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Microsoft Office Access 2007 organizes your information into tables: lists of rows and
columns. In a simple database, you might have only one table. For most databases
you will need more than one. Each row is also called a record, and each column, is
also called a field. When you first design and build a database, you plan one or more
tables, you plan the field ( columns ) for each table, and you set a data type for each
field.

a0 Fwly po) Vg 4 G99 e A dangs by
1- In a table of a DataBase , Arow shows a ...............
a) Record
b) Field

c) Table
d) Database

2- When you plan the fields for each table , you seta ............ for each field .
a) Record

b) Row

c) Data type

d) Column
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When you start office access 2007, the first screen that appears is the getting

started with Microsoft office access page. This page is the starting point from
which you can create a new database and open an existing database.
Access provides you with a wide variety of templates that you can use to

speed up your all of the. Database creation process . A template is a ready-
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to- use database that contains tables, queries, forms, and reports needed for
performing a specific task.

To open one of the most recently opened databases, click the file name for
that database in the open recent database list on the getting started with

Microsoft office access page.
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1- Which of these actions can do in the getting started with Microsoft office
access page?
a) Create a new database b) Open an existing database

c) Use a template for creating a database  d) all of them

2- Atemplateis ................ Database for performing a specific task .

a) Aready —to — use b) A read only

c) A new blank d) An existing
3-Toopenoneofthemost .................. Opened databases, click the file

name for that database in the open recent database.
a) Never b) Commonly

c) Recently d) Lastly
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What values do you want to see in your lookup column? Enter the number of columns you
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Microsoft Office Access

There is no primary key defined.

J 1 : Although a primary key isn't required, it's highly recommended. & table must have a primary key for you to define a
relationship between this table and ather tables in the database.
Do vou want to create a primary key now?

L Yes J [ Mo ] [Cancel ]
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In Datasheet view, you can enter data immediately and let Access build the

table structure behind the scenes. Field names are assigned numerically
(Field1, Field2, and so on), and Access automatically sets each field's data
type, based on the data you enter. In Design view, you first create the new
table's structure. You then switch to Datasheet view to enter data, Set field
properties in Design view Regardless of how you created your table, it is a
good idea to examine and set field properties. This can only be done in
Design view. When you create a relationship between tables, the common
fields are not required to have the same names, although it is often the case
that they do. Rather, the common fields must have the same data type

1342 Fawly y3) Vg & Jad (yie A dagi by
1- Which view lets you to set field properties?

a)PivotTable b)DataShee c)PivotChart d)Design
2-In ..... view, you can enter data immediately and let Access build the table
structure behind the scenes.

a)PivotTable b)DataSheet c)PivotChart d)Design
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3-When you create a relationship between tables, the common fields must

have the ......

a)same name b)same data type c)same description  d)all of them
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L)

A select query is a type of database object that shows information in

Datasheet view. A query can get its data from one or more tables, from
existing queries, or from a combination of the two.

After you have created a select query, you run it to see the results. Running a
select query is simple, you just open it in Datasheet view. You can then
reuse it whenever you need .

1 a8 Zawly y3) DVlgaws & B oyl A3 dagi b
1- A query can get its data from ...

a)A table b)Many tables
c)Existing query d)AIl of them
2- How do you can run a query?
a)With opening it in Design view b)With Creating Wizard query
c) With opening it in Datasheet view d)lts not possible

390500 &5 lelbl (Gl Joaa din b <l bosls I sk zlysiul sl QUEry b saom s

wmanl 93 9 (g @ Sl e sl osbw Gibey Query Wizard ylsl o

S b lalise §48 Db a 3oilgs 5o LS Query Design )l SoS a3 98 5 oy abhb L o
SIS s osls Z siwl

S gib 50 03l Linles Datasheet (sles )3 sasyw p azus @

D0 8 & 2gaa a9 wpp il DI T ulsie 5 Wsbse 0 pdd sa s puyy

D)5 Sl 25 e b oaud ZhhZiuwl ) s5) wlgi e b axio Slawublds SeS 4y

3 9l 50 s b i S ySlec (5 o Il oslaiuwl b s oS ) okl slalze @



o]

