned in columns with spaces between each field

Sarnple export Format:
1, "chipa”, "1/4/2011", "1/5/2012" |
B, "Eream™, "1/1/2011", "1/ 1/2013"

B, "biscute”, "1/1/2011", "1/ 1/2012"

[oa Jea T

(e (o=

.« Finish jaud alds-4
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. Close jawdd dds-5
i (SHD  a AShienS & gais Elis-6

1,"chips™,"1/4/2011", "1/5/=201z2"
2, "Kreaw", "1/1/2011", "1/1/2013"
3, "biscute™, "1/1/20101, "1 12012

d o0 oSS U sy S 5 gaiS (45850049
Exporting a XML
s Export Data sas Lot o oG External Data b jausd oS Iy, o-1
&0 XML File jeudd

AML
File
OK jawdd dldS (5 &5 g5bs aSabB 50,5554 35 25aBrowse aa gyoa-2

Export - XML File dy O

Select the destination for the data you want to export

Specify the destination file name and format.

File name:  |¢:\Dacuments and Settings\Administrator \DesktopSuperMarket, xml

BT o ) [ oo
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als Sbaylidan 15 200 )a SS4S o w38 Sl Sbad ddS (O3 s g a4

Export XML

Select what information will be exported
[rata (XML
Schema of the data (x50)
[ ]Presentation of your data (50

[MureOptiDns...] I QK I l Cancel ]

&85 Close — giwsls gaaS 558 yaudd ds-5

Pag Comg)d 3o OASAD (5 S (LU Luis-6
<?xml version="1.0" encoding="UTF-8" ?>
<dataroot xmins:od="urn:schemas-microsoft-com:officedata"
xmins:xsi="http://www.w3.0rg/2001/XMLSchema-instance”
xsiznoNamespaceSchemalocation="SuperMarket.xsd"
generated="2011-04-16T19:41:39">
<SuperMarket>
<ID>1</ID>
<Thing>chips</Thing>
<Product_Date=>1/4/2011</Product_Date=>
<EXP_Date=>1/5/2012</EXP_Date>
</SuperMarket>
<SuperMarket>
<ID>2</ID>
<Thing>Kream</Thing>
<Product_Date>1/1/2011</Product_Date>
<EXP_Date=>1/1/2013</EXP_Date>
</SuperMarket>
<SuperMarket>
<ID>3</ID>
<Thing>biscute</Thing>
<Product_Date=>1/1/2011</Product_Date=>
<EXP_Date>1/1/2012</EXP_Date>
</SuperMarket>
</dataroot>
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s Export Data

303 gaeliyy 3y eS8 galis (53,0

Exporting a word Document
Shad gt o oG External Data o6 jawdd dlS ¢ laspsl, J-1
145o Word jawd ods olal 5 &6 More jaudd

sel : Database (Access 2007) M. | | o P ER
External Data Database Tools Fields Table & @
? I,;.;] a&ile ':':':J =1 0 (A Access i M|
S = o = =
B i‘ fﬁ XIMWFile 5/ Esl'——'l S sﬁ ﬁj @p Wiord Merge —
ess  ODEBC Saved Excel Text XML PCF  E-mail Create Manage
Database % More = Exports File  File -:r.\:Ps/w:? More ~ E-mail Replies
Link Export |:|:|:| Word
B[l g | = superMarket " W $xgt-3n the selected object to Rich I
b e
]p ID - Thing - | Product_Dat -
I 1 chi Py E—— 1 SharePoint List
ES 1 chips 1/4/2011 1/54 1] Exportthe selected abject to
2 Kream 1/1/2011 1/1, SharePaint as a list
3 biscute 1/1/2011 1/1, F=9 ODBC Database
* (Mew) ‘$a] Export selected object to an ODBC
Database, such as SQL Server

OK jawdd sl ¢ &85 g5bs aSabB 50,5554 5 5é 25aaBrowse aa gyoa-2

.S

.

