.c‘r"_
r'

13O

« HOSOIMNN

OT0Z =20l

-a.0Office 2010

Professional

LECTURE OF

Microsoft®

Access 2010
English

U
—
@)
-
M
"2
)
O
=
Q

Preparing by

Eng.M.Abou Elela




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

- - Microsoft Access |

LSy e ke datia

O ALl A3l e ) iS Calis Y Microsoft Access 2010 - saaadl &l o) a3l

Ce el < Gaen (B Sl Wil (e (53152010 a5l A File 4o 50302 2007 (sl 3 @) 0s) ) s e Led
aaill s Access 2010 gl ity e 685 o g (V) 5 Liladl Lga il o 685 o g (Al 5 0l a5 28 g debida g Jads

SJand) &l dlbrandi g cilall Jas ¥ g) uasd Access =) geabise W) day Lagh dlada g galipl) o Jand) liSay (usd oY) gral s psan

IR S YOI Lera Jalaill 3 dgiadiala Qg | ——

280y waitkgll SbLl baois o

ac;ls Lllu 5acls

& [N

0

Jlgd el 23los  bpeWl Lllgall  oble 8acld | bl 8acl®
o &c)lé a3

8

Office.com «Jlg3

& | _H 8=

.

Ryylixo [ty T Algog Jiluwe oJl.’z.rFB&:{_‘ v.lg.ai

(VRIKELII PR PRIV PLTR-5' TEN <l 68 M - &SLoyl wiitibyll 5

o B2

et (5

waloll powl
| |Databasel-

C:\Users\mohamed\Documents\

el e Gilal) ¢ 583 e g and |

el pall A 1 LS I ol 2 43L53) 5 ) aaed 34S e



https://sites.google.com/site/computerlearnbooks3/about

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

2 Access Interface

Address BAr Group Bar (Ribbon) | ] Tab Bar

N
e § PEFE

|-
Home Create External Data Database Tools Add-Ins & @”

All Access Objects

Search.

N_um Lock |
y S

Navigation Pane Status Bar

GUS o g3 23 ¥ 2010 (gl A gana (e galise ) 9) Access 2010 gebig g Jalailly gl ¥
A gy Lgan Jalacil g grall yull 381 55 IS o il elll g

Jatilly el yall dganl 5 7 iy il £l ) OV 2 83 g



https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/microsoft-word-2010-arabic
https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/word-2010
https://sites.google.com/site/computerlearnbooks/word-2010

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

2 Adress bar

Databasel : Database (Access 2007) = Microsoft Access®

el R wamadi 39 Undo s1ual JA) salial g Redo @islaY) o8 aal iy Save B8 Jiug) 4 3 g1 9 Cras) 5 50
rlpn Quick Access Toolbar ?,-uud\ Jyasll Jay
Saié Lera Jalaii (o1 i) 3ac1d Cila and g Database gali ) sl 43 32 g3 Jas oY) ¢ )
E-mail Min suaill g Max ssill s Close (YL guabifh338U aa Jaladl) J5 s 2083 sl gal)

Quick Print
Print Preview ﬁg
Spelling £y

Undao

Access 2007 A dilud) dailt cilibyl) so1 8 lo aaing Access 2010 gabige o &) i) Jay pdi ad (o BaY

Reda

Made

Refresh All
Sync All
Mare Commands.,,

Show Below the Ribbon

2 Tab Bar

Home Create External Data Database Tools Add-Ins

420 9 LaS gl by pdi e AT G g LSRN M8 HlS panalf GRS () (gl (a9 e gannall Jay sy DalS Unlei ) T pa 130 G giil) Jay i o 2

LASQLQJA.;AJ\9&5\3\)@2!@)&@0&3&\3@&%@‘Qﬁj@ﬁﬂ\&ﬁj&@ew@&ﬂijﬁ&wyj 3.\9@)}
BaY \gale ot o g GAl) 9 gl sl A ) il 0.0 (pa g grda g LaS il L AadlBl) A (pa g gl gy il g% st (S

File Tab

Home Tab

Create Tab
External Data Tab
Database Tools,Tab
Add-Insfab

:Z Group Bar (Ribbon)

Jand) dagda qua gl A (5 AY) cile ganall (lary g Lday Tab Bar qusd du ydh e iy jids 8138 Group Bar cile gaaal) by pd ¢ Uale g
Ll g8 atan 7y g BaY W ju oy L g (Al g Aiasal) Ao

5
L


https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks/microsoft-word-2010-arabic
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about
https://sites.google.com/site/computerlearnbooks3/about

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

= | File Tab —

Microsoft Access 2007 4iwi A 0 oud gl 45 Jas alha Cila iy g ald Cua AcCess 2010 gals (B S JSda adiinual) Agal g avanal ale ) o

Home Create External Data Database Taols Add-Ins

Available Templates Blank database

2 Home

LB D m L&

Blank Blank web Recent Sample My templates
database database templates templates

Office.com Templates Search Dffice

30 LB L&

Assets Contacts Issues & Non-profit Projects
Tasks

File Name
Database2

C:\Users\mohamed\Documents\

4

pa)ae) g ABE ) g dlieluda g Adda g il Microsoft Office 3 A < jlaa) B 5 8 i cuilS A1 Apalad) sa) 8Y) (udi (5 i File cugs (398 AL sic
Jia daa Jaladll g
( Save - Save Object as - Save Database,as — Opehy- Glose Database — Info - Recent — New - Print — Save & Publish - Add-Ins
— Help - Options — Exit)

Y a5 Acce8s 2010 Aduai b Asaiuadl) sa) g¥) Gy AL (819 L 3 geailal) 5 Lo Labad alaig Lide Bagaadly i) AGbaad) o) 3¥) alina o) Badls Las
Lie s yall ing) i 48 jmal na LA sy o 95 L gou

Save (Sl .01 Bix))

Save Object ag( bl 8o 1d; Aapial) ciliisl) hia )

Save Database as(Ua!l Wi auly Sl a8 hia )

Open ((J2 &raBasa g cililal) 31018 b )

Close Database((gebi) O3 el 3o BE) )

Info ( Lhiuay o iy Gmesdivall p jlall) plas) LeBIA (e liSay g Lgale Jaally a g8 ) L) 3208 (o Cilaglaal) (any 327 Lgdg)
Recent ( gl A e Lpra Jaladl) o Al GlLal) 301 68 aran slow) 295 Ua )

New ( Lgibapanally g g Adlaiasd) cliSey 5 3aLa) cal 6B (e 48 pana 205 G guu g iy iy 208 il ardiedi gk 4 9)

Print (454 5 de L) fud sae g doLidal) 48y jha g dasldal) £ 63 LA 9 clibd) aeld il ga Ao Lib (e liSal )

Save & Publish (sl g 438 i g) (5 AN 2 58 Ala )i 9l o) ladea () abaall Jls ) (o 8 al) 030 P (1 LSy )
Help ( Aaiial) S il 38 (e clagd gl (any A e dlldy A L) g alipoll cilaglaa (8 Jguanll)

Add-Ins ( g Gsish asag dla b laab A jlea ¥ Ggishll DA (e cilal) Juu ) dlige; Lgda g Bayaa dbl) )

Gl 038 adf (e g g B2 g2 gall il LEAY) (§ask (8 el ) AL cillana 5 JSG (A aSatl) LEIA (e ¢Sy 4d) gl g (a9 Options il g 22 53 LS

4



https://sites.google.com/site/computerlearnbooks3/photo-gallery
https://sites.google.com/site/computerlearnbooks3/photo-gallery
https://sites.google.com/site/computerlearnbooks3/photo-gallery