9 9 U Sbml Ul )l Jood

4ol o)ly

And
Combination
Criteria
Detail
Existing
Information
Object

Or

Query
Reuse

Run

Result
Select

Sort

Show

Simple

SO0 R

WSS oslaiwl opbgs
w3l ylis, hal
ol

SIw o3 e

o3l Hlis

oslw




39050 VB A U 3ia b S )l L osls LJL sl gy gy -

S 50 oslaiwl g 5w 1 il Sl Jsaas Kl bass Query Wizard  -Y

Do g0 s B 9S) (»LIL Gl e s )L=e Query Design s -Y

5o @l 33 3d S (slise s asd W 5a 9w 25 8355 6 x5 p0 OUel £
A8 5o duglie Dlade 93 L ) Laaks olas Between Slece -0

Descending als po 4y ala o S tus 3 7 b b 5 5 oy sl 5w ol -7
And 53 5 w2 25 Bolse oouss s sl aigyS Y
or S e @Y 1) o pib 53 Olejpd S &5 syShec  -A
Criteria 34 50 o5l &iy 35 Gl S W35S ) 935 Sl wipe sl -4
Query Wizard

39050 M @ onsym » oidlw sl Create saib) jlos,S [al..).f—\ .

Query-» DataSheet -z Other -o Design -l

T3 9ub 50 olaiwl Query alib sl Los plas-1)

Pivot Chart-s  DataSheet View -z Sql View - Design View-all
?sg)un)lfa._:hm)}f)Ls)b».,d)oksl)eﬁ;gu»ﬁual)bm);q»‘[ol_\f -\Y
Show-s Field -z Criteria - Sort -l

£ subye o5laiwl 4iy 35 plaS 53 5 oy abb EIL )3 Laads Giules pae b inles sl -\Y
Show-us Field -z Criteria - — Sort -l

TS Sod gomima B3)55) )3 V- BO o Soldie ai 3T plas-1E

>=5 And<=—10 - In(5,6,7,8,9,10) -l

>=50r<=10 -2 between 5 and 10 -z

T3 9ab 50 o3latuml Ylso @IS I, 2394 50 Eo b A Bya b aS (5 5lie ples 2LJL sl -10
Like *A* -2 Like A* -z Like A -o Like * A -all

TaE 50 LIL D Las)sS), L@'T)'lé&l.\;oéy)lﬁ)ga),m)b5.}i§*o%§)il)Jo)ﬁ;pé)ﬂac'obf—\?
Like-s In-z Or-o And -l




@ 9> 9 uP s 3l GileS ol Joad

S 5o smia B3)65) U3 D Jlade KL sslwe b iSs o slaadid juslio ... oo pSec-\Y

-3 g 50 0313 HLS werrrenees los 03 oa 5 w2 hal ass -1A

S e 9 5w -14
S8 aulio @ LD T 5 0l b o3 5 w3 Sl sl G Y-
Tadolas™, 3 a VI & Ly)lso s )3 ulss 5o &S 1) b b sl )Sloc Y

L,Lo.c USA)T

5 D) 6 9 5 g 9 03,5 5L 20l 03,5 sl Jud Juos Llee 5o T os a5 1) Store iledbl 3L
Swles o,und lagT 5 03,5 skl Query Design izl b )b 6 QueryWizard il Jl oslaiwl b b
(32350 lis ) LoT bls)l 5 Jslaa E-YV i)

PU 4 92 zhsuwl D Ve Sl a8 LT saly weyd a5 ) sladls Product  Jgsas 51 -\

24 o a3 Qryproduct

S zhpsiwl ) el VWAAE/Y - LT )giSé 7l a5 Sk e o Customer s Invoice Jsas JI -Y
248 0,53 Qrystoret oL L 5

PL L 5303 Ginles , a3l 03,5 6)load 1) Yy @I a5 il ke a5 28 Abb sa 9 oy S -
24 o a3 Qrystore2

A b il andls 3,5 olfibg s Jl a8 ) Sl iie (als 5 ke pb a5 SulS Alb on 5 K -

PB LD 5 5 pupn 20 olis e ) WTaw)d &b 5 oab olapyds SIS b ol rod
a4 o a3 Qrystore3

Customer Product
B st s P ok
&3k als K AL
Sk o3 2y Sad
ol Invoice
P s

g e

LY
L
.\.ﬁm &'DU

(Store ileMbl 5L Jslan E-¥\ JSib)







(3)0) 5)B8) olsn)

