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How to work with Table Data

How to Blank a Database

To Blank a Database

Step 1
If you would like to use the mouse open the File menu and then click the New command.
File | Edit Wiew Insert Tn

D mew.. Chrlh

Step 2
After that, click on the Blank Database command in the New File window.
A0 New File * M
Open a file
dh1
= More files..,

Mew
[#] ] Elank Diatabase

EE] Elank Data &ccess Page
[#] ] Project (Existing Data)
IEH Projeck (Mew Data)

Mew from existing file
L-Eﬂ Choose file...

Mew from template

[# ] izereral Templates. ..

o ] Templates on Microsoft, com

Step 3
Then, enter the database name and then click on the Create button.
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How to view the table object.

To view the table object.

Step 1
The picture below shows the original view.
gl db1 : Databaze [Access 2000 file format] A=l
open [if Desion AiNew 0 Zp e |E
Ohjects - Create query in Design view
Tables Create query by using wizard
Cueries
Farms
B Reports
E Pages
& Macros
% Modules
Groups
@ Favorites
Step 2

Now, for you to view the table object, you just have to use the mouse to open the View
menu and then click on the Database sub menu. Finally, just click on the Tables

command.
Wi Ilnsert Tools  Window  Help

| Database Objects » || Tables

Step 3
The picture below shows the results.




Microzoft Access - [Test : Databasze [Access 2000 file format]]
e Type a question For

[ =

Zin

L le by using wizard
Create table by entering data




How to create a table

To create a table

Step 1
If you wish to create atable, first you have to use the mouse to open the Insert menu and

then click on the Table command.
Insett I Tools  Windo

|”I|r: Tahble

Step 2
Then, salect the Table wizard in the New Table window and then click on the Ok button.
MNew Table ﬂ |
. e |Datasheet Wigw
= \ Dresign Wiew
E Import Table
Link Table

This wizard creates a new table
ko store data,

Ik I Cancel

Step 3
Later, select the Tables that you want.
Table Wizard

Which of the sample tables lisked below da wou wank ko use ko create your kable?

After selecting a table cateqory, choose the sample table and sample figlds wou wank to inchude
in wour new table, Your table can include Fields From more than one sample table. IF vou're not
sure about a field, go ahead and include it, It's easy ko delete a field later,

* Business Samnple Fields: Fields im riy mew Eable:

" Personal _
FirstMarme

=
Sample Tables: MiddleMame - |
LastMame
F
=

j

Service Records ParentsMames
Transactions Address

Tasks ity
EmployeesandTasks

| SkateOrProvince

PostalCode
Students And Classes Bhemehl rmber LI FenameFeEld:..
Zancel = Bach: [WExk = FEimist

Step 4
After that, select the fields in the Sample Fields list box. The next thing to do isto click



the > button to add the fields in the Fields in my new table list box. Now, just click on the

Next button, as shown by the picture below.

T able Wizard

‘ehich of the sample tables lisked below da ywou wank ko use ko create your bable?

After selecting a table category, choose the sample table and sample figlds you wank to include
in wour new kable, Your table can include Fields From more than one sample table. IF vou're not
sure about a field, go ahead and include it, It's easy ko delete a field later,

{* Business Sarnple Fields: Fields in iy new table:
& e StudentID -l l Middletame =]
FirstMarme LastMarne
Sample Tables: Middletame o | Parentshames
- LaskMarne Address
Service Recurds :I ParentsMames - | Ciky
Transactians Address PostalCode
Tasks ':It':."
< |
EmployeesAndTasks StateOrProvince
PostalCode
Students and Classes Dhemahl rmher ;I Rename Field. ..
Zancel | = Bach Mexk = Einish

Step 5

Then, you have to enter the table name and then set the primary key. Finally, just click on

the Finish button.

Table Wizard

What do yiou wank bo name your kable?

(e S

=

WHE HRE RER
WHE HHE RER
WHE HRE RER
WHE HHE RER
WHE HRE RER

G L Pa e

Microsoft Access uses a special kind of field, called a primary key,
ko uniguely identify each record in a table. In the same way a
license plate number idenkifies a car, a primary key identifies a

record,

Do wiou wank the wizard bo ek a primary kew For you?

. Mo, I'll set the primary key.

@mt a primary key@

10

Zancel | < Back

Hext = Einish




How to enter the data in the table

To enter the data in the table

Step 1
To enter the datain the table, first you have to select the table that you want to be inserted

with the data and then click the Open command in the Menu bar.

Qpen |of Design ghew 2 Sp e[

Chijects Create kable in Design view
Tables Create table by using wizard

E_ -
s Create table by entering data

Farms

Step 2
Y ou can use the keyboard to enter the data as well.

11



Microzoft Access - [Students - Table]

E File Edit ‘ew Insert Format FRecords Tools ‘Window  Help Type a question For
M-HHEGR_RY iRR o @40 YEY & Ba- 0,

Student ID | First Mame | Middle Name | Last Marme |Parents Mames|  Address | City |
| 1/ WWong Ah Fook bir Wiong Ah CH Taman Kempas Johor
| W~ utoMumber)

Record: H|1|| z PIHIHEI af 2

Datasheet Yiew

Step 3
Now you can see that the data is been entered in the table.
student 1D First Mame hliddle Mame Last Mame |Parents Mames Address City
H 1 WWong | Mr Wang Ah CF Taman Kempas| Johaor
2/ Tan Seng Seng Mr Tan Kui Tarnan Sentosa lpoh
. 3/ keng SEng Chat Mr Keng Kent | Taman Johar  Kedah

*| (Autohlumber)
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How to select the Record

To select the Record

Step 1
To select the record, the first thing to do is by placing the pointer to the record that you
want to select.

Step 2

Now you just have to use the mouse to open the Edit menu and then click the select

Record command.
Edit Iﬁiew Insert  Format  Rec

7 Undo Saved Record  Chrl+Z

% COffice Clipboard. ..