ENG. M. ABO EL-ELA

1. General
Leiay unaS) ali g A 1o gach V) ) JUAD) s (B ADIA (e (ST ale
LS (309 (il 5 3 gul) Lad O gl AEDE (s gl ) LGLG 0o (B aSal
Fomall) o AR cliL) 3ac18 Bia (S g adiiial) amd g 23 g0

2. Current Database
i) 528 5 sine G20 TbsS i DA (e Sy g Al il 5201
Aol i) as B o JS& Waa SliCay Las Lgiighy (<G g Lganily

3, Datasheet
A Sl 485 (a0 43,8 it DA Ga (Say JLA g g i) 48
s AR AL LAl S g Jglial) (JSG  sgdh S g unnsY) geall
Aal) i) 5as e Jaad)

- -

& General options far

Uner blartace optaom

v I

Cresfing delatiases

Detau® e format for Blank Dasabars  Access 2007

ey g haned Domumene

New Qalatisse Jort order

Frisocaitze yuve copy of Mursstt Offes

Uler name:  mohaned

pretian

Genenl - Legaty

Microsoft Access 2010

Apgicativn Opmam

Ters the ax

Gistines and ol sftects

Cn




ENG. M. ABO EL-ELA Microsoft Access 2010

Tatde Seug view
Detaukt hinle e
Detauk teot tieidd stae

Detauk prenbier tekd siow Long teger | =

nirpor/Treste B kay radenum

4. Object Designers ; :
A JSd il cliLyl) Bael o aildl) aubiien Wi g cililyl) gasan rbis M o
e Ak g i g @ iladll g cladaial) 5 Jglaadl (i JS pracal
araail) pUE) Ciand L) pUadY)

et #

Form/Mepoct design view

Selection behwice

5. Proofing
(B899 Axal ja Jary (uesSY) galid lacad) ADA (o Sar JLA ga g (aBxi |

o Loty aaaall o gy g () 30 981 o ali ully Gail) Cily ginal | R,
padiucal) GE1) (u gald LA g ALY AL Flanad) a3 juall a 33 fS ey
o s

ry language:  Engtah fuL)

& elling LANQUIgEs e IANDUagE- e ie aure:

6. Language : -mum .. o e
Basiim (1 (unSY) gl i Aga g LdSEDIA (e (Say LA sa g i e

d2Y 8 akall) Liny) cliCay LaS A8 Jlil) aBga (pa Lhansa Lgdians ol cilid

iad (g i) Ardy gl il Aga) o3 BUAL aa Jath clial e gleal) gl b Checne sty and e L

Set #he Languiage pIarmy oeder 1ol the bottons, tals and Mep

slan) g S Jhgaldl tedally A satady) datlly gali yl) dgal g Jaa dliay em—n
1 Match Desplay Language «defautt »

L Nt Maraso® Wendows «default »

Ll o) A el dallly Lgitlag g )Y L e 1 Eohn

Drtw 062y (ANQIGEs INTIINGD e £

Cn




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

7. Client Settings 0
(o Apeailly Slla) JUA) G plad 9 A8, pha B aSadll a5 Jpand) e o
e apaail] Als o (ha LAY dy lil) 32016 padioua o) (Jpanl) syl ¢ taves
) sedial) s el il Lgy juiil) g Jal gad) dmy apaay aLEY) dlica, ‘ 7o
el 3 e cililnd) Bacld ) clild) JLA) 48, jhat sevomass Rian ot

Fenerd abgnmeet

8. Customize Ribbon
wha&aggwsieah)uﬁﬁd\ 0da MA (e il ga¥) Jay pd asadl
oLl S (e LSy LaS o gl g il ganall dda i) il gSa (amads
Zabill dgal gl g L dlaladiin Jgw Cuay ilial) da gf @l jlaid) e
Lgl) Jgesl) A gn g pa) g elilalia) g elaladicn) A o

Waaar Tabs
¥ J Pt Breden

R Xl LTS

1.

i

o Form View
Format Painter
i Lapeat Ny Tats Hiew Sowp

ustomizstions Rget =

Ingon,tgan *

Choose commands frare

Popuiw Convmands

9. QuickrAccessyl oolRar N | e
O Uiy Guialhal 5 Bsall B30 J3A (g ol e sl i 50 oy 5 ‘ e o
Lo Wty Jasnlg ) giadl Ty 3 5.3 92 gl ) 9391 il 80 Gasuand R
S A g (A8 30 Ly 9 0 S5 Aadiinal) el g3 ) geca gl gy oot oo

Dwlete Record

L Jaladll g o gualll B e

1 Lol

3 Dataisest View

E) Espotte Escet igreadibect

uMtomizations Hpet =
ck Acteis Toaltur Betow e

Imgon.Sgpon *

Cn




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

10. Add-Ins
b g) ol g AS gana B Lga) )l Baida Aadd A g AdLLY) Caills gl
abin pladiesd Alla (8 Jalatl) o gluad 9 4By sk yaad il Lgda § 2010
3393 54 5 A) 4dl) 3 ja (o) ) Gagighl) e clilad) Sla ) A unss)
oY) Ald L g et & g gl dadd dlae ) audaiod Lgad & g

Lecaton Trpe

0L Buetooth Software bisendto_office af  COM Add.»

sth Softwareltiendto_oftice 40

Deunphion

MWarage: COM Add-m .;

11. Trust Center
Bacld (358 Ak sk (o claglaal) Glan e Loy Lka g G55 S e
A58 0 G @S JSsal ) Jas YA (e el g Lgdaligreitiinnl)
S g g Sila

Por mere wfoewation sout how

Truit Conter Settongs

4 gall Group Bar ce sanal) by pda Ll Uali ) Jafi 1o Tab Bar gebisadl quesdll I pd o) g (a <83 LS
A3y ey oY) Gt g g cliLl) &\ﬁﬁw&'@&hﬁﬂl@.‘amuﬂ\ Tools <l g JAe 59 ‘5‘933,3‘;'3\3
4 b jal) e panall day g cu gl JS Ao Anaa




ENG. M. ABO EL-ELA

Microsoft Access 2010

Home Tab

=

Jj’ 4| Ascending

Filter

X Totals
‘5 Spelling
v Ehlore x

Filtsr Re ds

Selection ~ x = N
=8s
Refresh
All - ¢

ave

23 Copy % | pescending ¥ Advanced -

View Paste

Views Clipboard . Sort &

Calibri {Detail)
B 7 U _.‘-_\.'