ﬂég)vo)Lb.u|).\f|)3)|‘duas L,.xl @Uac)'w

Vg IS §) prd
3wy 28 Form Tool Ji sl jl el b
S5lws 8 Form Wizard il jl el b

3wy 28 Form Design il jl oslaiwl b

.MAQL&&\_;}JJ.'ZQ&LQW)ADf)é

SIS J9aa Dl ) & osls o )5 (53 ybo

SIS B3 9 Glulns p s Gb I D L))

B2 s awlie sales V3 b p)d b
..\Jqébélro)ém,ol,mp)ﬁ,m

Soe

L

S 98

0

‘M




=2 B —10/V/\ oMl 3Lyl 9 K )3 =)l j9 3 133Gl o ylosis

L]

Jslas DataSheet slos Jl LgT Ginl 9 5 ledbol GL Jolan 4 Wosls 35,9 sl _\.a;,.oT aS)Hsboyles

ode & b LT inlus 5 ileMbl SL as b odls 3909 aaubs a5 s wluls e S gl 50 o3latuwl
AbS VB 5 pu 2 4 s e Jslaa b a5 Sile) pgod 4 Jlaa b oo 5 pudiue 935 OIS, 23l
Sl Dshiie & bl ol rad s Sleid b sl (pKan )34 75 05 Ol Sl 5 oS Atwa Jibl
sl )3 1) ey o b ay Skl Access , ledbl b Jglaa b I s olda 5 o3l Siug )5 baxe
YooV Access .aub 3ulen LT LT Jl oslaml 5o 8 skl SS95 b Juas ol )3 383 (50 V1S )8

Db e 58 50 LT Sl salass Juad (pl 03 a5 3)I5 1 o 53 bl Sl (5395 LsS Dl 3l

§ < (Form) o3 b-)

o9 9 3909, pinles s SileMbl SGb Jslas 5,5 o Shuwls a5 wuwl SileMbl 5L slial Jl S e 8
23 osbw b ldosls Bia 5 Giul g, 3909 wlles Ulssise & e )8 Slmil b . A8 50 Sl oo 2ia L S sl ool
b a5 3,5 Jus b Jslaa sladesls @ gha)lS wpiws plgi e 1 050 Jl oslaswl b . 3505 53y 2085

Bl )hd gho)ls plal )s 1) el T s 390 &5 (53930 Mass, )5 5 lasks [oLo.'i

L3S I ) ) Jalre .3 5ub e 03laiwl FOrm Ll JI, 058 olwT 9 g wibe ¢l

—oals aalel e 4 Sod 115 390 e 5 e n b Jsaa s . (Navigation Pane) Giules Jlss s -\
S Jb b 2SS oIS s 03 03 b oT sla

(d-\ JSib) .awiS Suls Forms o5 ,5 s Form a5, 35 (s90 , Create asbj os -Y

iy -

G e i3 PivotChart @

o : _|Blank Form ==
Split Multiple Farrm
Form  Ttems EI Mare Forms = pesign

Farms
(Create asb; jIForm ey ,s d-\ i)
._ihlfoT[oljk_s})[o)éo»ble)..\,mlcmgl:'djl&,;}uuﬁb_d;.).;l..\[olj[a&oﬂbl.?tﬂ[o)é -y
ACCESS gy (5 a3 Jlgs JI L (B-F JSib)aples bl ) Save aijS Juols (5o Jl 9 03 )5 wuwl)

1) Ok aeSs 5 o3ls yusis b o pb Joles g o3 Save As sls ) o b5 1 aass 55,

(DY ). suglos ool




Farm Mame:

|books

[ o

J [ Cancel

|

(Save As ,als O-Y Jsii)

W 08 )l 0 3liiwsl Ulgs saiy Juad

I [t aa] I, P D

Save %
Close
Close All

Form View

Layout View

Design View

(P23 b o0 il SIS I Jools (5 gie O-Y JSib)

|).))}_Y)._f_.gb_iéA_Ea:!.l)_ﬁ).)d:.)..ifk:o.)l:_!.l',OMQW|J3A;6|)Q|)OA)§ACCESS \_s.u)SLﬁ|4.\