Delete Column

| Select Record |

Step 3
The picture below will appear after you have selected the Select Record option.
student 1D First Mame hliddle Mame Last Mame |Parents Mames Address City
H 1 WWong | Mr Wang Ah CF Taman Kempas| Johaor
2/ Tan Seng Seng Mr Tan Kui Tarnan Sentosa lpoh
. 3/ keng SEng Chat Mr Keng Kent | Taman Johar  Kedah

*| (Autohlumber)
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How to select all the record in the
table

To select all the record in the table

Step 1
If you wish to select all the record in the table, first, you have to place the pointer in the
table.

student 1D First Mame hliddle Mame Last Mame |Parents Mames Address City
H 1 WWong | Mr Wang Ah CF Taman Kempas| Johaor
2/ Tan Seng Seng Mr Tan Kui Tarnan Sentosa lpoh
. 3/ keng SEng Chat Mr Keng Kent | Taman Johar  Kedah

*| (Autohlumber)

Step 2
Then, use the mouse to open the Edit menu and then click on the Select All command.
Edit I Yiews Inserk  Format  Rec

7 Undo Saved Record  Chrl+-2
& Cut Chrl+3
Copy Chrl+C
@ Office Clipboard. ..
Delete Dl
Select Record
Select All Records Chrl+4 |
Step 3
After that, you will find that all the record will be selected as shown by the picture below.

student 1D First Mame hiddle Mame Last Mame |Parents Mames Address City
Yifang nok Mr Wiong Ah Ck 1 Kernpas
Mr Tan Kui

(AutoMurmber)
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How to work with cut and copy

To work with cut and copy

Step 1
To work with cut and copy, first you must select the record that you want to cui.
otudent 1D First Mame Middle MNarme Last Mame [Farents Names Address City
H 1/WWang Fook hr Wiong Ah CH Taman Kempas Johor
2/ Tan SEeng SEeng Mr Tan Kui Taman Sentosa lpoh
. 3 Keng SEng Chat Mr keng Kent | Tarman Johor | Kedah

*| (AutoMumber)

Step 2
After that, use the mouse to open the Edit menu and then click on the Cut option.
Edit | Wiew Insert  Farmak R

|4 cut Ctriy |

Step 3
Then, place the insertion point to where you want to place the record. Y ou can use the
mouse to open the Edit menu and then click the Paste Append.

Edit I Wiews Inserk  Format  Rec

7 Undo Saved Record  Chrl+Z

% COffice Clipboard. ..

| Paste Append |

Step 4
After you have selected the Paste Append, the picture below will appear.
Student ID | First Name | Middle Name | Last Mame |Parents Names| Address | City |
- 2/ Tan SENg SEeng Mr Tan Kui Taman Sentosal lpoh
3 Keng SENg Chat Wir Keng kent | Taman Johor | Kedah

4WWoni Ah Fook Wr Wong Ah CH Tarman Kempas| Johor

*| (AutoMumber)
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How to work with copy and paste

To work with copy and paste

Step 1
To work with copy and paste, first you must select the record that you want to cut.
otudent 1D First Mame Middle MNarme Last Mame [Farents Names Address City
H 1/WWang Fook hr Wiong Ah CH Taman Kempas Johor
2/ Tan SEeng SEeng Mr Tan Kui Taman Sentosa lpoh
. 3 Keng SEng Chat Mr keng Kent | Tarman Johor | Kedah

*| (AutoMumber)

Step 2
Now you can use the mouse open the Edit menu and then click on the Copy option.
Edit I Wiews Insert  Formak  Rec

k7 Undo Saved Record  Chrl+Z2

£ Cut Chrl+
" Copy Chrl+iC |
Step 3

After that, use the mouse to open the Edit menu and then click the Paste Append.

Edit Iﬁiew Insert  Formak Rec

7 Undo Saved Record  Chel+-2

% Office Clipboard. ..

| Paste Append |

Step 4
Later you' |l see that the data is pasted in the table as shown by the picture below.
Student ID | First Mame | Middle Name | Last Mame |Parents Mames|  Address | City
| 2/ Tan Seng =Eng hir Tan ki Taman Sentosa |poh
| 3 Keng Seng Chat Mr Keng Kent | Taman Johar | Kedah
| 4 WWong Ah Fook MrWong Ah CFH Taman Kempas| Johor
L | WWong Ah Foaok Mr Wwong Ah CHTaman Kempas| Johor
* | (Autolumber)

16



How to delete the record

To delete the record

Step 1
To delete the record, you have to select the record that you want to delete first.
otudent 1D First Mame Middle MNarme Last Mame [Farents Names Address City
H 1/WWang Fook hr Wiong Ah CH Taman Kempas Johor
2/ Tan SEeng SEeng Mr Tan Kui Taman Sentosa lpoh
. 3 Keng SEng Chat Mr keng Kent | Tarman Johor | Kedah

*| (AutoMumber)

Step 2
After that, you can use the mouse to open the Edit menu and then click the Delete Record
command.

Edit | Wiews Imsert  Formak  Rec

7 Undo Saved Record  Chrl+2
4 Cut Chrlx
Copy Chrl+C
% Office Clipboard. ..

[B Paste Chel+Y

Paste Special. ..

Paste Append

Delete Dl

|m Delete Record |

Step 2
Later you will find that the record is been deleted and you could refer to the picture
below for a better understanding.

Student ID | First Mame | Middle Mame | Last Mame |Parents Mames|  Address | City
- 2/ Tan SENng SEeng Mr Tan Kui Taman Sentosa lpoh
- 3 Keng SEng Chat Mr keng Kent | Taman Johor | Kedah
- 4/ WWong Ah Fook Mr Wang Ah CF Taman Kempas| Johor
BAR A utorumber)

17



How to insert New Record

To insert New Record

Step 1
If you would like to insert New Record, first you have to place the pointer in the table.

Student ID | First Name | Middle Name | Last Mame |Parents Names| Address | City
- 2/ Tan Seng Seng Mr Tan Kui Tarman Sentosa lpoh
| 3 keng SEng Chat Mir Keng Kent | Taman Johar  Kedah
- 4/ Waong Ah Foak Mr Wang Ah CF Taman Kempas| Johar
NN Aotorurmber)

Step 2
Then, use the mouse to open the Insert menu and then click the New Record command.
Inzert I Format  Records

|b‘¥ Mew Record  Chel++

Step 3
After that, just enter the new record in the table.

Student ID | First Mame | Middle Name | Last Marme |Parents Mames|  Address | City
| 2/ Tan SENng HEeng M Tan Kui Taman Sentosa lpoh
| 3 Keng SENg Chat Mr Keng Kent | Taman Johor | Kedah
4 WYang Ah Fook bir Wiong Ah CH Taman Kempas Johor
B (AutoMumber

18



How to insert Column

To insert Column

Step 1
To insert Column in table, first you have to place the pointer in the table where you
would like to insert the Column.

Student ID | First Mame | Middle Mame | Last Mame |Parents Mames|  Address | City

- 2/ Tan SENng SEeng Mr Tan Kui Taman Sentosa lpoh
- 3 Keng SEng Chat Mr keng Kent | Taman Johor | Kedah
- 4/ WWong Ah Fook Mr Wang Ah CF Taman Kempas| Johor
BAR A utorumber)
Step 2
After that, just use the mouse to open the Insert menu and then click on the Column
command.

Insert I Format  Records

F# Mew Record Chrl++

| Column |
Step 2
Then, you'll find that the New Column will be inserted in the table as shown by the

picture below.

