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Introduction

* database is a computer program for storing , and browsing
information in an easily retrievable form

* |t can store store text, numbers, dates, hyperlinks, pictures
and sounds .
* Microsoft Access is a relational database management system

(which allows you to link together data stored in more than
one table)
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Starting MS ACCESS

* Open the Windows start menu and choose All Programs

* Select Microsoft Office then Microsoft Office Access 2007 /
Microsoft Office Access 2010

Available Templates Blank database

3 Home




Opening existing DB

@ s

Create

ol S
] Save Object As
@ Save Database As

» | Save as Adobe PDF

[ Gowr )

[ Close Database

5_'] example - Copy.acc...
2] example.acedb

I

Recent

New

Print

@ Open

|

.

@ [ I, = Practical Applications in C51 » Lecture(l

7 == |
Lecture 01 pel

Search

vl".l

Organize » New folder

A
@ Microsoft Access — Mame

w Favorites (';_] example.accdb

-

[':_‘] example - Copy.accdb

=« [l @
Date modified Type

Microsoft Office A...
Microsoft Office A...

B Desktop
& Downloads
2 Recent Places

9 Libraries
[ Documents
J\ Music -
k= Pictures

B videos

(. Computer ¥ || 54

File name: example.accdb

m

- [MicrnsuftAccess (*.accdb;*.mc v]

Save & Publish Tools = [ Open lv] ! Cancel I
Help )
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* Inthe next screen, the Navigation Pane /. 4 © =
. L= |
appears on the left. This controls Home | Create  Externa
navigation within a particular database. 0 %
* A database is made up of several View || Paste ﬁ: B 7z u
objects, grouped into a single file e e
All Access Objects v o«
Tables 2/
& students
Forms -
=] students
Reports 2
Bl students
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The full list is:
e Tables - hold the raw data

* Queries - extract part of the raw data to produce dynasets
dynamic sets of data which can change each time the query is
run (to reflect any changes to the data in the tables)

* Forms - user-friendly layouts to display data on the screen
(either in a table or from a query)

* Reports - output files, ready for printing
* Pages - for creating/editing WWW pages
* Macros - lists of commands to perform particular functions

* Modules - programs which expert users write in a
programming Iangua e called Access Basic to perform tailor
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Tables

* Click on the students table then press <Enter> (or double click
with the mouse) to open it

All Access Objects vl « | T students | : : - . _ : : .
Tables o Student N -1 Title - First Nam - Other Initial -  Surname - Hall ~ | Userid - Tutor - Optioi - Date of |
& students Mr David Brachen Bridges squ0édb Evans 7 AY-
Forms 2 10013 Mrs Polly M Quinnell Private squ06pmc Foot 4 Aoy
T2 students 10091 Mr Elliot Green Private squlObeg Morris 6 Al
Reports x 10213 Miss Laura L Short St Patrick's squo06lls Fox 8 AY-4
B students 10251 Mr Roger W Harris Sherfield squO6rwh Owen 5 AY-_
10317 Mrs Philippa v Hayman Private squOépvh Davies 5 AY-
10351 Miss Gemma Stace Sherfield squ06gs | Foot 2 AV-n
10353 Mrs Liz B Perry Private squo6lfp Owen 6 Aty
10423 Miss Caroline T Hattan Windsor squo6cth Fox 1 AT- 4
10464 Miss Ruth F Hopkins Private squoerfh Peters 5 At p
10495 Mrs Lorna B Moon Private squo6lbm Robinsor 6 AY-J
10563 Mr Julian K.P. Stratton Childs squo6jks Evans 1 At -
10703 Miss Linda R O'Sullivan | St George's squ06lro Matthew 2 1a.
10710 Miss Elaine L Berry St George's squO6elb Matthew 8 AY-n
10813 Miss Emma G Huggins Private squ06egh Adams 9 Al-
10848 Miss Julie G.S. Gallacher | Student Villz squ06jgg Fox 3 AY-4
10849 Miss Rosie Y Downing Bridges squoeryd Shepher 7 A2y
10865 Mr Chris R Wilson Private squO6crw Davies 3 Ao
10933 Mr Charles Collins Private squ06cc | Robinsor 2 At
11011 Miss Susan J Foley Private squoesjf Clarke 1 At- x