)|)_5[o)_;QO)_?u.\"_wl_vv\Luuuj).)ULQ.))}Y))}).AJ,J)-'Qé)}f)ﬁb»éb&%hho6|)g.éﬁéwow
23 W3)55) )9 p0 Jlss Sladass aliie a5 1) a3 95) V9 ro SladLS s 3 )Sloc O-E JSib 3w oslaiwl S)ls

L_.ILIS Olasiin

s bJL¢L

S Sl
\_ﬂJA éL
P

JLLEILLL

P olyie

S 50 .5)3T.\L_g ) wawl Jslaa

|5
2007 A8 48 55sd A
W
oy L
L) 95) )3 e Il
|13&'.:-r

Record: M 4 50f8 Mok || K Mo Filter
p | N\ J‘ L

sl pinles
)95

AT Ginles

3)55)

| dCCess

3,95 ) skl
[ELENEES

ﬁ

03 gz Sl Soladke

Sgabse Dly Lxiol 35

(Form Ll 5l aluws & oasb sl o 8O- JSib)




' 2 23— 1D/V/\ oMl Sl )yl 9 Kty 38 sl 39 3 1ALl o yLouds

e
e )

\5)_:9‘),;4L,;_sea_,_r__‘,bq)usl)l;,am_,uwf)s;w‘5|)4,4:k_,1,»):|:¢mé

A5 35 b 50 )l 55 5,803 59, 0ub Sbmal 230 b S, (Subl Shol Jsas eash Dbl Jyaa )il

o=l 03 50 plis b Slol o8 )3 Jled 3)55) b s po slas) 5, Datasheet Jsaa S w)gi0 ay

\ (0-0 JSib) -3 gubs 50 0340l (SUD FOrm)e 58 05 b e 8 0 )8, o 48
\ Y

E books

1l s gl | 1

il Bl sglserver (23l

| PP R Y PP PR BV

Fypmge e

1l Je (1381 S it

Cuges ojlad - | cildali . [@B gLl - |

_ O 108 1388/03/01  1388/03/15
Shel e )8 5 183)55) )5 e i 105 1388/02/15__ 1328/02/25

B .
~— G0 )0 S, 55) Vs e
\ | Recurd:IN 1 of 2 kM r%
TS
Record:|M < [1af8 | » M b ||\ 1o Fiter [[search 4w »

| oo 25 1

O 05 D

P8 o3l 03,5 skl Jud Jgu08 ) a5 School ileMbl 5L »s Teacher Jyaa sl Form sl b

S 033 1) 9T Form1 el by suis” slzyl o3l

29, ala yo 4y ala yo S iu  Zab b &5 cuwl 3)ljs o9 sl slp Access slall I )% %

okl | Create asb) jl Forms oy ,5 »s More Forms (sais 35 lsal ¢yl Jl eslaiwl (sl .28 50 Szl

(0-7 JSub) .38 bl | Form Wizard sas; 55, osuis Jb (s sie Jl 5 03,5




W 08 )l 0 3liiwsl Ulgs saiy Juad g

Y .
fil3) PivotChart @
== =5 IBlankForm ==

Form Split  Multiple Form
Form  Items El More Forms | pesign

Foy

Form Wizard

the database has been di

E books Datasheet
| el anai :
!Sq Modal Dialog
2‘-"_‘ o—
=] |] | PivotTable
4 LU

(Form Wizard a8 ol d-¢ JSib)

G(@)on 5 o b (B)J93n o iy ¢pal 03 (0-Y) YKk 3 ub 50 S Form Wizard o pomiy aus s ol &
Available isw )5 LT slaals b oS bl Table/Queries Giso Jl s ys & b 393 Hlas 390
Jolo a5 ) laadd d-7 JSib gub o iy ¢yl S S 50 SlRALS S Jl oslaiwl b Guaw 3594 ol Fields
4l Jasie Selected Fields s 4 1) w058 )5 LT Ginles &

Form Wizard

Which fields do you want on your form?
—r (=]
—— You can choose from more than one table or query.

Tables/Queries ) sas0m e b Usan skl
|Table: books v]

Available Fields: Selected Fields:

UL-S b_]LiLJr

walga ol

L Next = ] [

Finish

(ks 5 Jysa bk Form Wizard o y=iy (sl 8-V i)




=2 B —10/V/\ oMl 3Lyl 9 K )3 =)l j9 3 133Gl o ylosis

]

AaSs, Mlies shal Jabwe 4 gals 9bb sl b auws SIS 1) Next aos's | laads 5 Jolaa bl jl s
o iy oyl DS (B-A JSb) S9ub 50 Jb S)lins o iy (pre9d NEXt aeS's (590 S5 L .owis SIS |y Finish

D guib 50 oZulie )8 (Vo) B3 Ao (G095

Form Wizard

What layout would you like for your form?