Last Name |Parents Mames| Address | City | Postal Code | Field1 Mlajor
=eny Mr Tan Kui Taman Sentosa lpoh 31440 Account
Chat Mir Keng kent | Taman Johor  Kedah 45687 hWanagement
Fook bir Wi'ong Ah CHTaman Kempas Johor 51200 T
Chai Mr Wang Chai ( Taman Maluli | Pahang 21450 | Business

19



How to work with Font

How to change the font type

To change the font type

Step 1
To change the font type, first you have to use the mouse to open the Format menu and
then click on the Font command.

Faormat I Records  Tools

|A Fonk... |

Step 2
Then, select the Font typein the list box and then click on the Ok button. Y ou could refer

to the image below for a better view.
EE

Font

Font skyle:

IRegular

Cancel |

Ttalic
Bald

B arial Rounded MT Bold Biold Italic
| Baskervile Old Face
W Batang

B Bauhaus 93 ;I i

Arial Marrow

Effects —3ample
[ Underline

Color: Iﬁ- Black — AaBhYyZz

This is a TrueType Fonk. This same Font will be used on both your
prinker and your screen,

Step 3
Then, you'll see that your font type has changed just like the picture below.

Student ID | First Name | Middle Name | Last Mame |Parents Names| Address | City

2/ Tan SENg SENg Mr Tan Kui Tarman Sentosa lpoh
Before

| 3 Keng Seng Chat Mr Keng Ken Taman Joho! Kedah
After

20



How to make the text to Italic

To make the text to Italic

Step 1
To make the text to Italic style, use the mouse to open the Format menu and then click on
the Font command first.

Farrmat I Recaords  Tools

|ﬁ Fonk... |

Step 2

Then, select the Italic option in the Font style list box and then click the Ok button.
Font 2| =

Fonk: Font skyle:

I.ﬂ.rial Black

M
Arial Marrow i

T arial Rounded MT Bold
B Baskervile Cld Face
B Batang

T Bauhaus 93

T Bell MT | Jid

—Effects —3ample
[ Underline

Colar: I-Black vI

This is a TrueType Fonk. This same Font will be used on both wour
orinker and vour screer,

W Cancel |
]

Bold Italic

AaBbYyZz

Step 3
Then, you'll see that your text has changed just like the picture below.
| 3 Keng Seng Chat Mr Keng Ken Taman Joho! Kedah
Before

4 Wong Ah Fook Nr Wong Al Taman Kemjy Johor
After

21



How to make the text to Bold

To make the text to Bold

Step 1
Use the mouse open the Format menu and then click the Font command.
Farrmat I Recaords  Tools

|ﬁ Fonk... |

Step 2
Select the Bold option in the Font style list and then click Ok button.
Font K E:

Eonfk: Font skyle:

I.ﬁ.rlal Black. I
M Reular
Arial Marrow

T arial Rounded MT Bald
B Baskervile Cld Face
iy Bakang

W Bauhaus 93

Hr Bell MT =l

—Effects —3ample
[ underline

Color: [EEMElack x|

This font style is imitated For the display. The closest matching

chule will ke Hized Far mrvinkinn

Cancel |

Binld Ikalic

AaBbYyZz

Step 3
Thee?n, you'll see that your text has changed just like the picture below.

4 Wong Ah Fook Nr Wong Al Taman Kemjy Johor
Before
:| & Wong Sei Chai Mr Wong Ch Taman Mali Fahang
After

22



How to make the text to Bold Italic

To make the text to Bold ltalic

Step 1
To bold the text, first, use the mouse to open the Format menu and then click on the Font
command.

Farrmat I Recaords  Tools

|ﬁ Fonk... |
Step 2
Then, select the Bold Italic option in the Font Style and then click Ok button.
Font
Fonfk: Font skyle: _OK
I.ﬁ.rial Black.
Cancel |

M Regular ]
Arial Marrow — [1talic

T arial Rounded MT Eold

B Baskervile Old Face %
T Bakang

T Bauhaus 93
H Bell MT = ¥

—Effects Sample
[ Underline

Color: [EEMElack =]

This font style is imitated For the display, The closest matching
stvle will be used For prinking.

AaBbYyZz

Step 3
Then, you'll see that your text has changed just like the picture below.
& Wong Sei Chai Mr Wong Ch Taman Mah Fahang
Before
4 Wong AR Fook Mr Wong Al Toaman Ken Jokor
After

23



How to change the Font size

To change the Font size

Step 1
To change the font size, first you have to use the mouse to open the Format menu and
then click the Font command.

Farrmat I Recaords  Tools

|ﬁ Fonk... |

Step 2
Then, you just have to choose the right Font sizein the Size list box and then click Ok
button as shown by the picture below.

Font 7] ]
Fonk: Font skyle: ok I
I.ﬁ.rial Black, IReguIar
T [T corel_|
Arial Marrow 1 |Tkalic
B arial Rounded MT Bold Bold
T Baskervile Old Face Eald Italic
% Batang
Bauhaus 93
T Bell MT = Jiz|
—Effects —Sample
[ undetline
gl:lll:lr: -Blal:k_ - “aB thz z

This is a TrueType Fonk, This same font will be used on both wour
printer and wour screen,

Step 3
Then, you'll see that your text has changed just like the picture below.

4 Womg AR Fook Mr Wong Al Taman Ken Jokor
Before ~ ~ ~

4 Wong Ah Fook Mr Wong 2 Taman Ker Johor
After

24



How to change the text color

To change the text color

Step 1
To change the text color, you just have to use the mouse to open the Format menu and
then click the Font command.

Farrmat I Recaords  Tools

|ﬁ Fonk... |
Step 2
After that, select the color in the Color List box and then click on the Ok button.
Font 2]
Fonk: Font skyle: Size:
I.ﬁ.rial IRegular 10
T T x|
arial Black. 1 |[1talic £
T arial Marrow Bald 10
B arial Rounded MT Bold Bold Ttalic 11
% Baskerville ld Face 12
Bakang 14
B Bauhaus 93 ;I ﬂ 16 ;I
—Effects —Sample
[ Underline
AaBbYyiz

" kame font will be used on bath wour

Parents Mames
bAr Tan ki Taman Sentosal lpoh

3 Keng Wir Keng kent | Taman Johor | Kedah

4 VWaong Ah Foak Mr Wang Ah CF Taman kempas| Johar

B VWong Sel Chai MrWong Chai ( Taman Maluli | Pahang
(AutoMurmber)

25



How to underline the text

To underline the text

Step 1
If you wish to underline the text, first you have to use the mouse to open the Format
menu and then click on the Font command.

Farrmat I Recaords  Tools

|ﬁ Fonk... |
Step 2
After that, select the Underline check box and then click on the Ok button.
Font K E:

Fonfk: Font style: _OK

I.ﬁ.rial IRegular

PTE—] [T concel_|

arial Black — |[Italic
M arial Marrow Eald

B arial Rounded MT Bold Bold Ikalic
| Baskervile Old Face
W Batang

H Bauhaus 93 LI i

—Effects —Sample

AaBbYyiz

This is a TrueType fonk. This same Font will be used on bokh wour
prinker and your screen,

Step 3
You'll be able to see the picture below when you click on the Ok option.