4 Close — sty ganSsss jaudd hds-3
ol sbad gaSauiulS & aris Suoss (aShsy3 abb Wil Lius-4

EXP_Date | Product_Date Thing | o |
1/5/2012 1/4/2011 chips 1
1/1/2013 1/1/2011 Kream 2
1/1/2012 1/1/2011 biscute 3

XPS oL PDF LG 3 peensSss ganis o350

Exporting a PDF or XPS

- TYve gLM\.bda Coveos 9 m 393 @UML)M }Ubéj QLM%..«‘AJ @Km’ 3 Job 93 dJé}

XPS

I:I:I:l
S

PDF
or ¥ps

L PDF U agaw g6 SEabb ol




AL ok
More Exporting
(S 5 S ais (53)0 G 0550 Sl $aS03 (F3,U 135 S & CO 3 So e el
3= 5 Word Merge (Jaas 3= obs s3> S &5 anlipty 3o uionS 5 s 59,0 58
.dBase File ; HTML Document , Share point List ; ODBC Database

[ﬂ= i' (A} Access i Y |
— [l word Merge | =¥ =
E-mail e Create Manage
:?_Hﬂ-:nre* E-mail Replies
FFH  word
‘G|W] Export the selected object to Rich I
E Text

FH  sharePoint List
b 'E.;_I_uj Export the selected object to

) SharePoint as a list

' ':'I| ODBL Database

“Gowy Export selected objectto an ODBC
Database, such as 5QL Server

HTML Document

e
ﬁﬂ Export selected object to an HTML
document

FFH  dBASE File

'i:'.';{lﬂ Export selected object to a dBASE
file
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Jigay G005 hinmay amylsly Gusainy (COS0 Cannys ols b5 5 atlsyss olsdd gLimay
AL
Sl S5
Type of Relationship

:One — To — One Relationship Ja 3 Jay gkisgma -1
ew g8 ‘,45-0“ gacis SO,Legs an 8,0 asaaSssl A Sy Hae s Jay 3 Jay guemas o
s S M (5 g4 alis) prasd gads s,le 3 Ju

:One — To — Many Relationship ,3; 3 Ja gwismas -2
cae s ROWS clyleys & 5L was g3 ((Soyam) pSay gatds SOoleg san lany52 pad
Sl oS aislyamen rv'}h\.g ol prasd SaLis o

:Many — To — Many Relationship ,3; 3 135 gwssmas -3
cooar s ROWS wlijloys & 505 wap g3 ((Syam) paSa gais (SO)leg jan 132 pad
d e Sl o SU5 war g s gads SO)ley jas ol prasd Seis J

.lé (‘;BJM) rdS{a‘ 54:.&&

SR (P95 Comgyd
Create Relationship
P SO A S Canyd oI5 Ll W sy (gsailess s an Gleatds 550 LS
VY PEPTE LSV
039,485 4 a5 a1
.« Database Tool U jawd dlds-2

:a55 Relationships gaSsss jawdd dds-3

| Hame Create External Data Database Toals

/N ® =] == =

_ompacdc and Visual  Run Felationships Chjedt ==

Fepair Database Basic Macro Dependencies _1‘53
Tools Placro Felationships
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« ‘5-\30‘,3’4,1 N-TLN) GQLX’.&: ELY «jb)&é;nShOW Table awis ‘f‘-\a% 6)&)}) -4
Gan ‘4& Add JMAJ e,L;.lS Slags ¢y ASJ‘ Jd.ucd &L&S.;JS dJAJ“ djdﬁ %AS{ S 999 c'-\a’Léb.Ea

pid ogaiudls 3 & Close  jawdd dldS 1uubySd o5 coaSss oL; Ol dis sy 4LES g p0in

: 10,5,
Show Table v

Tables | Queries | Bath

Table1
Tablez
Table3

[ Add l [ Close ]

BT LY Cé'.ubé)dfd.r &l.‘. ‘99 @x M‘,.Zg ﬁl})é ijd.’f.m"lb S8 98 ) du 69)‘5})) rdj Js\fb‘ ]
S (s5a SeoRelationships gaaSsss jawdd 53,8 ddS olyys &5 (sDesign b 1y
AkSéJtSJ}J déjﬁlx%ﬁ cd& ShOW Table 6&?}}# JMJAJ

1050 dU5 G ais op)le> g e r4.‘,—5

2=z 'Fab[el‘\{:-j Tamef{fﬂ Tah}&t\.{ - Reiatiﬂnrship;".._:

Tablel f
: Table3
% D :
i ¥ D
Mame Price O
Address o
Mumber of Sets
Multiply
Total
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sy YIS CudSG Cang)d By N S9A0d ks A ity 4Shsle abi =0
Y %IJ Codm ¥ Dashy gosaly 5 0,50l S ganS y5n Hanad afay gab oy o5 gaSanis
shwed AN Oada gL« CodSy Congyd Sitgdy IS o (gyams & (P90 SALES S g 44T

o5 Sea 838yl 5 69)&}}? ps Oatay Sop¥ waSansle ar S 593

SEE Tablel\d. s2E! TabieB\{\-_"] Tahlel\1 - Relationships .‘~.‘-____.