TR
() Datasheet
O ustified
[ Cancel ][ < Back ]L Mext = ][ FEinish

ar

(530 axao o o= bl — Form Wizard GO )y (a9 O-A JSi)

4 43S Jla ol B3 Ao o5 - il Dbl 9B plodun £95 & S 50 O-A Kb ) &5 Hsbylea
sl p2) 7 b

)88 50 V3 0T e JUS s 3lid 1 pb. 3 9ib 50 0315 (lales 3)55) K axio o s : Columnar
3 g 50 0313 hules lsie (sl saws )3 18365 ) 883 5o s a3 )65) Jl i s axiie o s :Tabular
2830 wlis b s)ysS ), Jslas DataSheet sles L aslie : DataSheet

Sl 58 el A ©9las pl b 3a3 50 Yl ) 3)55) K axao o s Columnar s, aslive : Justified
Sgdsze zoS ol Jlase YL S

35 Jalre & 0315 aeils (sl b 24 OIS Next aaSs (55, , o3 sk axio (o570 DLl Jl
BSuwles SIS ) Finish aess

=99 ,Adue ) C).b)&) Jolis LS .\,ﬁ:un\_alzullo).s G DB sl S )l s P o © iy )S
2SS S Finish L Next aes's (590 s 3) 50 S ol Jl g .« Siiwsd .5




Form Wizard

What style would you like?

Label |Data

Access 2003

Apex
Aspect
Civic
Concourse
Equity
Flow
Foundry
Median
Metro
Madule
Mone
Morthwind

[ Cancel

H <Back ]L Next > H Finish

I

(P23 s B S yuss— Form Wizard o jxiy o g 0-9JSi0)

Form Wizard

g

What tite do you want for your form?

[Liss Clasiin

form.

That's all the information the wizard needs to create your
Do you want to open the form ar modify the form's design?

(%) Qpen the form to view or enter information,
() Madify the form's design.

[ Cancel

J [ <Back ] weri-

(P23 &l e uss— Form Wizard e yzmiy (2 paT 0-1 - Jb)

o2 AT 3 Finish aess (59) S5 b, 3 5ub 50 =x3b)S 058 50,83 5l (506 3)1ies 50 rziy ol VS
23 s Jlocl sl 3o Jb wleMbl Ginl s 5 3505 Sl p23 P8 Ui Vb & ks o =k
01+ JSb) oS olswsl o pzmiy ol 03 1) Modify the form's design sais 55, e 8 s polb b




DB SS9 03U (S Ao CO|Umnarufb})Aqdfl)é)lkgbomual)bf)éﬁ}oi._ﬁ_ O-1) U
bl (50 LIS il pag 5 w8b)3 03leT @ 58 (l A8 5o i 1) wuwl o3 il T &l »

S Claddia

»
[ L - |E
s als sqlserver s
ol a ali BITNFESENY
Eyag ele
i) Jlaa 1381 |

Record: M 4 1 of8

FOM OB | K Mo Filter | Search

| Num Lack I@l B 5

(3oL5 Lo (A ey 0-1) Jsib)

a3 50 glisWizard Form 9s s o y=is s Tabular glesus ol b (50 8 0-1Y JSis

ke I il ga e i
4 1 sqlserver izl i 1381
2 s ke () Ao JER R e 1375 =
g
& | T -
= 3 LTS IS EVEFIFIREN ol 1356
&l
'E 4 R RARIE Y Ao uan 8 (enlimilg 1370
iz L
5 Access A5 AE 555 Cragilud eele 1387
2007
6 el Sl (e Liny tana eale 1386
[z 1 3453 _ I [ =
Record: 4 4 1 of8 L3 T | & Mo Filter | Search | 4 il »
Layout View | Num Lock | [EEE Iz

(Tabular glesss Jl oslaiwl -3 59 b oais Al b @6 0-1Y J<i)