Student [0 First Marme Middle MNarme Last Mame |Parents Mames Address City

SEn Mt Tan Kui Tarnan Sentosa lpoh
Seng Chat kr keng lent  Taman Johor | Kedah

3 Keng
4/ Wong Ah Fook Mr Wong Ah CF Taman Kempas Johor
B YWong Sei Chai kA Wong Chai C Taman Maluli  Pahang

#* |  [AutoMNumber)

26



How to work with Cell Formatting

How to show the datasheet-
formatting window

To show the datasheet-formatting window

Step 1
To show the datasheet-formatting window, first you must open the table that you would
like to change its datasheet. Then, just double click on the table.

Objects Create table in Design view
Tables Create table by using wizard
[# )
Queties #| create table by entering data
[ I students
Forms
Step 2

After that, you can use the mouse to open the Format menu and then click on the
Datasheet command.

Format I Records  Tools
A Font..,
| Datasheet. .. |
Step 3
Later, the Datasheet formatting windows will appear as shown by the picture below.
Datasheet Formatting
Cell Effect———— —Gridiines Shown
v ﬂat ¥ Horizontal
" Raised ¥ wertical
Cancel |
= sunken
Background Calar Gridline Calar:
[Iwite =1 [ siver =1
—Sample:

—Border and Line Skyles

Datasheet Border j IS:::Iiu:I j
— Direckion
¥ | aft-ro-right " Right-to-left
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How to make the cell with Raised
effect

To make the cell with Raised effect

Step 1

If you want to make the cell with Raised effect, use the mouse open the Format menu
first and then click on the Datasheet command.

Format I Records  Tools

A Font..,
| Datasheet, . |

Step 2
After that, select the Raised effect option and then click on the Ok button as shown by the
picture below.

D atazheet Formatting K E:

Cell Effect ———— [~ Gridiines Shown
" Elat ¥ | Herizomtal
im# I# | Uerica] Cancel |
" sunken

Bacharaumd Ealars (Eridlime: el ar

|silver ol |Gy |

—Sample:

= Earder and Line Stles

Datasheet Border j IS:::Iiu:I j
— Direckion
¥ | eft-to-right " Right-to-left
Step 3
You'll be able to see the picture below when you click on the Ok option.

Student [0

Parents Mames Address

bAr Tan ki Tarman Sentoss

bir keng Kent | Taman Johor | Kedah
M Wong Ah CH Taman Kempas| Johor
bir Wy'ong Chai ( Taman Maluli | Pahang

150 | [ |00 |

* | [AutoMumber)
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How to make the cell with the Sunken
effect

To make the cell with the Sunken effect

Step 1
If you would like to make the cell with the sunken effect, first, you have to use the mouse
to open the Format menu and then click on the Datasheet command.

Format Iﬁecnrds Tools
A Font..,
| Datasheet. .. |
Step 2
Now you have to select the Sunken effect (as circled in red) and then click Ok button.
Cell Effect ———— —@ridlines Shown
" Elat IV | Herizomtal
" Raised I¥ | ertical Cancel |
Backaraumndealar: e ealar
[T sitver L [T Jwhite =1
—Sample:
= Barder and Line Styles
Datasheet Border j IS:::Iiu:I j
— Direckion
¥ | aft-ro-right " Right-to-left
Step 3
You'll be able to see the picture below when you click on the Ok option.
student [0 First Marme Middle Marme Last Mame |Parents Mames Address City
2/ Tan SEng SENC hr Tan ki Taman Sentosa|lpoh
d|Keng SEng Chat hr Keng Kent  |Taman Johor  |Kedah
4 W ong &h Fook bir Wong Ah Ck Taman Kempas |Johor
B[¥Wong Sei hai bAr WYong Chai £ Taman baluli  [Pahang
#*| [(AutoMumber)
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How to add the horizontal grid

To add the horizontal grid

Step 1

To add the horizontal grid, you have to use the mouse to open the Format menu and then
click on the Datasheet command.

Format I Records  Tools

A Font..,
| Datasheet, . |

Step 2
After that, you have to select the Horizontal option as marked with the red color in the
picture below and then click on the Ok button.

D atasheet Formatting =

Cell Effect ————  —Gridlines Shown
&t
" Raised [ wertical
Cancel |
" Sunken
Background Color: aridline Color
[T Jwhite =1 [T siver =1
—Sample:
—Border and Line Skyles
Datasheet Border j IS:::Iid j
— Direction
% | eft-ko-right ™ Right-tg-left
Step 3
You'll be able to see the picture below when you click on the Ok button.
Student 1D First Matne Middle Marne Last Mame |Parents Mames Address City

2 Seng SENE hir Tan ki Taman Sentosa [poh

3 Keng Seng Chat Mt keng Kent  Taman Johor  Kedah
4 YWong &h Fook ke Wong Ah CF Taman Kempas Johor
B Wiong Sej Chai Mr Wong Chai © Taman Maluli Pahang

*|  [AutoMumben
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How to add the Vertical grid

To add the Vertical grid

Step 1
If you would like to add the Vertical grid, first, you have to use the mouse to open the
Format menu and then click the Datasheet command.

Format I Records  Toals
A Font..,
| Datashest. .. |
Step 2
Then, select the Vertical option and click the Ok button.
Datazheet Formatting T
Cell Effect ————— ~Gridlines Shown
@ Blat Fiorizonkal
" Raised v Mertical
Cancel |
¢ Sunken
Background Colar; Gridling Color:
| Jwite =] | sitver =1
—Sample:

—Border and Line Skyles

IDatasheet Border j ISl:uIid j
— Direction
' Lgft-to-right ™ Right-to-lsft
Step 3
Y ou'll be able to see the picture below when you click on the Ok button.
Student [0 First Marme Middle Marme Last Mame |Parents Mames Address City

3 Keng SEng Chat hr Keng Kent | Taman Johor | Kedah
. 4/WWong Ah Fook Mr Waong Al Ck Taman Kempas Johor
B WWong Sei Chai b Wong Chai § Taman Maluli | Pahang

#*|  (AutoMumber)
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How to change the background color
of the cell

To change the background color of the cell

Step 1
To change the background color of the cell, you have to use the mouse to open the
Format menu and then click on the Datasheet command.