Text Formatting

Ll Groups e saaall Ao A ) dadeal) G o (5 59

(Views Grougmhua s (@b 4s saa
( Clipboard jpdkélal) de gana
(Sort & Filter) dubaly ju dc sana
( Recordg)hedlawde gaze

(Find ) &y ds sana

(ABxt Formatting) uall g s sana

Create Tab

3] Form Wizard
j!\lavtgation ¥
E] Mare Forms -

Blank

Form
Farm

Form
Design

Table Farm

Table SharePoint | Query Query
Design  Lists~ Wizard Design

Tables Queariss

Application
Parts ~

408 Groups

i=m| 5

2 & --

Report Report
Design

ws¢ Maodule

3 ﬁ:&{ Report Wizard
< ;j Labels —
Blank
Report

Fa ) .. Nar
mac

ort

& C1ass Moduie
Macro
al Basic

Cle gaxall (o JS Ao pLA) Cusli s sian @
( Templates ) ol 8 4 gaza
(Tables ) Jglas 4 gana
(Queries ) cladaiul 4s gana
(Forms ) g 4s gaza
(Report ) s e gaza

(Macros & Code ) 305 95k Cilia g A gana

2 External Data Tab

AIEI

XML
File

Text
File

Saved Excel

Exports

Import & Link

xport

PDF
or XPS

(A} Access = Al
@y word Merge | = =
Create Manage
E-mall Replies

et Data

.z': More ~

4Ll Groups wile gaxall (e JS Ao A A clily qul s siay o

(Import & link ) g 3 pbia) de gaxa ]
(Export) spuaide sana 2
( Collect Data ) <l graaide gaza 3




ENG. M. ABO EL-ELA

& @
LEE

Visual
Basic

Compact and Run
Repair Database

Macro

Navigation Pane

Macro

’3;7.‘..{ o

Microsoft Access 2010

2 Database Tools Tab

24 Database Documenter

29 Analyze Performance
Relationships —
Dependencies | FaAnalyze Table

Analyze

Retationships

:_:..‘:"_I"| 10 ,'_:x:“-!
55 T
SQL Access SharePoint  Add-ins
Server Datab v

Add-Ins

aqu Groups <l gaxall (e JS o clibl) Bactd Cilgdl cugl s siny

(Toolg) < sildegara

(Macro )y sk de sana

( Relationships ) cilSlal i gana
(GAnalyze ) Jual de gaxa

(Move Data,) <kl JEde saxa

( AddIns ) Aduay) Ll s gana

=

Add-Ins Tab

| <4

Bluetooth ~

LN Group 4s gaxall (e JS o AdlaY) il gl cued s giny o

( Menu Commands ) 4@l jal i de gaa 1

=

Desian Area

Jolaa e

<<

el A ) LSl e Janll aadall 5 5all A g

#&\3@4\3)93\,:24)&‘&&&!@&J&JﬁJGﬂJGSLAJJQLAMU

Jalill g 7 e Gils

) A (ha cliSay (4] g il (py JAIY £ 50 A lagan
oda Jarl) dihaia & dra




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

Z Navigation Pane S

Al s JE £33 DA (e L) 5118 5 Alacaal) LIS 038 g Jalal) ayg Objects Gl ¢ A sana o8 5 e clibull 321 6 &) Baus Laa U o
Al gl o ciliilsl) cilid aran JS (5 ging

( Table ) Jglaad

Bac il (Say g Lgd ALY clibd) o (5 giag A0) i iy Bacld oY ) joaall & gy LSl o2 aa) A

A daaeY g Cllawd) A digiall (e dxe o g gian aa) ol Jgaadl g Jean (e S e (o giald o) ciliLudl

All Access Objedts (@) « || Oe bl Basliy Jglandl aan Cpadaa s San g Jgandl Ja)a Lgdada oty g cilaglaall Lgd 7 A1) J gial)

Search. 0 || i) 3ae18 LS S i Lgday ;g cilibnll e J guaad) gl ) zUidal) (33 )k
Tables ;

T Table | (‘Quenf ) cladlaiuy)

"Queries A | f Ea s Ama pailad gl gy o Lgiiuat g LS 5ilh ) L audadiay J glaad) ciliby ¢ Basas 4 gae

= Query elilul) sacld pidla i ) i

Forms

g Farm ( Forms ) Gsw‘
T{EPOT—— i) S&GMQ\}'\A\J M\ Q\M&%%&Mj QUQ,\S\L@'A& e g-il-g-m dm‘uh

B Report ’ Clilal) ao) g8l andieall Ao Jlarie) g ¢ oS3 Buada JS lgn libil) auda g oy o) AN g

Macros ( Report )Juliﬂ\
Aokl 48 5 aracal g JSd EBIA (e JERY) oy g Lgasaaigilgiio Lk a1 L) cililnd) ypaadl aadiad g

Z Macro

(Macro )sustke Slaag
e Llas Sl @l o ddaa Alas DA (pe Uacial) cile) jaY) A gana 2

( Module ) duhaal clas g
clisgdan low Jhgaall) jal o) M adiin g cpira ) Ao AL die cpma el £aly a5l B yiaa el o A

O (e 83 LS guadl) (a9 JAEY £ 5a B Ll s i ALalS il Bas 1 L ¢ 685 Allaal) il gSal) JS A (e
¢ ks I Y9 JBY) e aalg Jgda o cliby basld o) (5 ¢5ad o) 2 Y g Jglaad) A cility Basd () (ulud ()
Jehaadl cliby o adiad Jua¥) & LY cladaiul) o) g ilaill o) &3 e o)

J

2 Status Bar g

Datysheet View Num Lock || FE &2

-

e e Jalatiall G il Gl g



https://sites.google.com/site/computerlearnbooks3/contact

ENG. M. ABO EL-ELA

w Microsoft Access 2010
2 Create New Database g

SLAGY daa Jalail) Ay gall pal) geid dind dyde Jaal) a5 Y o) cilibaal) 3o 18 Cila £ L&) (pa &Y A83Ll) il ) (e 84 g AcCess 2010 gabi o) S e < Sd Las

AUNS Baaa clily Bacld

Home Create

Recent

Help
(3 Add-Ins ~
] Options

B et

Cra O £ 93 Al dza aladl)

External Data Database Tools Add-Ins
Available Templates - - Blank database
PR e b cilly sacld Ll
+ fi¥ Home

i LS LD IE
Blank Blank web Recent Sample My templates
database database templates templates

Office.com Templates Search Office.com for template | +

M| g

Assets Contacts Non-profit Projects

SLATY yoa e )
Bluda cilily sacld
File Name
Databaseb

C:\Users\mohamed\Documents)

Create

Create e il a5 ¥ o) cilibyl) sacd e |

o gl JS ) JSAIL maal) a9 My Documents alaa A Wehida b 9 Database2010 awly clibyd) 32018 £ L) €l ary ol

Gl Saaal) 3G sl 038 (A5 (eXtensions) dieY) paud s cilall s duy 33 g5 Ci g jadl (e A gana cililal) 038 jualg dae Jalai 53 cililal)
daa Jalaill gali yal) 5380 b a3y ¢14iY) die g Database2010.Accdb (AU SalS cilall anl @58 &) A= Accdb s clibul) ) g8

Lgilad) ad Al clild) 3acld Do




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

LaS il Bas B Gulaal 98 9 1 J 9> (pamuy (ABL J gan AdLa) oy LaS i) Sac 18 Cila pa Jalacil) atd gali ) 32U 2 oy gluad) cilal) LT die & 3 LaS
ALNS Aad) oda B grali yul) 338U I ()9S 9 Jadd J glaad) aa Jalaill s & sedas g8 g Jgaad) il gl cu o gy

daa Jalall oty (o) Clal) an) 4y g ) gind) o 7 Jotall il gal qu gus

b = =
Home Create External Data Database Tools
| = ~

AB 12 fi-] [E)Date&Time

= [ ves/No
iew Text Number Currency _ ’ elet i i e 4 ~=s Validation
- =y M C Ze t / ’ - -

Properties Farmatting Field Validation

All Access Objects
Search. -~ | Click toe Add ~

ma= = (New)
Tables \ \\

& Tablet \ 1

\ R Lo el o1y ) Jsand) Jsia
— [T

Glilial) s bl ga 9 cliluad) §gaa

Record: |4 1 ofgl < No Fiite Search

Datashest View y |

Bl e JB5I Jay 5 l o) Ay s & uida g g Adlad) by 5

Siob 5aclal) 338 o Wbl 230 6B Bas el A% o) Y Uil 3B e Jaally £ g ) L 1o ) O S

¢ 3 i) S.\cléaﬂd\gugjﬁu ¢l s

¢ clilydl sacld Ay 5 Al Cilaglaeal) dagds

¢ atdioiall il glral) oS Audail ciladaiad ) gliaia Ja

¢ Sasll) 3g) Ao gidaa y 8 Jany 2585 &) 45 G

i) 3o 1A dafadiing dagds yyasil Gl 3ac L8 asdiicual) Aagday alil) alaly)