Jses s a5 School ileMlbol 3L )sCourse 5 Teachers Jolax sl P9 Form Wizard )l .1 b
i 0 a3 1) T FOrm2 ol by 3wis sl a4l 03 )5 sl Jud

LT wlosun 5 s ol Alyb a5 355,5 slml (2l )9, b oslaiwl 58 Skl shye Lrial b &S la )1l
0T polic plosun 5 )9 ol Alyb salss ju)l5 HST. 315 50 plsl Y395 =) 50 &y ACCESS 1)
38 oslanwl FOrm Design )il I eswl 39, 3 4 oaie 43 355

JSib) auwiS bzl 1) Create asl) ,s Forms o ,5° 51 Form Design aiy 35, sl ¢yl Jl oslsusl sl 5
-1y

fil3] PivotChart

E Blank Form
Form  Split  Multiple

Form  Items %MDFEFDrms
Forms

(Forms o5 ,5 ;1 Form Design a5 bl 0-1Y Jsib)

oab b 0T pledsa 353 olsxls &3 3uilgi e &5 3 15 5o 8 WAL S S 58 a5 ol &

(D -VE JSib) oS
] 5 o ]

N N B T SR T R - I T AR I - IR I IR IR ' O AR RN R N IR < IR IR TR

TF

Navigation Pane

D ooml g N | e g a3 e

-

-

I ] »
Design View | Num Lock |iEII e | (| Ii'u

(Form Design 151 b osub skl s o 8 B-V € JSib)




=2 310/ oMl SUks )l 9

Add Existing saiy 35, Design sasb) »s g8ls TOOIS 05,5 JI, 55 a3 lasdss ¢35 aslsl s |

#A g

#1

i

Add Existing/ Property
Fields Sheet

Tools

i

(0 -1 JSib).awS ol 1) Fields

(Design s &by jl TOOIS 09,5 -1 Jsis)

oo 2ol il Jled SleMbol G Jslaa ples solwl Jolis a5 Field List ylgic b soal8 s 5 ol &
-7 d&ﬁ))yu\_,.o\;uu.!.luT slaals U.ohu|,d}.).;).m[alj)l.if).)+ ele 65)\5._51:[.3..))45

Lads yiules sl »
S+ eeMe 590

Fields available in other tables:

Field List v X

=l books
ol lad
\,ILE pL'l
[
Bhudze
d] Jla

[T HoldinTrust

Members

Edit Table

Edit Table
Edit Table

|-_5‘1" Show only fields in the current record source

(Field list ,sls d-\# Jsii)

M )90 Jxe 3 5 S T 8 59 Field List)él:)")UT,f)égS})JJ.&é).QU)L))')éL_S').P

LSS )

PB 0 Yl Sl % AT 35 05 50 V1B P8 590 HTAK OLS VS VI 53, 8 550 A o w3l VLB L

359 505 0315 Plis ks sl [ hb s )s B9 50 I A b Jlade Ginles sl 6% 5
o-\Y dS.w).)’J J.N"A ol sy 3)).Qu|,.i.c U.\|).\Lu




¥ Detail r

e R B = v
- i A a2 |;_|...|§‘_j|__| c_l__u]u| |;|...|§_j|4 fe s |

[gs=s| [pse |

Navigation Pane
o

:Membe rs_il-umniiudmc kel NMem ber|

- s oL pals

5 p—— I

B alis laie als Sl A Bolsts |

g -

1 M | 4
Design View | Num Lock “EIII@IIL'»IEH’E‘H

(0T 650 s $3lass 18,5 s I sy Salib s )s e 8 -1V JSib)

228 590 BB sulw juss 9 93,5 Ly 0-1-Y-)

~o0 A3Lal YT & (oo puSiuws 9 0313 ) Huss OT I3, 8 590 A S VI3 slaads JI K o bl b
901 usle S o bl LT 1 % sl Sl uy , 3s Jlade 5 o sl )l plojasd 03,5 Lals sl 35
L Ouaw S o adlal Gusle »5 oplbl ke a4 o aslie SIS aS s b A Suas I3 ol )3l sauils
(0 VA JSib) .auiS L) wwlio Jxo 3 9 03,5 Luls Dy oT, S)Hs Jwc