Format I Records  Tools
A Font..,
| Datasheet. .. |
Step 2
After that, select the color in the Background color list box and then click on the Ok
button.
D atasheet Formatting T
Cell Effeck —————— —&ridlines Shown
= Flat [ Horizonkal
i~ Raised ¥ wertical
= - C |
o _ coneel |
Background Color; aridline Color:
Ewmte || [sitver =l
Fed ey
[ Bright Green
—Border and Line Skvles
Datasheet Border j IS::-Iiu:I j
— Direction
% Left-to-right ™ Right-to-laft
Step 3
You'll be able to see the picture below when you click on the Ok button.
Student [0 First Marme Middle Matme Last Mame |Parents Mames Address City
3 Keng SEng Chat Mr Keng Kent  Taman Johor  Kedah
. 4 Wvong Ah Fook fr Wong Ah CF Taman Kempas Johor
. B Wong Sej hai fAr Wvong Chai € Taman Maluli Pahang
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How to change the Gridline Color

To change the Gridline Color

Step 1
If you wish to change the Gridline Color, first you have to use the mouse to open the
Format menu and then click the Datasheet command.

Format I Records  Toals
A Font..,
| Datashest. .. |
Step 2
Then, select the color in the Gridline Color list box and click on the Ok Button.
Datasheet Formatting E
Cell Effect——— [~ Gridlines Shown
¥ Flat ¥ Horizontal
" Raised ¥ yertical
Cancel |
= sunken
Background Calar Gridline Calar:
| vellow = DSilver -
- B —
Bright Green
[ Tvellow
Blue b
—Border and Line Styles
Datasheet Border j IS-::Iiu:I j
— Direckion
¥ | aft-ro-right ™ Right-to-left
Step 3

This below picture will appear on your screen after you have selected the Ok button.
student 10 Parents Mames

bir Kenn Kent | Taman Johor [ Kedah
bir Wyong Ah CH Taman Kempas| Johor
M Wong Chai (| Taman Maluli  [Pahang

1o |1 1 [

#*|  (AutoMNumber)
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How to change the Row Height

To change the Row Height

Step 1

To change the row height, first you have to use the mouse to open the Format menu and
then click at the Row Height command as shown by the picture below.

Formak IR_ecu:uru:Is Tools

A Font...

Datasheet, ..

| Row Height. ..

Step 2

After that, just enter the value in the Row Height text box and then click on the Ok

button.
Row Height

Ry Height;

¥ standard Height

Ik I
[t

Step 3

Now you can see that the height of the Row is changed as shown by the picture below.

student [0

Parents Marmes

fAr Tan Kui
Py Keng kent

Taman Sentosa

Tarman Johor

kedah

fAr Wong Ah CF

Taman Kempas

Johor

130 | 4= | 100 [{Ee]

fr Wong Chai 0

Tarman Maluli

Pahang

#*| [AutoMumbet)
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How to change the Column width

To change the Column width

Step 1
To change the column width, you have to use the mouse to open the Format menu and

then click the Column Width command.
Format I Records  Tools

A Fort...

Datasheet, ..

Row Height. ..,

| Colurmn Wwidth, .. |

Step 2

After that, just enter the value in the Column Width section and then click on the Ok
button.

Column Width 2]

Column Width:  [1¢] oK I
[~ standard width Cancel |
Best Fik |

Ste
o Student 1D First Mame hiddle MName Last Mame [Parents Marmes Address City
2 2|Tan Seng Seng br Tan ki Taman Sentosal lpoh
J|keng =eng Chat hr Keng Kent  |Taman Johor | Kedah
4| YWong Ah Fook hr Wiong Ah CH Taman Kempas| Johor
B|Wy'ong el Chai hr Waong Chai f Taman Maluli | Pahang
¥ [AutoMurnber)
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How to rename the Column

To rename the Column

Step 1

Ineé)rder for you to rename the column, first, you have to select the column that you want

to rename.

Student 1D First Mame hiddle MName Last Mame [Parents Marmes Address City

2 2|Tan Seng Seng br Tan ki Taman Sentosal lpoh
J|keng =eng Chat hr Keng Kent  |Taman Johor | Kedah
4| YWong Ah Fook hr Wiong Ah CH Taman Kempas| Johor
B|Wy'ong el Chai hr Waong Chai f Taman Maluli | Pahang

¥ [AutoMurnber)

Step 2

Then, you have to use the mouse to open the Format menu and then click the Rename
Column command.

Faormat I Records

Tools

A Fort...

Datasheet, .,
Rowe Height. ..
Column idth. ..

Rename Column

Step 3
After that, you have to enter the new name for your column.

Parents Marmes Address City Postal Code ml Major
bir Tan kuj Taman Sentosallpoh 21450 Account

hr Keng Kent |Taman Johor | Kedah 45657 hWlanagement
hr Wiong Ah CH Taman Kempas|Johor 21200 IT

bir Wong Chai O Taman Maluli | Pahang 21450 Business
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How to hide the column

To hide the column

Step 1
To hide the column, first, you have to select the column that you want to hide.

otudent 1D First Mame Middle Name Last Mame [Parents MNames Address City
2 2| Tan Seng Seng bt Tan ki Taman Sentosa|lpoh
3| Keng Sengy Chat bt Keng Kent  |Taman Johor | Kedah
4| Wi'ong Ah Fook hr Wong Ah CHTaman Kempas| Johor
B|YWong Sel Chai br Wong Chai (| Taman Maluli  |Pahang
*| [Autallumber)
Step 2

Later, you have to use the mouse to open the Format menu and then click the Hide
Columns command.
Farmak I Records  Tools W

A Fort..,

Datasheet, ..
R Height. .,
Colurnn Wwidth, ..

Fenarme Column

Hide Columns

Step 3
Now you can see that the column is hidden as shown by the picture below.

Farents Mames Address City Postal Code Majar
B | e Tan Kui Taman Sentosallpoh 31450
Mr Keng Kent (Taman Johor | Kedah 45657 Managerment
hr WWong Al CH Taman Kermpas|Johar 81200 IT
b Y¥ong Chai ¢ Taman Maluli | Pahang 21450 Business
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How to unhide the column

To unhide the column

Step 1
If you wish to unhide the column, you have to use the mouse to open the Format menu

and then click the Unhide Column command.
Farrnat I Records  Toals

A Fortk...

Datashest, ..
Rowe Height, ..
Column idth. ..
Rename Column

Hide Columns

LInhide Columns. .

Step 2
After that, you have to select the column that you want to unhide and then click the Close
button.

Unhide Columns K E:

Column:

Close I

Student ID
Firsk Mare
riddle Marne
Last Mame
Parents Mames
Address

ity

Postal Code
[ state

Majar

Step 3

Now you can see that the column is unhidden as shown by the picture below.

Parents Marmes Address City Postal Code State Major
B | hdr Tan Kui Tarman Sentosallpoh 21450 COour
Mr Keng kent |Taman Johor | Kedah 45657 hanagerment
ke Wvong Ah CH Taman Kermpas|Johar 81200 IT
bt Wviong Chai € Taman baluli  |Pahang 21450 Business
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How to delete the column

To delete the column

Step 1
If (;/‘())u would like to delete the column, first you must select the column that you want to
delete.
Farents Mames Address City Faostal Code otate
B | hdr Tan Kui Taman Sentosallpoh 31450
Mr Keng kent |Taman Johor | Kedah 45657 hanagerment
ke Wvong Ah CH Taman Kermpas|Johar 81200 IT
bt Wviong Chai € Taman baluli  |Pahang 21450 Business
*
Step 2

After that, you have to use the mouse to open the Edit menu and then click on the Delete
Column command.