¢ (SUSka) clibal) 301 68 (g A gal g day )y ) Ag et o) dga 8 AL gl ) 5 A

A Latas Ciad O £ gsdia gl (B sl 0 i dle g pdia (8 Aale B SB ( 5Sl (Baaw L JSI i) 285 O (o) 0
pddiaial) J& (e lgale J guanll g LAY (5 sda g clilad) dauda g dda Cingd)

) g8 oL daaal) 48, al) 48 jaa W G s 3 ghady § ghad Lea Lgaranally o g8 i g AdalS il Bac B e Access 2010 gabis (A s daiay Cigu Y1
Vol e Jandly o aully o g8 G guud ilily 33018 () (ubaad 58 J 920 () (Gmw Laa Laa alad LaS g il




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

> g

O il ga 2al g pais Joa claglra Ao Jgandl 8 Jaw JS (s giag g () siad) o) ciladial) o) (¢ 98l gall S (ina £ guga J o il Ao Jgand) (6 siny
3 ganlly J ghal) dapd Lyl g cieally o) danads apdiy g gl g ) gindl g ansd) Sla g gBa (o Jamad) () 5853 9 e

daa Jalail) oy o) J gaad) and

Colum
Or Field

$35= - |Click to'Add ~

9 Jaa
QA gas

4l i) JA aid ) Javad) aaasl dadle

Gl 199 W Baae Jia o Jgaa (o) s O OSany A £ s ga (8 Admanila gl Lgda S (1330 (o) Jgaa e AS) e i) Bas B (g gial o (Sang
A UL 5218 JAI ¢ maa Jgan sl alyg ... sseay Falsig alBly o gl (el Adlida

i j L Johia de gana sl cuodi (e
Table Table SharePoint QALY Ao g GliLL) 43 g (40 = A8y oy )9Sy 9 Clibd) Basld ) AL J gan A8l Al Jgaa o &I a3y
S G N 30 Lagh J gnl) anal S Sa g Jghiad) O Al 5 e o 3 912 Jgin o8

‘ Sy L 400l rli (0 gau g g2l 13gd (sbaal) Uik g2 9 i jmall pas g (UL i g JS (B 0 Baadls

Al jLis) e oy dail el dgle A1) ais (Jgaal) B (29e8) aa Jia ABlal oy g g ABLSDY i) Jia

Jsial) G 4l i 3 Jia 9) 2 Jia o) 1 Jia AN dand ¢y 989 4 by (o LUS g) Jgaad) ) An) 3l 3 yal) Jaal

Airand Bale) aly Jia o) amd o oy o SR

i) 8 Undl) dacd Sl elld g Jia S0 L ) sy ) clilad) due o8 aaaiy (ad a gl ¢f i ageall (e
B ogda Aty ABLM A1) Jia o Cighgll DA (ha el Al g cililud) 3o 18! addiicial) b (e Cila glaall
Gl 338 Gag L Baa Jia oLl & 8 ) clibal) £ 5 aran o (o giad Al g A0




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

Data Type

(Text) pai
(Cisag ald)) Ay oo guaily Jiall 13gd cilill) £ o aad)
( Number ) ad,
(ki a8 YL Jiald) 13gd clibul) £ 58 Haad)
( Currency )iae
(i ol AardBY) Clalas Y (e Aland) £ g3 S1a0) Al g Alaally Jiad) 13gd Clilud) £ o8 aaa3 )
_— (Date & Time ) <8 gl g g it
Memo ( &33‘3 GJ‘JﬂQ Jaadl ‘:‘F i) &3:’ Laad)
Attachment ( yeS/NO ) Y/ ?’-.‘
e (Y SR el &8 ] JLEAY) aa pa g axd SLEAY ] g Aadle pua g JRadhlied il g o aaal )

Calcu Fie . . o .
i ( Lookup & Relationship ) 425 g ca
(g Jiay Jaadifiagd clbudle. o 2aa5 )
(RICh Texfl ) Budaal
(Abuia Gagailly Jial) 13T EULL £ 55 Ha0)
Memo ) 3 81
(Al 3_S2ag Jial) 13gd cililil) £ o3 aaai )
pAfachment )
(Dia Jghalls il Hay Jaal)IagdCilibnl) £ o aaad)
(d8yperlink ) (s bl )
(el o) sl dalgn Jial) 1agd clill) £ o8 aaal)

Lookup & Relationship

Paste as Fields

(28sign View) asadalll (a6 3ok oo Jglaal) aa Jaladl)

a8 Ay JLR) Ty RIS gana dyeai  ARBA]) 55 A (g Jsad) o i sl

4o 5 paad (e LEDIA (e (Sall AN g arasall) (2 2 AR sk A GShda jaal) Jgaad) Jsla o (g giad 328U UL gl
SIS Jia J< da jaal) i)

Datasheet View

]} PivotTable View

PivotChart View

" Design View Jia J<t el Ae g8 waas

Field Name "Data Type Description
Number
Text
Number
Text
OLE Object

Jia o 5l Aadls
. " Field Properties

() ik —
- General |Lookup|

Field Size

Format

Input Mask

Caption

Default Value

Validation Rule A field name can be up to 64 characters long,
Validation Text Including spaces. Press F1 for help on field
Required No names.

Allow Zero Length Yes

Indexed No

Unicode Compressian Yes

IME Mode No Control

IME Sentence Mode None
||Smart Tags

adiiall Glibyl) £ oi daghal puaida - i




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

2 Primary Key

L dgaliia Gl g )l g o) (eSS o)) 9 slam) Aglid Alla b adldi (pe JASY S 38 o) Dliad JAad) (il dguliiia gagd cila glaall (pa S () alai LaS
dad e B e gA g ol Uk oo La Loy pgda GliM g 4841 aie g JIANL clilud) a0 8 cilgaliiial) o3 canalt 8 g Agaliia il gl) () oS3 o) Aagll) (puds
Qlﬁj&ﬂw\e@)‘i‘j‘)ﬁd\j\ﬁf&)ﬁ‘faﬂ\(éJS\J\QUMAY‘QAW#‘@JJ&AQQHY\CdELA@.A@J&\SJAUAﬁss’JJSﬁSQ\QSAQYMJ\
Lgmaiy <l o 685 38 g JIAY) el Ulauda LAl Aal) 038 (i Access 2010 gl pusiy g o lally dalkal)

¢ (Primary Key,) f bl plide g La 1
LAl an gy g i mall a8y e 3y 8 Gy il B 5 065 La LI g Access 2010 ciliby 3ael8 L (Jaw) i JSI & 8 i aa Al o olu) rlida
058 O i) lika cliia 5 (ra g i (oY L1 S5 Sy Y AN b aall (pa B o) Audulh a1 gl gand) sLEN) N
By 8 4%y by L JSijry 1
UL ) g o) J gaa sl usbasll) Zlikal) I gha AcCess 2010 adiiew g S5 Y dad o Ladla (g giag s o) B8 o) LI 0 G102
da Y
LelaBlid) g clibd) 8 JIA) ade JAdad Al oS dlic 4 uluY) zUikal) Lilili Access 2010 (i @bl (o o diy sl 8 s Jgda ¢ L&) die 40) BaY
iy 8y ULl 4335 (e A8y gk B ) i) JSy Lt ) Uida 138 989 Jial) Iag) (LAY a8 5 ¢ o8 lilal) £ 535 Cljra Jia ol ity g
praaill ajeidi gl A AN sie Al