Tablel
7 D Ta_blea
¥ ID
Mame Price O
Address HEEDRE
Mumber of Sets
MMultiply

Edit Relationships

TablejQuery: Related Table/Query:
D v D A
= Jain Type..
w

[ IEnfarce Referantial Integrity

Relationship Tvpe: one-To-One

3y 455 JOIN Type saaS s sawdd oS sSunispin 332 535 5L 30 Sloes =7
Ok awdd ddS 5555 o5 cods oBo,3 o S UL $aS &S gou 3L 5L Gls Ll

Tameﬁ_;l Tab}ﬁw,j Tahlelii : Rel-at'r-un&ltl'p;ﬁ\i: e
[ Tahlel !
s | Table3

TablefQuery: Related Table/Query:

D +|ID

[

Jaoin Tvpe.,

Join Properties

{1:  Only include rows where the joined Ffields from both tables are
equal,

{21 Include ALL records from 'Tablel' and only those records from
'Table3' where the joined fields are egual,

Rd (333 Include ALL records from 'Table3' and only those records From
'Tablel' where the joined fields are equal,

(] 4 ] ’_ Cancel
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I_I Table2 qJ 'FableB\qr. =EE| Tabhel\{ - Relationships '\"’-___

| Tablel |

Edit Relationships

Table3

TablefQuery: Related Table/Query:

D ¥ D

[JEnforce Referential Integrity

Cascade pdate Related Fields

Relationship Tvpe: Cne-To-0ne

Cascade Delete Related Records

Create

Cancel

Join Type..

Create Mew..

Idfd.x.b'éy“@‘ M'M—g

Tablel

% D
Mame
Address

—~—

25z Tameﬁ,_iﬂ Table3 "{:“:_fj Tah[el-\i =7 Relationships

Table2

¥ D
Price One
Mumber of Sets
Multiply
Total

SNy S0,8 ©yaSail

Save Relationship
:15Quick Access Tool Bar o .4 Save gs 8 @paSasl gasdyss jawdd oS

.

A]|

Sawve [Ctrl=5)

¢ " —
_'lrl:_'lrl_'_
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Edit Relationships
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G g5r (o 4 ¢ 30305 585 SNy (SIS A 50 5 305 Gty &0 Do haw Baen
1650 Ok juwdd ddS 5 450 aSwn S o 8iuss

Edit Relationships

Table/Query: Related TablefiQuery:
Tablel

)
Join Type..
Creake Mew.,

[JEnforce Referential Integrity

Relationship Twpe: One-To-0ne
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One — Table Query
SCreate a8 cunsys LU Hawdd Wl -1

iy ey sddanys o &G Query Design gadSsys jawad ol -2

Home Create External Data Database Tools

a He @ ReE

Application | Table Table SharePoint | Cuery  Query Farm
Parts = Design Lists = Wizard DESi%

Templates Tables Cueries

S gyd Jﬁ% rLf Y J)_,.:g NN 4)0}41;:;0}81'10“7 Table ALis> @'.\5% &ﬁb—3
1480 Add gaaSsso jawad WS GG 5 &S0 Haudd SIS o aS

Show Tahble

Tables | Queries | Both

Tablel
Tablez
Table3

[ fAdd l [ Close ]

15488, 45, of SClose saaS s Hamad dsShow Tale Safds Shyaiuls 3
3 yﬂu d i I 5 (0aS0 Cang)d 3 LS asiless &S oIl gaalis ju L -4
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| T Table3 | I Tablet | 31 queryt

_Tablel
| *

Field:
Table:
Sart:

Show: | | IF]

Criteria:

djb JMAJ M}‘Cﬁ& Cﬁ-ﬂj)éﬁdj‘”’s G Aﬁjb.z.h &S Sl &L&.x CJAim’ 94 @KQ‘,:N

ol Gledddy o 5 S W s 300y a0 LSS s

LEEEREREL]

Field:
Table;
Sort:
Show:
Criteria:

D
Tahlel

Tablel.?