Edit Iiiew Insert  Format R
Copy Chrl+C
% Office Cliphoard. ..

o

Delete Record

Deleke Column

Step 3

From the picture below, you could see that the State column is being deleted.

Farents Mames Address City Fostal Code tlajor
bdr Tan ki Taman Sentosallpoh 31450 Account

Mr Keng Kent | Taman Johor | Kedah 45657 Managerment
hr Wong Ah CHTaman Kermpas| Johar 81200 IT

b Wong Chai @ Taman Maluli | Pahang 21450 Business
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How to work with Sort Descending

To work with Sort Descending

Step 1

Tﬂvork with sort Descending, you must place the insertion point in the table first.
Parents Mames Address City FPostal Code tlajor

hr Tan ki Tarman Sentosallpoh 21450 Account

hr Keng Kent |Taman Johor | Kedah A5R87 hlanagernent

hr Wiong Ah CH Taman Kermpas|Johor 21200 IT

br Wong Chai § Taman Maluli | Pahang 21450 Business

Step 2

Then, you must use the mouse to open the Records menu and later click the Sort sub
menu. Finally, just click on the Sort Descending command.

| Sork

]

Apply Filker/Sort

%l Sort Ascending

|iﬂ, Sort Descending

Step 3
Now you’ re ready to work with sort descending.
otudent 10 First Mame hliddle Mame Last Mame |Parents Mames Address City
2 b|YWong Sei Chai fdr Wong Chai (| Taman haluli | Pahang
4| W'ong Ah Fook hr Wiong Ah CHTaman Kempas| Johor
3| Keng Seng Chat M keng Kent | Taman Johor [ Kedah
2| Tan Seng Seng hr Tan ki Tarman Sentosal lpoh
¥ | [Autobumber)
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How to work with Sort Ascending

To work with Sort Ascending

Step 1
If you wish to work with Sort Ascending, you must place the insertion point in the table,
first.

otudent 10 First Mame hliddle Mame Last Mame |Parents Mames Address City
2 b|YWong Sei Chai fdr Wong Chai (| Taman haluli | Pahang
4| W'ong Ah Fook hr Wiong Ah CHTaman Kempas| Johor
3| Keng Seng Chat M keng Kent | Taman Johor [ Kedah
2| Tan Seng Seng hr Tan ki Tarman Sentosal lpoh
¥ | [Autobumber)

Step 2
After that, you have to use the mouse to open the Records menu and then click on the
Sort sub menu. Later, click at the Sort Ascending option.

Sort k mgﬂ, Sork Ascending
Apply Filker fSort %1 sort Descending
Step 3
Y ou're now ready to work with Sort Ascending as shown by the picture below.
otudent 1D First Mame Middle Name Last Mame [Parents MNames Address City
» E{m Seng Seng fdr Tan Kui Taman Sentosal lpoh
3| Keng Seng Chat Mr keng Kent |Taman Johor | Kedah
4| W'ong Ah Fook hr Wiong Ah CHTaman Kempas| Johor
B|YWong Sei Chai b Wong Chai (| Taman Maluli  |Pahang
#| [AutalMumber)
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How to work with Query, Form

How to show the query object

To show the query object

Step 1
If you wish to show the query object, first you have to go to the Table object window.

Microzoft Access - [Test : Databasze [Access 2000 file format]]

File Edit Wew Insert Tools ‘Window Help Type a question For

ey SRV iR - % 50- 9 & F8H- 0,

L open [ Design ghew 0 2o e [EE|EE
Objects Create table in Design view
Tables - Create table by using wizard
Queties Create kahle by entering data
Farris
B reports
E Pages
2 Macros
% Modules
Groups
[#] Favorites
Ready
Step 2

After that, you have to use the mouse to open the View menu and then click on the
Database Object sub menu. Finaly, you have to click on the Queries command as shown

by the picture below.
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Step 3

Now the queries object window is appearing on your screen

Microzoft Access - [Test : Databasze [Access 2000 file format]]

Create query in Design view

Create query by using wizard

Type a question For




How to create a query

To create a query

Step 1
If you wish to create a query, first, you have to use the mouse to open the Insert menu
and then click the Query command.

Insert IIn:n:-Is Winde

:5 Table
| Query |
Step 2

After that, you have to select the Simple Query Wizard and then click on the Ok button.
Mew Query

Find Duplicates Query Wizard

Find Unmatched Query Wizard

This wizard creates a select query
Fram the Fields wou pick,

Step 3
Now, you have to select the Table that you want.
Simple Query Wizard

Which fields do wou wank in wour query?

% / You can choose from more than one table or query.

Tables/Queries

Table: Infao
Table: Students Selected Fields:

FirstMarme LI
MiddleMarne =
LaskMarne —I
Majar
= |
==

Cancel | = Back Mexk = Eirish




Step 4

Later, you have to select the field from the Available Fields and then click on the >
button to add the field in the Selected Fields list box.
Simple Query Wizard

which Figlds do wou wank in wour query?

% v ‘ou can choose from more than one kable or query,

TablesiQueries

|Ta|:u|e: Students ;l

Available Fields: Selected Fields;

StudentID

MiddleMame
LastMarmne
Major

>z
=<
=<

Cancel | = Bach: Mexk = Einish

Step 5

Then, enter the Query name and then click the Finish button as shown by the picture
below.

Simple Query Wizard

wthat kitle do you wank For wour guery?

That's all the infarmation the wizard needs to create your
qUELY.

Co wou want to open the query or modify the guery's design?

G open the query ko view information,

" Modify the query design,

[ Display Help on working with the query?

Cancel < Back [dExt = Einish
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Step 6

Student ID | First Name | Middle Name | Last Mame | Mlajor |Parents Mames|  Address
id f wong Ah Fook IT YWong Seng Chi Taman Anggerik
| 2/ Tan Ah Leong Accout Tan Mu hei Taman Kempas
*| (Autohumber)
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How to show the form object

To show the form object

To show the form object, first you have to go to the queries object window.
Microzoft Access - [Test : Databasze [Access 2000 file format]]

E File Edit Wew Insert Tools ‘Window Help Type a question For
all ol Y| g

Dy SRV bR o~ %5

Qpen [if Design AMew 0 Bp e [

Chiecks -

Tahbles Create query by using wizard

Create query in Design view

Cueries

Forrns
Reports
Pages

Macros

% 0 E E G E

Madules

Graups

@ Favarites

Ready

Step 1

Then you have to use the mouse to open the View menu and then click on the Database
Object sub menu. After that, just click at the Forms command.

| Database Ohjects » | Tables

Lisk Queties

E=  Details | Farms |
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Step 3
Later, the Form object window appears as shown below.
Microzoft Access - [Test : Databasze [Access 2000 file format]]

Type a question For

Create form by using wizard




How to create a Form

To create a Form

Step 1

If you wish to create aform, first you have to click on the Create form by using wizard

command in the Forms object window.
(FEopen [of Design (Fmew

Objects .
Tables h.;_l Create Farm by using wizard
Queties
Forms
Step 2

After that, salect the table and add the field in the Selected Fields list box as follows.