Record: 4 l1of390 * M M ‘U« Unfiltered | Search
LLLLL THIT ™MTrorToTo s_uann_
11174 Miss  Louise | Frank
11233 Mr Paddy D Clarke
Record: 4 4 240f390 » M b | K Unfiltered | Search =
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IO ) o -
- @
3 » | PostCode ~ Phol«~
* The <End> key takes you to the last field, the m BIISFN  01217=
. 1 |FA8OES 0118-¢
<Home> key to the first. <Page Up> and <Page BR26UN 01191
4 NEB 6CD 0181-2
Down> take you up and down a screen, while iR o172
. DE7 OEl 0159-£
<Ctrl Home> and <Ctrl End> take you to the first = esee o
. . . ry TE72YE 0187-¢
field of the top record and final field of the last swsoAQ o171
i L6 11G 0195-3
record, respectively. Ex7SDL 0128
INS OYP 0173-€
N3990B 0181-2
ary | MOS OFY 0170-4
CAB 10K 0177-2
-on-| NE4 1GA 0140-<
n HA2 0QT 0157-¢
ton | S02 25B 0111-1
YES BEI 0115-2
d |SU41FH 0125-1
W48 4XM 0181-1
PO9 1YW 0173-€
ED3 5X0 0187-€
WR3 1BW 0120-2
>ugh| L57 551 0150-7,,
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Design view

3 : Field Name I Data Type |
‘ Home | Create 2 m Text Student's Number (given by Univeristy Re;

—— L | Surname Text Student's Family Name
= Wal _ Title Text Mr or Miss or Mrs or Ms

% _‘I L | FirstName Text Student's Name
531 Lopy Otherinitials Text Student's Other Initials

View Paste 3 Ql Hall Text Hall of Residence or Private
o [ j Format Pair | Userid Text Computer username (for e-mail)
| Tutor Text Student's Tutor
' Datasheet View — | Option Number Optional Module
- ( __; DOB Date/Time Student's Date of Birth
— :Street Text First Line of Home Address
R | | Town Text Home Town/City
PivotTable View _ PostCode Text Home Postcode
| S | Phnna Tevt Hnma Phnna Niimhar
Field Properties
ﬁ PivotChart View i
% Design View |
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@ zufM-~y) ¥ | Table Tools | example : Database (Access 2007) - Microsoft Access - 7 X
- Create  BdtemnaiData  Database Tools Design @

™ o= “raInsert Rows @ 907
‘ n il 2 : | ¥/
m M u'r—_'“ = Delete Rows - - ‘/
| View | Builder Test Validation Property Indexes
- Rules g Lookup Column Sheet
‘ Views Tools Show/Hide ‘
All Access Objects v « E‘Mﬁ
Tables 2 |1 Field Name | Data Type Description -
= students 3’ Text Student's Number (given by Univeristy Registrar) @
ey 7S _ Surname Text Student's Family Name
B students | Title Text Mr or Miss or Mrs or Ms
FirstName Text Student's Name
Reports 3 1 e " —
- | Otherlnitials Text Student's Other Initials
E stucents | Hall Text Hall of Residence or Private
| Userid Text Computer username (for e-mail)
| Tutor Text Student's Tutor
| Option Number Optional Module
DOB Date/Time Student's Date of Birth
| Street Text First Line of Home Address
| Town Text Home Town/City
| PostCode Text Home Postcode
Phone Text Home Phone Number ¥
Field Properties
General |Lookup/ }
Field Size 10 ~
Format 3
Input Mask | i
Caption ‘Student Number
Default Value
Validation Rule Afield name can be up to 64 characters long,
Validation Text | including spaces. Press F1 for help on field
Required Yes ot
Allow Zero Length Yes
Indexed ‘Yes (No Duplicates)
Unicode Compression  No
IME Mode No Control
IME Sentence Mode 'None |
Smart Tags i

Design view. F& = Switch panes. F1 = Help.

“E-PEIGE

'Y
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rieia Nname
LidstudentNo

vata 1ype
Text

General |Lookup

Field Size 10

Format

Input Mask

Caption Student Number

Detault Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression

Yes
Yes
Yes (No Duplicates)
MNo

Student's Number (given by Univeristy Registrar)

Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags

Yes (Duplicates OK)
Yes

Mo Control

Mone

| S ——Niii
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IME Mode MNo Control
IME Sentence Mode MNone
Smart Tags
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Surname Text Student's Family Name
General |Lookup
Field Size 25
Format
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required Yes
Allow Zero Length MNo
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: Option Nu mber |Z| Optional Module