Data Type Descrption
Number
Text
Number

Jstall byl Uik g Jial) 138 o) ad Jial) ala) plidal) Aade g4l

Siad J gandl puibal g libaS Al g AL a5 AL g i jra JB8 £ LAIL o gl gali ) & ) J gaalll sulad] LSS mbiay Jia ad dlind 8 | pdala oS ol (18
A padd oY S0 Y asill 2Bl o) Eua Jgaadl b plide )9Sl condl Jia AV e bl a8 ) Jia N Gl ra (e b UG JBa iy Cudd 4B

Ewld Narne Data Type Descrnption
Number

Jstall el Ui jUidal) Jial) aBga ) g Uikal) o ga sy BnY ey b
1 Tex
C'LE| Object
Number

ZikaS Mia Ciilgl) B ) LAl aB) al 1 3lal Jo o Ui g al8 YU clilul) £ 53 paak g pibial zL8aS o gB) a8 1) Jia Lol Cidd 48
Al Lal il oY 1) S Y g Baa o (add S Suaa ad) e gl a8 ) () el ) 20 Y LA g 99 a8 ) ASUiLy £ 6 Liay) 9 g (pmind
LSt g ¢l (o) taa Al dua 3 L) S.:\AQUI*\S\Sm@MQWJm‘Q%MJJ@JHBUA)&AJﬂﬁJw\
o LAY aded A 138 5 psbaad U ()9S anilia pE JAad) 138 Jaao 338 AdLaial) 352 9 3 e g Chaadal) Jlaial) o daaad o) (Say

J

(b)) ke s 2

‘ v < Insest Rows 15 dadua Jlail Jgaal) apanali e 4835k ) o2 ad) 48y sk iy o8

Primary Ul Test v:ahdatlon :: —— Ro‘iﬁ_ Jsaadl & g (‘5“‘*43 o JJC"B Lady

Key e B Moy lankips Jsaall (puabua) like Jias s 2y 5 31 Jiad) Jo AL o8
bl lika o AT a3 ) 53) Ao gana JOA (e

SR Jaad) ) e ? () Uik JS (UL Jaa

Coptl ol 138 5 Y Jhal) o A o peilial) da ol (o Ctrl glike sl a3 Jg¥) Jia) o il elld g aslasd g UiBaS i cpa JESI 7100 liSay
i LS uabadl) ke




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

2 Create Tables

5A) LY il JAN 5 Jsiall slac) s da Jalail) oty g Ugles U S5 LaS 8IS J g sl geali jal o sy cililyy Bas B L) g (una) gali b ie
Joaa ALl LiiSay g elld b i) Bl (e 48 5 Lo A pdad) lild) dauba g 4 95 ua g (a JSS) (e (g gt () iy Bas 8 (oY (g (81
Al clibd) 3aeld ) aaa

daa Jalaiall g ¢ giball Jgaall and [ — Lalils Bdal) alyg Jganl) (B2 Aade | ——

A ol dad) o) i dadle | — DNy o el e MRl | el | AW | el | ClicktoAdD. =
JBab a g8l M) i) Jaedd) \ 1 3 5 sane Bitmap Image
agh el '

2 >
P e
JL

9 Jad) 1 o) g dadle
Al ALY )

Record: 4 4 6 of6" S Ma Filter | ‘Search

bl aa Jaladl) ady (i) o) 2

s Jga ALl 3
RS 1] ( Tables ) dslaa 4= gana ( Create ) sbéd) qu g (s
le SharePaint (e Jaladll i) d8)g e 4By ylay LAY datd g i) Bacld o) waa Jeaa eLAY ) Jea L1
> (Ara Jalaill praailipnia o A8 BREHAN dath g UL Baeld D) Baa Jgan pLAY ) Jghaad) manal 2
SharePoint ail$ .3
< Jaaa (ya B (Say g MiCFOSOFSharePofiae Access 2010 alidia) JHA (e (§ s Bary gt y1a) g culiLl) 4S jLdie liSay Lgla g
L ) ) il liay g J o g (L AR Jalatl Sl uad g Clild) JLA) aladicd Ala) ga s SharePoint @ se; 252 gall ¢ gtaill
UL Tl il o) 31y 5 duaad A ol juially ale o o o0 cilgaiil) B &) SEY)
RI| Contacts SharePoint gdsa M <l Jai 4
=] Tass tdsa o ail b oL dile oyt SharePoint gdge (A Sy ) (s cilily 3acld JAL a 685 Ladic
O sy cilily Bac B (A wind ely dualdl) Ll 32018 A 83 g2 gall Jghaadls A e 01585 SharePoint
S| lssues A jal) Jglaadl e B Mo Bagaad) Uil g zaladll JS Ao (s gy an dpalal dgal g Gkl ¢y J pua gl
Jotaadl araa e bl araa J&§ I SharePoint adse () JUEN) glles a0 luw g L paal a3 ) Suaal)
dafg el u.ﬂ S Laldl
Jdotal) B o) daBga o 3353 sall SharePoint ail f aladiud 3 dll gk SharePoint adl s sLidl md
, 98 Lay ) paialy Lgfipans g Uil 5 08Y SharePoint @ se <l e agaladin) sl J gua gl 03 b Lo sal)
# Existing SharePoint List W iy 2 gy (pa Bl (e (ST g Aalild) cl jlanal] g clibd) il 630 3403 liSay ¥ ggana dliia ga g 1
Al i) 33y ol

E Events

‘ Custom

SharePoint s Ao bl i

i) aeld b dllee Jual ¢ a3 SharePoint pdd 4iSa B 83 ga iy 83018 (ha Aduad (0 3403 0 685 0 (AT g Uiglatia S L dlla B iy
SharePoint adsa e clibal) sl 2, Laa bl 3018 L Jglaa JS& o adl gl Jay ) dliSay g J gaa g (331 2 Ba g gall g U3 g 7 Sball) aladidy
Uil aladialy cladlatiul g g GJLu eli) Sliay iais

Download



http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx
http://sharepoint.microsoft.com/en-us/Pages/default.aspx

ENG. M. ABO EL-ELA

IS{--‘ v

.

Home Tab

Microsoft Access 2010

( Datasheet View ) <l 48,9 o o 48 4k b Jglaad) g Jalail) o
4 e gaaall o o giay (o2 g LB Jgand) il g3l (e A ) daduall G g gl o Jgland) i aie

Create

K| K |K

K| K|«

Maodules

External Data

7 4| Ascending

f\l Descending {j Advanced ~

Filter

New Record
Delete Record
Cut

Copy

Database Tools

Add-Ins Fields Table

(7| Setection ~ 3 Totals

= = New
— =Bl Save
Refresh
Al A

".)Q Speliing

te v Eh\ore v

fsys v | N s S| CRENE S
190 it
175\ 2
100 2=

70 Jssa
190 Sl

Bitmap Image

Paste
Saort Smallest to Largest

Sort Largest to Smallest

2ac Replace
= GoTo ~

g Select~

ol )

‘ 1= Database (Access 2007) = Microsoft Access:

Calibri (Detall)

BZU| A-%

Text Formatting

v Click to Add

Sort Smallest to Largest
Sart Largest to Smallest
Copy

Paste

Field Width

Hide Fields

Unhide Fields

Freeze Fields

Unfreeze All Fields

Text

Number

Currency

Date & Time

Yes/No

Lookup & Relationship
Rich Text

Memo

Attachment

Hyperlink

Paste Calculated Field

Find...