. By 8
s

(adsd Jlade 5 ol SIS Hlojod 03,5 Lrls B-VA JSib)

omsle S0 bl , S bl Sl uy , Jaiues ailflan b a3 2l Jlsde 5 ol sla)al 935 Lol sl

O & 383 DB 3aib5e 0333 T V3 YL 5 e V3 A5 I ju JSb @ e o S 90 1)
Lol b 0T, S0 Joe b puss ,Ssib 5o a8lal Gusle S0l ulky & ubio Qlie SIS 20 Jb s )5
(0-14 JSib).auiS




=2 B —10/V/\ oMl 3Lyl 9 K )3 =)l j9 3 133Gl o ylosis

L]

(Alsd lsde 5 el sl sl alflan o385 Luls 0-14 )

o 5w 590 I (wsle ) o bl Ly T ol jl g, ads Slgizxo (5035l S Bla Ll julw Huss sl
,._f)bd.a.cLyw.m.J.gT).\(H)ﬁ.Q_A5buwg)}odquugln)fo)bﬁldﬁhbmb)l)§uT o8 slo

. 11 1]
s 3 jlas —

(38 O3B jolw s O-Y - JSb)

O-Y- JSb).auas puss LT P

D & »9003 9 Vlgic U5 A3LAl d-\-Y-Y
Sl a4 0aub skl sla )8 sl el T whgize , 0340 Yl 45 Jiiwd Silgic DI Ygaze Lo 0,8

03 S e 4338 Hlas )s oy e Al Slgic JESeA Hsb & Form Wizard s Form Tool sla il
Controls o985 Jl yshiio ¢yl &3 3015 3925 P 4 vlgic 3,8 aslsl Yl s Design Form s,
(0-Y\ JSis ).5 g 50 olaiwl Design sasl s

bl Aq e

2305 03954
P24 sSolk

Label Button

Controls

BNO2as| =
EOFOEe =
HE e n@0 L5 5

wss 4l
P34 Ulgic

(Design sail sl Controls o5 ,5 d-Y\ Jsib)

03 63 55 ol @ awS S Control 05,5 ,a(Title) =l oRl 6o, prd & vlgie ©39 33l Gl 0

239500 )3, aanl 0 4185 1155 )3 058 (Sl A5l ol ol VI Gl S gib e asll @ 5 YL ik
B s ) ol Slsizxe Sule3 50 Joles




@ | W 08 )l 0 3liiwsl Ulgs saiy Juad

o & a4 s Control o585 ) (LOGO) tose 43S $3) P A pas0s 0398l Gl prized
OT Access , yyguas il Jl g -39 50 b psua3 bl sl Insert Picture sl o)slxe )3l s )3

.A.m;u.o)l)éf)éol}m)Uf);9f)§§Nh)sl)

oA 3ulS e LT Q

Uit ol wlgize . S giue 03uels Form Header , wuwl P9 ulsie 9 pgai Sola &5 8 YL Lo
ile (5o el calizke Slad )9S ) Ginled 9 lASH6S) V9 re b S

LT bl (plae ,Sws b s Sbsl ) LT, o )3 juses 9 ulgie b uss 5 03,5 buls Gl
A Jae b 0313 b Ju8 i 03 10alis ol s 5 lls lp &5 i) il s Soib ol
A2 5o wlis Design sles )3 Ylsic 5 psgu03 Juolis 1) (50,8 O-YY i

Form Header iz,

# Form Header

R TS »9es

o 0518 e g5 oot 0 |

# Detail
[otrotes | [owsstes | et gt | |l 25 5
P [ == R Sy
2 P |

[Members_cugae 8]y yuie 5 Lo Membe]

(3005 9 Ulgic Gols — ALk sles )3 238 O-YY JSb)




2 05— \D/V/\ (oMl Sis )l 9 Kid 38 <5159 3 )l 33Liawl o yLous

Lare

p)d slralg diuo) Zoby S5y puss O-\-F-Y
sl 9T 69y paie 9T okl jl asy, (...5lo).'sul}ic,uwﬁsw,mélpfb)youc&)ﬁﬁﬁl)q
I, Font/Fore color sai, 35 5 aixe) Sy puss sl b Fill/Back color  sasn 35, Juwols ssie Jl 5 3uiS
JSb). 348 oslewl Home asls ) Font og,8 JI L (O-YY Jib) .aupw DB & juaic yie S5) puss sls