General |Lookup

Field Size Byte

Format

Decimal Places 0

Input Mask

Caption

Default Value

Validation Rule Betweenl1l And 9
Validation Text Mot a valid entry
Required Mo

Indexed MNo

Smart Tags

Text Align General
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DOB| Date/Time Student's Date of Birth
General |Lookup
Format Medium Date
Input Mask
Caption Date of Birth
Default Value
Validation Rule
Validation Text
Required No
Indexed No
IME Mode No Control
IME Sentence Mode None
Smart Tags
Text Align General
Show Date Picker For dates
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Create new Database

[A]l A 9 - = [S— - L Microsoft Ag
File Home Create External Data Database Tools Acrobat

° I save

|3—.|_} ave Database As

Available Templates

.| Save as Adobe PDF

e~ (Lu)s > S

L
Recent Sample My templates

@) example 01.accdb templates templates

@] example 01 - Copy... \Search Office.com

@) Example 02 - Copy....

@) example 01 - Copy....

B lam

Assets Contacts Issues & Mon-profit

File Name
Tasks

-Exampie 02.accdb

Help

1] Options
VY Exit

New D:\ACU Briefcase\Courses\Fall 2013\Practical
F Applications in C5 I\Session 01\

&

A e 7~ T

File Home Create External Data Database Tools Acrobat Field

Date & Time M & Name & Caption
i as 12 & R

[V ves/No &y Default Value

View Text MNumber Currency .. Delete | -
- iy More Fields ~ ; _; Field Size
Views Add & Delete Pro
All Access Objects ® « |3 m—
search. 0 ID - ClicktoAdd -~
Tables || *| (New) |

55 Tablel
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. Ad9- =
File Home Create External Data Database Tools Acrobat | Design |
| J 43 = o = .
E K _Q-;\\ L !/ ___I-alnsertRaws :—-;7 % %
= ’ o = Delete Rows v
View | Primary Builder Test Validation . Property|Indexes = Create Data Rename/Delete Ré
- Key Rules =50 Modify Lookups Sheet Macros ~ Macro
= Tools Show/Hide Field, Record & Table Events
| | Datasheetview = -
® «
= Vel Field Name . Data Type |
Pvotableview =" ||p AitoRuntier
i Student D Number
Design View |
|General Lnomﬂ
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J Field Name Data Type ] Field Name Data Type
? 'ID AutoNumber = Calculus l_l _ Text
- studento e
[ | Student Name Text |English Language Il Text
| English Language | Text (CH Number
~ Linear Algebral Text GPA Number
| Calculus | Text
. Physics Text
~ Management Text
| Presentation and Communicat Text
| Electronics Text
| Fundamentals of Programming Text
|| Discrete Math Text
Calculus 11 Text
= Intradiirtinn tn Camnuiter Srie Teyt
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AlTEH 9 - T - S —— o |l Table Tools ’ Example 02 : Database (Access 2007) - Microsoft Ac

| External Data Database Tools Acrobat Fields Table

_L’ =\ o] Text File E “% = F.i-H 07y (A Access Lﬂ-] ﬂ
/ ks AP < g B =l | = | '
= »®4 XML File » F{R v vl &) word Merge & d
Saved Linked T4ble Adgless ODBC = Saved Excel Text XML PDF  E-mail - Create Manage
Imports Manag) Database @ More * | Exports File File orXPs &2 More ~ E-mail Replies
P Link | Export Collect Data

All Access Objects| Import Excel spreadsheet

(Search.. Import data from or link to data in StudentID - Student Nar - English Lang - Linear Alget -~ Calculusl - | Physi

T a Microsoft Excel file,

Z Tabler 0 Press F1 for more help.
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Get External Data - Excel Spreadsheet -"h —

Select the source and destination of the data

Spedify the source of the data.

File name: | D:\ACU Briefcase\Courses Fall 2013\Practical Applications in CS I'\Session 01\Example 02.xisx | [ Browse... |

Spedify 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 spedified table does not exist, Access will create it. If the spedified 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: |[Table1 IEI]

If the spedified table exists, Access will add the records to the table. If the table does not exist, Access will ceate 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.
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Yy