Form Wizard

% —
o
T P

Which fields do wou want on your form?

% L You can choose From maore than one table or query.
Tables|Queries
||_Query: Students Query ;l
Available Fields: Selecked Fields:

FirstMame =g | StudentID
MiddleMarne =
LastMarme

Majar

ParentsMames
Address

Ciky
SkateOrProvince

Cancel | = Bath: Mexk =

Einish

Step 3

Later, you have to select what layout that you want and then click on the Next button.
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Form Wizard

Step 4
Now you have to select the style that you like and then click on the Next button.
Form Wizard

Blends
Blueprint
Excpedition
Industrial
International

iStandard

Surni Painking

Step 5
Finally, just enter the name of the Form and then click the Finish button.



Form Wizard
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How to show the design view of the
forms

To show the design view of the forms

Step 1
If you would like to show the design view of the forms, first, you have to use the mouse

to select the Form that you want to design.

gl db1 : Databaze [Access 2000 file format] Mi=lE3
Qpen ,ﬁ Cesign 25] Mew X B e
Chjecks Create Form in Design view
Tables Create Form by using wizard
F Queries = I <tudents
Forms
B Reports
E Pages
& Macros
& Modules
Groups
@ Favoarites

Step 2
After that, just click on the Design command from the menu bar.

(7 open (B Desion | Fhew X 20 U [E

Step 3
Now you could see that the design form appears as shown by the picture below.
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Microzoft Access - [Students Query :

 Detail

E File Edit Mew Insert Format Tools  MWindow  '-- = Type & question For
= S Students Quenk.{ p
| dl| | 1 e LB =
EFDrm - | 1r| | 1r| 1 |FirstMame Q = é - i - | P | = -
- Middletame
B-Hy &R 4 EES o o [Lasthme EN B a- B,
Major
Ig" Cooc st b 2 L 3 nrentehames L5 : 5 :
||| # Form Header Address LI

1|

[Ehudent T

il

:[StudentlD -
M Az ahb|
_Maiu:ur

Tl T B B B B e | e e e S F B | P e S S e S E]

Addrezs

Gitp T T T e e Pk L [P
City
B R F S IR R IR

PhaoreMurmber

Emaildame

______ Gl

# Form Fooker

O B oo B L B » [
26 L BRI E L

Design View
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How to create go to First record
command button

To create go to First record command button

Step 1
The first thing to do if you would like to go to First Record command button isto click
the Command Button in the toolbox.

Aa abl
[ #
® v
(2]

g i

- Command Bukkor

Step 2

After that, you have to place the command button in the forms. Then, choose the Record
Navigation in the Categories and then select the Go To First Record in the Action list.
Later, just click on the Next button.

Command Button Wizard

What action da wou want ko happen when the butkan is
pressed?

Different actions are available For each categorsy,

Cakegories: Actions:

Record Mavigation Find ek
Record Operations Find Recaord

Farm Cperations {0 To First Record
Report Operations 3o To Lask Record
Application ao Tao Mexk Record
Miscelaneous G0 To Previous Record
Cancel = Bach: Mexk = Einish

Step 3
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Y ou can use the text or picture displayed on the button and then, just clicks the Next
button.
Command Button Wizard

First Record

Up Arrow (Black)
Up Arrow (Blug)

Step 4
After that, enter the button name and then click the Finish button.

Command Button Wizard

Step 5
This below picture will appear on your screen after you have clicked the Finish button.
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Staderi D st Miagne o o il M (gt Mg o[
StudentlD Firzth ame MiddleM ame LaztMame

Maion s iPaenkE Naries s annnnnnnannnnnnnnmnnnnmnfannyg]
b ajor FParentzM ames

Sddress o snnnnnnnnn e annannann e annann iy
Address

Citgr oo S et Pradnge 1 {Posfal Cods s PHone Namber 1]
[ City StatedrProvince PostalCode Phaonefumber

EriallName: i)

| EmailM ame
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How to create the Go To Previous
button

To create the Go To Previous button

Step 1
To create the Go To Previous button, first you have to click on the Command Button in

the tool box.

+
*+

NE
Ax ab|
[ #
® v
(2]
kS

- Command Bukkor

=

Step 2
After that, just place the command button in the forms. Then, select the Record
Navigation in the Categories and later, choose the Go To Previous Record in the Action

list. Finally, just click on the Next button.

Command Button Wizard

‘hat ackion do you wankt to happen when the button is
pressed?

Different actions are available for each cateqory,

Categoties: Actions:

Record Mavioation Find Mext

Record Operations Find R.ecord

Farm Operations Go To First Record
Report Operakions Go To Lask Record
Applicakion Go To Mext Record
Miscellaneous o To Previous Record

Cancel = Bach Mext = Einish

Step 3
Now you're able to preview the button.
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| F Detail

Eﬁddrﬁééfffffffffff:

Address
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How to create a Go To Next Record
button

To create a Go To Next Record button

Step 1
To create a Go To Next Record button, first, you have to click the Command Button in

the tool box.

Ax ab|
[ #
® v
(2]
kS

- Command Bukkor

=

Step 2
After that, you have to place the command button in the forms. Then, select the Record
Navigation in the Categories and later choose the Go To Next Record from the Action

list. Finally, click on the Next button as shown by the picture below.

Command Button Wizard

‘What ackion do wou want ko happen when the button is
pressed?

Different actions are available for each cateqory,

Categoties: Actions:

Find Mext

Find Record
Farm Operations Go To First Record
Report Operations Go To Lask Record
Application a0 To Mext Fecord
Miscellaneous G0 To Previous Record
Cancel = BAGH Mext = Einish

Step 3
Now you can see that the Go To Next Record button has been created.



StatedrProvince

PoztalCode

Phonet umber




How to create a Go To Last Record
button

To create a Go To Last Record button

Step 1
To create a Go To Last Record button, first you have to click the Command Button in the

toolbox.

Ax abl
[ #
e v
==
B2 i

= Command Butkor

Step 2
After that, you have to place the command button in the forms. Then, choose the Record
Navigation in the Categories and later select the Go To Last Record in the Action list.

Finally, click on the Next button.

Command Button Wizard

what action do you want to happen when the button is
pressed?