Row Height... Paste as Fields

Number Filters Insert Field
Equals 175

Does Not Equal 175

Less Than or Equal To 175 Rename Field
Greater Than or Equal To 175 Delete Field

Datashegt Vieus I Num Lock || ¢t (& &

—

dag o) ol g¥) i) g !
{

el gae Ak |

(Views ) gas @obde gara .1
dssall a o (il ol e

( Clipboard ) 4éal) 4c gaza 2
kb y Gualy fd (1o Jgaad) il giaa aa Jaladll

(Sort & Filter ) 4iuaiy j 4 4c gaza 3
Aheat) Jal 5o (s U LgIBA (a9 el g1 ¥ 1 S o S0 S g1 gl 510 e g Jad) iy g Jalal) o Lyt
Lgale 3V 3158 A1 il B gy Gy il

(Records ) <o ds gaza 4
Lz Lga g s gl 5800 5 Many) gl g il g ALYy bl gn Jala) oy Ly
JEad) BN A pa ) LOAY) cile W) daat g gl g s LAY g aanilly J giad) aa Jaladl) dliSay
(Sl 13 i Uiy kS o3y A g Sl

(Find ) &y de sana 5
4 sllaal) il ) g gl A8 oy Ciad) 138 dy g Lida) Lglais) ¢Sy g J gaad) il (e (s siaa () ) Al (0 Gl 2




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

( Text Formatting ) uaill (g 4= gana
L by ) ali alans AdLa) g J gland) AJAAJS\SM\JL»‘;LSJUQ}NJ&J&JA\QA@MJJJA@.\\ <l gl ga Jaladll andid o

(list Orders records) cSlawdl sal i 4aild
Gnalll g (all) cililes Gaadai g ) g Jalaill) oy LA (e (Al g Aaildl) 0da jgdait cpan) B 5 JATg Jad) s Ao Caghglly jedai LA g
i ghual) L ) yaat g ABLaY) g cadall

( list Orders Cells ) LA sa) o) daild
ikl oy LEDIA (ha ) g Al o3n Lgdiil a1 3 55 g (32e8Y) pa (5 shuall ) Jghall aa Jaeal) adali ) A8 o) o CigBglly ekt A g
Jial) 13a by A o8 PIA (e Jsaadl o dluall g il cililes

( list Orders Add Fields)'dia 4Ll sl ) 4aild
4 Lla) oty A1) bl @ g8 aaady Jaand) ) auaa Jia A8l A%y LINA (ha Al 5 Aadlill o3 gdiil cpa) 8N 5 il glgule Cagliplls el A
praalll G e 480k B U G By Les

(Slider Betwéehn Recotds, Bar) < o s il by 3,10
E8lal) 238 ) Aol el o8 5 4y g g A0 Bondi g Jpaly el (o SR el ABY 3 5 93,3l agl¥] A6 sana (oo W 22350 5h g
Becardh A1 of B bbb X dla Fiters | Search Jtall AalS co ) o) dudial Jale ol o) liSay i dlia g J gaally

( list'Qrders Columns)  Jsiadl sal g daild .11
ANy (ualll g all) Eua (e J sBall pa Jaladl) aly LA (e (A g Aadlil) o0 Hgdilh (e NTR AN 5 Ay (agarll) Jhalldalty o i gholly jedii A
AUNS Ll Ao ) Jhad) il 385 CliSay Lga g apanill g £LAY) g

Sort Smallest to Largest S T e ( Column Width) Jeall (e
Sgrtlargest taSmatest Column Width: | 11,75 A > gl gEiaal) & Gy o Jiall ya o yaall ?m
Copy [7| Standard Width

Paste
Field Width

Hide Fields ( Hide Fields) Jsdall ela| o
Unhide Fields Joaad) e ciilgd) Jaa o LEAL Liad Uia Siad Jgaad) 8 Jg8al) cpa Jia (o) sUAY andiudg

Freeze Fields

Unfreeze All Fields
Find...

Insert Field

Rename Field

G (5Y Al A0St g A3Uily JS5 392 90 Jp ABda a3 B () Sy W ALY 43 ) ade 5 JEad) LA

Delete Field

( Unhide Fields) Jsiall gl o
(ALUS Wl LgilEa) a3 A1 Jg8al) jleday aadios

Unhide Columns

alal s Adle g g a5
Jsaall L 8 kel 31yl Jaad)

7] Click to Add

f
.’ ‘
|




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

( Freeze Fields) Jsiall aaas

(Bl e al g gty Jsial) AL ol el die A a ada () (e B iy ) ety o g8 Jgaal) 88 0 JgBa aga g Alla B ATl B e A
Ui Miad f ghal) § 58 g 8 ) J glandl i) JLia) (8 Uadl) dauas cpa My Laa Jgaad) B JA) Jha g Jia () (o Gilall) Jas Sy el g Al J ghal)
4o Baas V) (Al i paly andl) Jia an o

5348
223596574
652528456

- e ( Unfreeze Fields ) dgial) 2aSaseas slali

e — Jaall Jaka Lginghs ) b Lgiale ) g J sial) 4808 dians olalY adiios
Find What: 190 B l Find Next J

= | cancel ] ( Flnd ) QA"'

Look In: Current field = d}gbbﬂ‘w‘m‘ .s “3‘1’:#1_)3_‘-‘5& :~=.ne:~:- 'J

Match: Whole Field

Search: Al [+
[TMatch Case  [¥]Search Fields As Formatted

(dnsert Fields )Jas g1,
JEad) )3 LAY g ALS aaad) Jiad) JAA) 3 pal) JEad) e Chigh gl Glld g adad) J8al) )l GEaaal (ar g Jodad) L) daas Jia )3 Y addiad
dlle i) gl Qial) J8 Ll Aliand g A J3) Al

( Rename Fields ) Jiad) draus 32}
Jstadlelant ) i 431K ade A3adle pa Jgaadly Jgial) Lpa 3ale Y addid

( Delete Fields ) Jaall caia
L) Ui ¥ 30 Jgaadl (e Jgal) cidad aadind

@kiis (¥ g Datasheet View <) 43,9 ga e 48y jh 3 J) gaal) g Jaladl) 48y jh o U
Design View asaalll (a2 48k b Jghaal) e Jalail) 43y




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

( Design View ) asall) ga e 485k & Jglaal) ga Jalaill o
praallll (e A8k LA g (a8 A8 sana P e dlld (5%

Jstall g e Ay b il Jsiall b i) g g yaadl | —

Calall g ABLYL ) ghal) e Jalasl | —

SSONEIRS B e

Create External Data Database Tools

B ‘_h = | = ez ns s = ,

| g8: \E”. J', “=Insert Row B3 )

s W " — = Delete Rows = . = =

View Primary! Suiider Test Validation ) Property Indexes Create Data Rename/Delete elationships Object
Key Rules '-;,,I' Madify Lookups | sheet Macros = Macro Dependencies

Views Toals She Field, Record & Tab Relationships

All Access Objects SR E=RE™

Search. ' o | Field Name Data Type 4 Description
T /

edUiall ot

Al i e Memo

LD
el S s Date/Time

L e | e ES Currency
Modules AutoNumber
Yes/No
OLE Object

5 m— m— Hyperlink

i) lda Jia i il dadle Attachment
Ficia SiLe
Format
Decimal Places
Input Mask
Caption
Default Value The data type determines the kind of valuss
Validation Rule that users can store in the field, Press F1 for
Validation Text help on data types
Required Nao
Indexed Yes (No Duplicates)
Smart Tags
Text Align General