> -

5| Import Spreadsheet Wizard R B &

@ Show Worksheets
(") Show Named Ranges

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

Sample data for worksheet '1a8,5",

| 1 Student ID [Student Name nglish Language I [Linear Algebra I Calculus I Fh i|
| 2 2121001 Ayman Mohamed -

|3 2121002 ohn Moufeed Malik - -

1 4 4121003 ya Kadry Ibrahim + + +
i4121004 esma Mohamed Mahsoub -

| 6 4121005 Bassam Mamdouh Mahmoud + - +

| 7 2121006 Eman Mohamed Tawfik

| 8 2121007 Ahmed Shapan Ahmed - +

| 9 #121008 ahmed Khled Khalil + + +

10[4121009 Anhmed Mohamed Hanfy + 13
114121010 Mohamed Magdy Mohamed + -

1214121011 Pierre Ehab Nouh - -

13/4121012 ohamed Helmy Mohamed

14[4121013 F:ossam Ahmed Said |
1 Ha
L [ ool | [ tee> ][ emsn |

T —

II
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=] Import Spreadsheet Wizard & al -

=

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

row specified contain column headings?
|Studenr. ID |Student Name English Language I |Linear Algebra I [Calculus I |Ph;
1 4121001 pmr Ayman Mohamed B B A A |~
2 14121002 John Moufeed Malik C R— B- B
3 4121003 Rya Kadry Ibrahim - C+ c+ c+
4 4121004 Hesma Mohamed Mahsoub B Ic-
54121005 Bassam Mamdouh Mahmoud - B+ B- C+
62121006 Eman Mohamed Tawfik oy B A R
7 |#121007 Rhmed Shapan Ahmed c R- = +
8 |4121008 RBhmed Khled Khalil B+ + C+
9 14121009 Bhmed Mohamed Hanfy 1 + 13 -
104121010 ohamed Magdy Mohamed D+ - C
114121011 ierre Ehab Nouh - - oy
1214121012 ohamed Helmy Mohamed Y oy
134121013 ossam Ahmed Said 13 I3
144121014 brahim Mchamed Ibrahim [F B- j
« >
Cancel | [ <mek ][ met> | [ Enen |
— — = — —
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a
bﬁll
i

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

[T would like a wizard to analyze my table after importing the data.
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| StudentID - Student Nar - English Lang - Linear Alget - | Physics - |Managemer - Presentatio - Electronics - Fundament - Discrete Ma 4
] E 4121001 Amr Ayman M A- A A A A A- A A- A |
- 3 4121002 John Moufeed C A- B- A B+ A- A- B A i

4 4121003 Aya Kadry lbra C Cc+ c+ Cc+ B+ A- D+ c-
= 5 4121004 Nesma Mohan B c- c
| 6 4121005 Bassam Mamd C B+ B- c+ A B+ c+ B- C+
= 7 4121006 Eman Mohame A A A A A A A A A
8 4121007 Ahmed Shapar C A- A B+ B- A- B A A
| 9 4121008 Ahmed Khled | B+ B+ Cc+ B B+ B B+ B- B+
L] 10 4121009 Ahmed Mohar F D+ F c- c F F F F
| 11 4121010 Mohamed Mag D+ B- [« B B A- c- D+ B-
| 12 4121011 Pierre Ehab Nc A- A- A A A A- B+ A A-
| 13 4121012 Mohamed Heli A A A A A A A A A
14 4121013 Hossam Ahme F F F F F F D+ F c+
=] 15 4121014 Ihrahim Mohar £ c B- c c B+ ) C- E
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Searching

® |pata  Database Tools Datasheet

-lu -] I@ i - il | Y gremens

) Replace

¥

pp— = : — =Hsave  F Speliing ¥ Advanced - GoTo ~
. .i -||Ed ~ i= :=||3b” - ||| Refresh Filt '
‘ l|ﬁ ‘@ 2 | li= —“ = | A;T.s X Delete ~ 55 More ~ | 2| ! 7 Togale Filter L Select -
Rich Text |

"| Other Initial » | Surname -+t |

T | Hattan

_I F | Hopkins

Userid ~ | Tutor » |Optiol - | Date of Birtl - Street v| Town |
quo6cth | Fox | 1 20-Jun-83 85 Ludlow Street London
squO6rfh Peters | 5 03-Oct-84 91 Market Street Liverpool

Find and Replace - — — [ 2 [

Records J U Sort & Filter . Find

@

Look In: y
Match: (Any Part of Field B2 !
Search: (Al |Z|| "
[FIMatch Case  [7]Search Fields As Formatted |
! — —
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Findand Replace i S e o L9 o
Find | Replace
FindWhat:  |Mr (=] [[Fndnext ]
Look In: Current field [=] !
Match: \
Search L =y !
["IMatch Case  [V|Search Fields As Formatted |
i

(ramivepince N L | ol
Find |Replace|

Find What:  |Mr =l

Look In: Current field [EI

Match: |
Search: Al __; i
[[IMatch Case  [V]Search Fields As Formatted
: — — -
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Find and Replace