Different actions are available for each category,

Cakeqories: Ackions:
Record Mavigatio Find Mext
Record Operations Find R.ecord
Faorm Operations Go To Firsk Record
Report Operations Go To Lask Record
Application G0 To Mext Record
Mizcellaneous Go To Previous Record
Cancel = Bath Bext = Einish

Step 3



Now you can see that the Go To Last Record button has been created.

Cfudenki il i | Fiege Bigeas [t i dllee M Sred s e ARk R A | EEEEEEEEE|
Student|D FirztM arne MiddleM ame LastM ame
HEiii:iEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEF‘Eirﬁe't"ﬁHifiﬁ'iéﬁfffEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEE|
b ajor ParentsM ames
ﬁdi:lrﬁé's&iEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEE|
Address

62




How to create the Add New Record
button

To create the Add New Record button

Step 1
To create the Add New Record button, first you have to click on the Command Button in

the tool box.

Ax abl
[ #
e v
==
B2 i

= Command Butkor

Step 2
After that, place the command button in the forms. Later, you have to choose the Record
Operationsin the Categories and then select the Add New Record in the Action list.

Finally, just click the Next button.

Command Button Wizard

What action do you want to happen when the button is

pressed?
Cifferent actions are available For each category.

Cakegories: Ackions:
Record Navigation ETTE=r—
Record Operations Delete Recar
Form Operations Duplicate Record
Report Operations Print Record
Application Save Record
Miscellaneous IUndo Record

Cancel = Banh Mext = Einish

Step 3



Now you can see that the Add New Record button has been created.

peticdillg:
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How to create a Save Record button

To create a Save Record button

Step 1
To create a Save Record button, first you have to click the Command Button in the
toolbox.

Az ahl
M #
e v
Ell=
]
__ Command Butkar

1=
=

E N
0 R

Step 2

After that, you have to place the command button in the forms. Later, you have to choose
the Record Operations option in the Categories and then select the Save Record in the
Action list. Finally, click the Next button.

Command Button Wizard

What action do wou want to happen when the button is
pressed?

Cifferent actions are available For each category,

Cakeqgories: Ackions:

Add Mew Record
Record Operations Delete Record
Form Operations Duplicake Record
Report Qperations Print Record
Application
Miscellaneous

Undo Recor

Cancel = Bach: Mexk = Einish |

Step 3
Now you can see that the Save Record button has been created.

65



feicdillg:

[ City State0Province PostalCode PhoneM umber

66



How to create a Find Record button

To create a Find Record button

Step 1
If you wish to create a Find Record button, the first thing to do is to click the Command
Button in the tool box.

Aa abl
[ #
® v
(2]

g i

- Command Bukkor

Step 2

After that, place the command button in the forms. Later, select the Record Navigation
option in the Categories and then choose the Find Record in the Action list. Finally, click
the Next button.

Command Button Wizard

What action da you want ko happen when the butkan is

pressed?
Different ackions are available for each categaory,
Cateqgoties: Ackions:

Fecord Mavigation
Record Operations

Farm Operations G0 To First Record
Report Operations G0 To Lask Record
Application Go To Mext Record
Miscellaneous G0 To Previous Record
Cancel = Bach Mexk > Einish

Step 3
Now you can see that the Find Record button has been created.
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How to create a Delete Record

To create a Delete Record

Step 1
To create a Delete Record Button, you have to click on the Command Button in the
toolbox, first.

B8

I [
Az abl
[ #
@ ¥
(2]

g i

- Command Bukkor

Step 2

After that, you have to place the command button in the forms. Later, select the Record
Operationsin the Categories and then choose the Delete Record option in the Action list.
Finally, click on the Next button.

Command Button Wizard

‘hat ackion do wou wankt ko happen when the butkon is

pressed?
“ Different actions are available For each cateqaory,
Categoties: Actions:

add Mew Record

Recard Operations
Formn Operations

Duplicake Recard

Report Operations Print Record
Application Save Record
Miscellaneous Indo Record
Cancel = Banh hext = Einish

Step 3
Now you can see that the Delete Record button has been created.
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How to work with Report

How to show Report Object

To show Report Object

Step 1
To show the Report Object, first, you have to open the Form object window.
(=]

g dbl : Database [Access 2000 file format]

Qpen ﬁgesign (28] Mew > P

Chijecks Create Form in Design view
Tables Create Form by using wizard
Queries . : =
Forms
=] Reports
E Pages
& Macros
% Modules

Graups
[#] Favorites
Step 2

After that, use the mouse to open the View menu and then click at the Database Object
sub menu. Now, you have to click on the Reports command.
[atabase Ohjecks » " Tables

22| Ljst QUeries
EE Detals Eormns
. Reports
Step 3

Now you could see that the reports window has appeared.
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Type a question For

eport by using wizard
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How to create a Report

To create a Report

Step 1
To create a Report, first, you have to click on the Create report by using wizard option.
Chjects Create report in Design view
Tables - Create report by using wizard
CIUEriEs
Forms
B Reports
Step 2

After that, select the table that you want and then add the field in the Selected Fields from

the list box. Now, click on the Next button.
Report Wizard

‘ehich Fields do you want on your report?

%/ || ‘fou can choose From more than one table or query.

Tables)Queries
|Query: Students Query ;l
Available Fields: Selecked Fields:
LI FirstMame
= | Middlefdamne
LastMarme
| Major
it ParentsMames
Address
e
[ City 4
Cancel | = Bach Mexk = Einish
Step 3

Just follow the wizard, step by step to finish the setting.
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How to show the Relationships
window

To show the Relationships window

Step 1
To show the relationship window, first, you have to go to the original window view.
g dbl : Databasze [Acceszs 2000 file format] =] E3
Qpen ﬁ Design (25| Mew > i
Chijecks Create Form in Design view

Tables Create Form by using wizard

Queries

Reports
Pages
Macros

Farrms
a8

fal

Far

&

Modules

Graups

[#] Favorites

Step 2
After that, just use the mouse to open the Tools menu and then click on the Relationships

command.
Tools Iﬂindaw Help

& apeling... F7
Office Links 2
Cnline Collaboration »

|lﬂ Relationships. .. |

Step 3
The image below will appear as soon as you have chosen the Rel ationships command.

Student In
StudentID
FirskMarne ParentsMarme:
MiddleMamne Address

LastMarne ity
Major StateOrF‘rDvirj
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How to create the Relationships

To create the Relationships

Step 1

To create the Relationships, first, you have to select the field that you want to create.

Title
PurchasePrice
Pages

FirskMarne
MiddleMarne
LastMame
Majar

Step 2

ParentsMarne:
Address
Ciky

StateOrF‘rwir;I

Then, you have to use the mouse to drag and draw the line to connect the table as shown

by the picture below.

Books i m i

StudentIDy StudentD

Title FirstMame: ParentsMame:
PurchasePrice MiddleMame Address
Pages LastMame Ciky

Major StateOrF‘rDvir;I
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