" Tables
Queries

Forms

Design view, F6 = Switch panes. FlL = Help, Num Lock | &5 s |

B 5 e g chua (o) Ayl o i ghgl) ie FieldName | DataType |
B U (e il dhua s) 4y e igtgll i Number

& Jalail) Le".w e Lf.mﬁ a:"“:"“ 3L )C'BS ) 7 Primary Key Text
X 3 ¢ A X 4 3 o8 — Cu N b
adall g dualll g fwdl) g (bl da jaall G ghual) Cut T:)r: er

Bl G gikall 714 g n P of - Bt

Insert Rows
Delete Rows

Properties

Z1o 255 A Row ciuall Ly e Caghgll aly Design View asasalll g e 48k 8 dia gl ol e o

) Cuall 7130 ald Insert Rows g gl JLEa) g AGilud) 338U jleds) g AL yaad) Jaad)
i) 48 ga e Ak B Jsial) A aaaalll 2o A8y sk A cigiall e




ENG. M. ABO EL-ELA Al Microsoft Access 2010
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Simple Query Wizard
What title do you want for your query?

2| Ul 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
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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 )

Co Gl 3y 5 M) Jgand) JLadl B
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




ENG. M. ABO EL-ELA

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

Cliial) pf ce i) adaiud gellaa LAY a8
( 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
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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

Lt 4 lhaal) cilild) 4y 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 gaal! ciladaiod) gllaa JOA (e L ddit Uad dasey ciladlaiad A Adilad) cladaiud)
Johia Bas (e A adlaiad B 5 A clily o Jgand) Ua ) g8 o1y A adlatid g JAS) g) aa) g Jgan (e
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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
dila) gakaiy SR g g laall aladind ¢ gy ciladlatind) Jany Liad giladd) adlaia)




ENG. M. ABO EL-ELA

Datashael View

Microsoft Access 2010

2 Criteria
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Home Create External Data Database Tools Add-Ins o @
|
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1 o= : Database (Access 2007) - Microsoft Access [=res i

Create External Data Database Taols Add-Ins [ @
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Search.
Tables
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Forms
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: Database (Access 2007) - Microsoft Access
Create External Data Database Tools Add-Ins
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T Image~ (5 Date and Time Fields Sheet Order nvert Form’s Macros to Visual Basic

GSJA.'\S\Md‘gm‘gﬂg‘ﬂ&uuﬂ&a&\@\ﬂbcmjﬂ\@kwmﬂbw‘;&c 63&*JGSM‘MUA° iaclual (ald cugsl ga g
da ga pall diagdl

= (Views) a3 )hdc gaza o
—=| Eorm View Bya dldle g 73 gail) JS& 4 jral Adlidal) (2 all (3 b G JATEN addiad g 23 gail) (@ 8 k! Aald As gara A
:Ij Datasheet View a:u ;Lg:d‘ﬂ U:‘A ” = ebj "’é 1'-"&; LSJA‘
ﬁ PivotTable View (Themes) Gl Z\;w
gl o &) gll g i) JS& i g 2 gadl) 3¢ Aalil) alaiYllg Ja plodl) Gaiiidiald Ae gana A

E Layout View (Contkgls) asail), ualic ic gana
4 A jaal) cliitsl) JS 3 asaill g 2 gadl) anenall Ao Lo Ludilgdh Eua araidlil] Cile gana abl (e A 9

(4
§yZ | Design View

sl N gl ki | 73 gallly Lgaia gay aSatll g LS 4yanT p2&Ee
/]_ _[\ }

1

v

(2 B ) )Y pddied l—‘ Zisalll L) Al gy g1 asiied

v &,
S5

& ;
Gl LAY aSad aie z) oY addiud T = gsalll L dsend ) oY aadiud

d.i.\.d‘ eSa.sts: GUJY eéa.u.u.i | 4 : \LZJ ?SAJJAAA; ) G\J.\Y e.\a.u.n.a

9 A AT aSaT s ) )Y ki | I Ugta Ladle aSa% e ) ¥ atdiod

Tisail )5 g g1 aakid | isal) ladia ¢y Juald 31 g1 g1 a2k |—--

Zagal) N Aail g e )Y paiies |

. Lga JLTAY) OSay o (2 3 g a0 2o e |
) >

N

Zisalll ) alite 4 (S )Y pddied | = ESM\‘A\‘}JQQ@MJE&GUJY?M|

hsalll ) JLEs) A ) 0¥ asdied | - | gigalll ) Jaghi 7)Y ariiud |

Zisadll I Jubiicua g1 3 addiod | - Zisadll I Jeadi 5 )oY ki |




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

G:\JA.'\S\U.S\ SJJJAG\JJY?M | -Jﬁ/\\ﬁsﬁgﬂ\uﬂu&ﬁcsﬁgdcb.ﬁem
L

gisalll N5 5 g1, pakld 9 Zisalll I (8 5a )Y ki |

s G")‘-‘M o ?h“ OGSz aaddd \L\B( I f\Lz/ e 5ail) ) LSS S8 z)oY addliud |
dadiial) pualind) T (N aghi g
ady) ¢ ol B jeaal) g Jadd

(Imsert Image) ggal N 5 iy .1
A pial) gib g By gua ) o) BIY) o 8L a8 el gieat A oS gadl) N 3 g0 Y

vontes
NS e | — T AR s '" A 1
. g 1 i Recent Places %
ol e BLX il 9
Ubrenies g

Kosla Jebyfuh Hydranges Desert Chrysanthemum Documents | +

e pil By e AN g il ) guall alaa geidy o8

Pictures s

; _‘f iﬁ f ! h e B8 b 0 e i o5 gl salll Ja3 Lgaiag
. Homegroup oy
Tulips

Panguins Lighthouse

-y LA e Ll

,:'A [+ 3%

paclliaia i sy | isdlipasoa g Al |
M‘ uj‘ st‘ ds":‘ J,-.ﬁ:‘,-w Le-.,é SJJAA\ Gb.ﬂ ?:l:d M\ dada Fromei Oy | Freol | Oter

Sl

el et aal) 1ae La b guall 3 gan PR e lialil) g 3L 3 B guall slag) b aSalilly o 8,

48,9 Bl e Lple A a8 el (B Al pSailly 3 allly B gl ghga il g4
Al sia) (S8 5 guall b asatl) LeIA (he audiiods Al g 5 ) gaall Gailad




ENG. M. ABO EL-ELA Microsoft Access 2010

(Button) gigaill M aSad paic 5z .2
9 cllead) ana 2 o8 O LEIMA (e cliSay hgcsuﬂ\‘g)w&ﬂ\‘g&‘w | e Ama )A\Ji.gew‘m’"uﬂ\ij\ﬂ&aZ&w. z)oaY addid

4,0 i ghadld) gLl g 5 30 Lo L zdgalll L 5z 1o OsSa LB o) gabie i o) galial) (BE) Jia o AY) cilipdail)

LA N 5 A Jsd iy g dakiay 3l pdag S b il o8
Bk ANl ol gadl) il g aanaal

ddaada
AUIS il ghadl) ¢ o< dde 8 die U Jad) ) QI AGLE e g dgailly ) s LA & g5 i) (i yh

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) 318 (303 30 ) Al
slgdl e il
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ddaada
GldlaeY) e A @ ghdld) CABAS o) gl (e
i s o) A sallly 3l o Aagads uen Ak e
dgalitia Laila )30 J8& LR 5 )3 dpands |