9. )

=] (Ednext ]

[v] [LFindnext |

[¥|Match Case [V]Search Fields As Formatted
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7] students
‘StudentN - | Title - FirstNam - |Otherinitial - | Surname - | Hall - Userid - Tutor - |Optiol v Date of Bir
10012 |Mr  David | |Brachen | Bridges ' squ06db  Evans 7 AY- e
|10013 |Mrs Polly M |Quinnell | Private 'squO6pmc Foot 4 Ao, S
10091 | Mr | Elliot | |Green | Private |squ06eg | Morris 6 ATy
10213 |Miss  |Laura L |Short |St Patrick's | squ06lls  Fox 8 AV-adl,y
~ |10251 |Mr 'Roger W | Harris |Sherfield squ06rwh Owen 5 AT-
110317 |Mrs Philippa |V |Hayman | Private squ06pvh Davies 5 AV 5535
10351 |Miss  Gemma |Stace |sherfield  |squ06gs | Foot 2 AV
10353 |Mrs Perry ivate gui6 Owe
BTN - - ——
10464 |Miss
105 (R
110563 Mr
| 10703 | Miss
110710 Miss
10813 Miss ohed
10848 Miss : (Whole Field [
110849 Miss  Rosie|| search: A1 [¥]
110865 |Mr Chris | Match Case [/] Search Fields As Formatted
110933 |Mr | Charle — = i
111011 Miss Susan
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StudentN - Title - FirstNam - Otherinitial - |Surname -  Hall - |Userid - Tutor - Optiol - Date of Bi
12650 |Miss  |Brigitte | E |Maquire  Bridges | squ06ben Evans 6 At-jule
| |12665 |Mr | Andy R | Skerritt |Bulmershe  squO6ars Jones 5 AV-pulas

112677 |Miss  Christina N |Ebner |Childs 'squ06cne | Peters | 4 AY- i

112937 |Mr | Richard |P | Tucker | Private squoérpt |Hunt | 2 AV ubast
| {12973 |Miss  Joanne | |Lawson | Private 'squ06jl  Morris 4 AV
| 13034 |Mr | Francis | | Ward |St Patrick's | squ06fw Peters | 8 -\"-J_aé

113051 Mr Richard F | Pinder |St George's  squ06rfp Williams 9 At-chy

13097 |Miss _ VictoriguwD Young Chld QuoGvdy shepher e
13190 Miss  Sarah| Find and Replace . - —— 2
113205 |Miss | Sophi

|13221 Mr | willia
113228 |Miss  |Angel
~ |132659 | Miss Hannal
~ |13385 Mr |simo

113422 | Miss Che
113436 |Miss | Joanngi kbt sl
13539 ‘Miss  Claudif} A ]

13542 |Mr |Giles [@IMatch Case [V] Search Fields As Formatted

{13557 |Miss | Kathed
13635 Mr  Peter _ TSTGeorEes TSqUOBPWE 1C . gt
13762 |Mr |Spencer K :Lillszy_r | Bridges ' squ06skl | Smith 5 Af-
13793 |Mr |Adam |H | Marfell | Private | squ06ahrr Owen | 2 ALt
113876 |Miss  Alyson L |Alder |Windsor squO6aia Adams | 9 AV,

113991 |Mr Stephen |R | Cant | Private |squoesrc | Fox 8 AS- s
14355 MR christine 1 Keeble  Private  squocik Morris 7 AV
ord F Pinder St George's |squ06rfp Williams

. 1 I

ri . C—

B e

i

3 @ Microsoft Access finished searching the records. The search item was not found.
. oK

[ Whole Field

Search: Al El
Match Case Search Fields As Formatted

(=]

- TRar TREl e T Ol T
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* Obviously, this is not a very elegant way of retrieving
information from the database - but it works!
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Quick Sorting