D /7

Address

[

w a0l Ll s dSw s war ROW Wiy, e cuisSonly o doysn jan g5 J-5
éwgulij@& GfJ.jdj":ud e jbdduf Iyanls 34.' & Sort 6)(34.}}&&&)_,3.& @é;}’e
Ol st S’ G g iy 4 05 945500 S50 (o (S oS S darits

Field:
Table:
Sort:
Show:
Criteria:

o MName
Tablel

Descending
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Field: |10 ame Address <
Tahle: |Tablel Tablel Tablel =
Sort: || v
Show: ]
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[ Num Lock | B & i m@

3 oledSun)sS dxjhe 585 (Sw a SHLAs sty goae JsCriteria gy, & -7

apd s pdy o (o3 3383 03030 (995200 Wil 4 5 1asU (Sl A e s 3 GG ey

cdosh &S 1345 dg )5S W (e 3 plesilsl sa g swslS o 5 “Hemn”

Field: |ID Mame Address
Table: |Tablel Tablel Tablel
Sort
Show:
Criteria: 'Hemn'|
|

1aSGRUN a8 555 jamad AldS aSa ) g8 w5 15 LS )8 8 53, ac> 3-8

&
Fun

[ oy pdy 4S 4y 5 plE4-9

_'“_II Table3\{:j Tab|e1\1 ‘3 Queryl .

1D - EiE - | Address -
1/3 /1985 Hemn Hawler
1/4 /1980 Hemn

12/31/1982 Hemn Slemany

* /0 Wemn
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Application | Table Table SharePoint
Parts - Design Lists =

Templates Tables
&S Query Wizard a8y jawdd dds-3
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Query
Wizard

SSimple Query Wizard  jawdd ddis-4
.& Ok )MU él.;JS—S

2IX

Simple Query Wizard

_rasskab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard
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Combo Box Wizard

-

‘s |

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

[ want the combo box to get the values from another table or
query.

(@) I will type in the values thatI want.

= II:rnd a record on my form based on the value T selected in my
combo box.
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Combo Box Wizard

What values do you want to see in your combo box? Enter the number of columns you want in
the list, and then type the values you want in each cell.

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

Mumber of columns: ll_

Coll
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Mo
# May bel
*
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Combo Box Wizard

Microsoft Access can store the selected value from your combo box

in your database, or remember the value so you can use it later to

perform a task. When you select a value in your combeo box, what

do you want Microsoft Access to do?

{_)Remember the value for later use.

(%) Store that value in this field:  [Info| w
Cancel ] [ < Back " Mext = ] [ Finish
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Combo Box Wizard

What label would you like for your comba box?

[rmel

Those are all the answers the wizard needs to create your combo
bax.
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Command Button Wizard -

pressed?

Categories:

Record Mavigation
Record Operations
Faorm Operations
Report Operations
Application

Miscellaneous

What action do you want to happen when the button is

Different actions are available for each category.

Actions:

Find Mext

Go To Last Record
Go To Mext Record
Go To Previous Record

[ Next > ]’ Finish
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Command Button Wizard * IAS.:

Do you want text ar a picture on the button?

If you choose Text, you can type the text to display. If you

choose Picture, you can didk Browse to find a picture to display.
ar

@) Text: |Seard'1ﬂ |

y Picture:

m
o
[
m

Show All Pictures

| cancel || <Back | mext> | [ Einsh
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Command Button Wizard

What do you want to name the button?

A meaningful name will help you to refer to the button later.
[Finf] |

That's all the information the wizard needs to create your
command button. Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.
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Report Wizard

Which fields do you want on your report?

‘You can choose from more than one table or query.

Tables/Queries
|Tab|e: PhonBook v |
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e ) e
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Report Wizard

What sort order do you want for your records?
You can sort records by up to four fields, in either
ascending or descending order.
1 | v | Ascending
2
| |
3
| |
4
| |
-
=
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What title do you want for your report?

|Ph0nBon |

That's all the information the wizard needs to create your
repart.

Do you want to preview the report or modify the report's
design?

® Preview the report.
() Modify the report's design.

|
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