CJ)AASL:I dla sl a3 JSG

(Option Group) «iluddl S8 wsiSigmhaay
A3l L Ay ) A2l e'a‘g‘gcl‘gaﬂ\ui\&liﬂcﬁbl:\ig&wcbdi Agﬁtﬂl\ubﬂ?ﬂdyjclﬂ\uj\&:\bgﬁi\a&wcbfieMJ
(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 LAY DA & cladl) 4408 g aaay 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

Gl an ) LAY Ao gana g4k S
Zisall) b ABLu) cilalacy) g jlidal)

(List Box) gisaill daild a3 )3 4
40 il ghadl) £l 73 galll M Al & s ZIghaisg List Aaild JS& o zigalll B jgdiig ad de gana )3 ADA G aly gA g

A JSED I 5 JSE ekt ol | aanath Aadesy Aaill) ping olSa b Al a8 |

Bl
ol o) g i ) Jgan le st Al g pa o 58 ) (i
£ saxall uen LI 5L dailil) (0 aly g 8 jpalli g A3l Ja g




ENG. M. ABO EL-ELA

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

Ll gl Jghanl on il o gl A a ALy o

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

Aailil) g 30 A Lgasd (o2l s &y 55 A1 () gial) yany o

oolal) il o Jia ad o Jadina LS Guli Al dyaady o8
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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 y0al) 28U Guulial) o) giadd @lli g BaasY) e b afadl) clisay

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

La_S3 gilud) Cllae ) a3 gadl) B Aailll) o 0 JS&
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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 pdall plawd Jgan 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. \

!

Y
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Source ftem
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ize Mode
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i
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Border Style Solid
Baorder Width Hairline
Border Color BackgroL
Special Effect Sunken
Gridline Style Top Transpar
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Gridline Style Right Transpare | Create from File
Gridline Width Top 1pt Bitmap Image
Gridline Width Bottom 1pt 3 Microsoft Equation 3.0
Gridline Width Left 1pt Microsoft Excel 97-2003 Worksheet
Gridline Width Right 1pt Microsog Exce: !(?.:i:ar:' Worksheet

z - ~ ! Microsoft Excel Char

;c::t:ndg:;%i ng gg;gg BHOt Rk Microsoft Excel Macro-Enabled Worksheet ™
Left Padding 0.0208" A
Right Padding 0.0208" 4 Inserts a new objectinto your
Harizontal Anchor Left [ Hocuent.
Vertical Anchor Top
Display When Always

Microsoft Access-

‘| Display as Icon

Insert Object...

Create New
{ Cancel

pp— EEEE— @ Create from File v i
- y || Display as Icon
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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Artems or
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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|
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Value < 100
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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 . " Ubﬁ ;'\_L'.Jk

Forms
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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:

[ttt powl

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 )5 o) Jagaddl) LAY o8
éaﬁ\hﬁﬁﬂ@m@bxdu Zisalll (o
T sadll 5 L)

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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| General i Border/Fill | Type ‘Condnbonal Format. | Filter and Group &A "hw‘ e Q.‘\&ﬁ JC'E"' ‘53“*3 PiVOtChart Q‘JM ﬁ“ﬁ ‘,\..'U,a d% C,A
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) _ fmad it LA e oS Sl g (Properties ) gaibadl) 5380 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) asaal 310¥) aladialy il eldd) 2
A9 Al B3 W et (Report Design ) iil) asaal 318 o 3l a8 ( Reports ) b 4 gasa ((Create ) sbs) cusd P&
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1 ;2 Database (Access 2007) - Microsoft Access
Create External Data Database Tools Add-Ins

All

E'Colors' -2 = [T Tr— — [ .;] "‘QLDQO J:QET ‘;‘u|
t’\§ [2]|)| A" L] ] ) - = 1] Titte sl —

s [A] Fonts = roup 75 Hide Detalls _ Insert . Add Bxisting | 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 X

|| 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
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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 Ao s ginng g8l dadua dlaely gald g (Page Setup Tab ) daduall e qu g

( Page Size ) 4aiiallglia dc gara o
doldall ha) ggd) dlay) st g Asldal) die I 48 ) ol) dadial) aaa e,y Al 9
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( RAGP Layoul) iaiall huhiide gara

o dadal) delda Jygald iSay g 88 ) g3 948 (e dadiall dolla JSi 8 aSall) aliigia
NS Cpa (Sl Lol Lga g g i gual) £LES ) g Aalia JS3 dagital) Baachase LaATN5ac )
Eebh g SllASLhY o)

Forma
Repocts
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( Blank Report ) § A s & 81a¥) aladiady p &) sL&S) 3
pranall) (3 h L9 pranall) (a0 ARk (M) ALy gy o) gh LS daa Jalalll g g Jaalil) gung B LUAK At oy £ 0 85 5L Sy g
d#\cbd\\gi&a&hﬁﬂljwﬁjﬂ‘

( Report Wizard ) s il gllas aladialy 8l sLad) 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 gladll) Ay SN gellae A8y yha aladiiady oy Jand g adlaiadd g) Jgda (ha Jgladl aladin 48y jh g L 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

Ay ;
A Bk g5 i g Al g Baasall (J ghal

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

A e Ly Ll
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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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By
'
!
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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
Actions
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Comment
Group

If

Submacro
AddCantactFromQOutiook
AddMenu
ApplyFilter
Beep

BrowseTo
CancelEvent
ClearMacroError
CloseDatabase

0

f
lllllllllll

P
IIIIIlHIIl

B

w | y
Action {Show All
Catalog| Actions

Show/Hide

All

Actions All

Coliapse/Expand
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3 o)) gie ()9S da glaal "Message Box" :\JMJ&MJLQEQ?JQQQ Al aie g Sla e LA o 683 Cd g
"Join Us On Facebook page" Wlsiasg "Computer Learn Books" 4wl

CloseWindow
CollectDataViaEmail
DeleteRecord
DisplayHourglassPointer
EditListitems
EMailDatabaseObject
ExportWithFormatting
FindNextRecord
FindRecord
GoToControl
GoToPage
GoToRecord
LockNavigationPane
MaximizeWindow
—
MinimizeWindow
MaveAndSizeWindow
NavigateTo

OnError

Al o) guda g dadle
Gila plra Cpaais

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

Type  Information

adiiual) g Skall £ g |

Title |Computer Learn Books

L g Sk dBLaY |
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S Al Gosia |

M Computer Leamn Books: =

h' join us on facebook page

oK
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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 B
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
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=
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) z3 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
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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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You must close and reopen the current database for the specified option to take effect.
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|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
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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 |
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Constants
i-4 Operators
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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
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;Expre;sion Buildef '

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

acal) dm‘ Ué m‘ T GM RJIA UA i—~Expression Elements N sion Categories  Expression Values
A 8 g Malit 4,370 ¢ S Exprl : '

+-(fe) Functions | 'uf"?\”m
+ @ SV onloraccdb };9&”‘:_[:)

Mol )M GsSs ; ‘.IJ Constants | 2l 85t

& Operators {Exprl

‘& Common Expressions | Expr2

Gl &) Js8ad) dand Bale Ly ad




ENG. M. ABO EL-ELA w Microsoft Access 2010
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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
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&L constants
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Al it
ASall) pais ad £ gana g2l Sum Al asdicd
=Sum («expr»)

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\ Cia il

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
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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])
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pe= sene p [Parametmrs> |
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Gk Om el (3 2 (2l DateDiff Alal padiay
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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 ]
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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])
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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
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Enter an Expression to define the calculated query fiel
(Examples of expressions indude [field1] + [field2] and [field1] < 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)
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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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