A l L l A
Ascending: A Descending: B ClearAll Sorts: &7

Ald9-o-= | Table Tools | mmple-&w:mﬁx(&m

Home Create Acrobat Fields Table
M ¥ Cut My selection ~ |§J = Mew Z Totals f 3. Replace e m pos =
—— 53 Copy fdvanced ~ ; = Save & spelling _ = GoTo~
ol B S I Toople Fiter | "ore™ o¢ petete ~ ElMorer | "™ Rseear | B L U (AP -0- | E
Views Clipboard . Records Find Text Formatting
| All Access Objects ) 255 : : .
Tables 2 StudentN -~ | Title ~ First Nam - | OtherInitial - | Surname id ~ Tutor - Optiol - Date of Bir
T students 11751 Mr Alex T Callaghan Whiteknight squO6atc |Singh 2 AT-E
| Queries 2 11775 Miss  Jennifer Mitchell St George's |squ06jm | Shepher 1 AY-ded
2 Ssorting 117388 Mr Abraham Albury Windsor squ06aa 'Adams 2 AY- e
= Tutor0s 11846 Miss Katharine H Edwards Bridges squ06khe Adams 1 AY- ey
e 2 11847 Mr John Paul Bulmershe |squO6jp |Singh 4 ﬂ._’;u:
B 11916 Miss Vivien S Skegg Private squo6bvss | Smith 3 At st
| i 11955 Miss Abigail B | Cox Bridges |squO6alc Matthew 5 AT- s
Syt A 11959 Miss  Maureen |R Lusby Childs squo6mrl  Foot 8 AV-ul
@ students 12083 Mr Richard Burton Private squ06rb  Robinsot 5| Aol
12085 Miss Janet L] Gater Wantage squoOéjtg |Jones 1 AV el
12164 Miss Brenda Kitson Student Villz squ0ébk Dixon 3 AY-ad,
12212 Mr Martin Armson Sibly |squ06éma | Spencer | 8 Al 5ile
12349 Miss Lydia E Lapthorn  Private |squO6lel |Clarke 6 AS- yils
12424 Miss Philippa w Goodwin | Childs squ06pwg Hunt 2 ATk




Permanent Sort

e

| example - Copy : Database (

I*SJ I Create External Data abase Tools Acrobat Fields Table
I\ ) 4 = X T \7 Selection ~ =i New X Totals ﬁ 3c Repla
— 53 Copy % | Descending ] Advanced ~ W g Save & Spelling = GoTo
View Paste - . Filter g Find
2 f Format Painter 7 Toagale Filter A" < )( Delete ~ = More ~ lg seled
Views Clipboard u Sort & Filter Records Find
All Access Objects @ « || students
Tables A | StudentN - | Title - First Nam - |Other Initial - Surname
& students 11751 Mr Alex T Callaghan  Whiteknight s«
Queries A | 11775 Miss Jennifer Mitchell St George's | s
= Sorting | 11788 Mr Abraham Albury Windsor st
= Tutor0s | 11846 Miss Katharine |H Edwards Bridges St
11847 Mr John Paul Bulmershe s
Forms a = —— :
- 11916 Miss Vivien S Skegg Private St
E students : — -
11955 Miss Abigail L Cox Bridges st
R_epom 2 11959 Miss Maureen R Lusby Childs St
B students 112083 Mr Richard Burton Private s
112085 Miss Janet T Gater Wantage St
| 12164 Miss Brenda Kitson Student Villz st
(12212 Mr Martin Armson Sibly s
112349 Miss Lydia E Lapthorn Private SI
17474 Mice Dhilinna Ly Randusin rhilde =
* used to speed up searching, sorting and grouping data
* used to guard against duplicate data entry (always used when
a field is set up as a Primary Key )
* Thisis done through design view of table
riciu Nalie Field Name Field Name Data Ty
# StudentNo| Text " 7| StudentNo Text Hall Text
Surname Text Surname Text Userid Text
Title Text Title Text Tutor Text
FirstName Text FirstName Text Option Number
Otherlinitials Text Otherlinitials Text DOB Date/Time

General il.aokup
Field Size

General iLQQkup

Field Size 10

General .L.oél.eub:

="Bridges” Or "Bulmershe” Or

Field Size 15
Format Format Format
Input Mask Input Mask Input Mask
Caption Student Number Caption Caption
Default Value Default Value Default Value “Private”
Validation Rule Validation Rule Validation Rule
Validation Text Validation Text Validation Text Mot a valid entry
Required Ves Required Yes Required No
e LT LTI
I Indexed ¥es (No Duplicates) Indexed Ves [Duplicates OK) Indexed No
j = - e R
_ |IIME Mode No Control k| IME Mode No Control Applic | IME Mode Mo Control
IME Sentence Mode None IME Sentence Mode MNone IME Sentence Made None
Smart Tags Smart Tags

_§mart Ta_gs




Field Name Data

Hall Text
Userid Text
| Tutor Text
Option Number
|DOB Date/Time

General m

Field Size 8
Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

Required No
| | | Indexed Yes (Mo Duplicates) I
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Adding, Editing and
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Thanks,..
See you next week (ISA),...
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