0-Y&

L ayis bl 1y Fill/Back color (saiy 38 5 auis el S5 Detail Jlgs 5, PO Aine) o) puss s |

. 38 oslawl Font 05,5 s (Fill Color) & . oSl i Detail )lgs bzl jl sz

);Fontog)f)'l_\._;_sl,su,o)._._s[a)é6,))Jol.u:oio....,ksq.qjl)skso,:d,ﬁhu,m,éﬁ.ﬁiik_sl)._‘o,_._.i.__zlo.q,

F/Back Color ﬂ ........................
Font/Fare Calar | » OmO :E:pzer: EEE

Special Effect |' OREBEOOOODOON

Conditional Formatting... OIEREENOOOOOO

I‘r'USeL? ' Properties ENNEENOEECO
EEEEEENEEEEN

£ EEEEEEEEEN

Fuaoa- Fulml o

EEfSNEEEEN
EENCONNEN

. 3uiS oslawl Home asl)

(S5) s 9 03 bl juaic $9) wuwl) SIS O-YY k)

[Tahcuma - 11 vJ|§|§ —
/B I U|A -5

ot S5 s Font

(Home asb; ys Font og,8 I O-YE Jsib)

)3 Trb 9 55) yuss sl AutoFormat waulyls jl o slaswl 8-1-Y'-Y¥-

L &S osleT laSiw Jl ulgise, allan Hob & 8 )3 Seage chial JI K o sai DB s sl &
(D-Yd JSib).5 5 oalaiml, 35 a8 50 V18 L riws ) Arrange asb) s AutoFormat ai, 35 bl




== Select ~

Hiting

& AutoFormat Wizard...

(Auto Format «ulls jl eslauwl d-Yd JSib)

9 P)d Ae) zob 9 K5y 935 15 5o VS oaud il DB ) 8 s al, LS Sl S 0 590 SIS L

SIS o s oT Dal

) 5o d d-\-Y-¢

(O-YF JSi)amles bl L Save aissS Juols ssio 1 5 03,5 s S 0T 6l (55, 5 50 5 (5l

D oT pb Joles w90 03 Save As sl 53 .ouws ls B aass (555 ACCESS g o piaws Jlgs Sl L

(O-YY JSib).dwmles ol 1) OK aaSs 9 o3l yuss

Save |
Close %

Close All

R 2 ] L P 6D

Form View
Layout View

Design View

(23 L 90 sl SISl Juols (550 D-YF JSib)

Farm Marne:

|b00ks |

L Ok J[ Cancel ]

(Save As ,als d-YY JSib)




' =2 B —10/V/\ oMl 3Lyl 9 K )3 =)l j9 3 133Gl o ylosis @

7
-t s D

Sledbl L I Members Jyas)aluls slacl sbasuin Giules sl @8 5 Form Designol sl b
b AutoFormat wulils b (s Subly aslie pguas 5 ulgie GIS A 5b & JuiS Sl (Library

\ .A..l_,\.LoiQ)..I_.A.-)I)OTOI,JIJAIOUQ,JQ_.QAMI)OT‘SQJ{A)-
A\

Design View 5 Layout View ,Form View jl 3is)lic a5 3594 50 0315 inles calicee slos ¥ ) Lo o 58

Do 5o 0310 7 b @IS 2 3 )l 9 58 Sled Huss slabsy aslsl

p)d Slos Huss O-\-¢&-)

S8 Joe o) slaghe Il R @ e 3 les s sl

O-PAJSib). oS Dbl 1) plas 3 )90 Slos , Juols s gio Il 5 3uiS wawl) SIS 0,5 oL 590 = J9l Y9

S o5laiwl 3 g 50 0393 ‘o)éO_a_,\_l.}\).;uul)m.wA.ngugic).)c\fLAi).ﬂiiksLmoSgT)l:Iogéuiig)

Form Wiew

Layout View

3 Design View
L P T < | =
lEE ald ‘Sqlsewer gl |
il ga ald ~
W
£y 3o o A
P8 sles
Jhai gl 1381
-

Record: M 4 1 of8 L | “f Mo Filter | search

sl
| Mum Lock EIEI&

([0)3 g_;LAa).t_wl_;b}:U UA.ULOJO—YA wa)




SIS L mlales plas g s 03 ) e 1435 Gulsl a5 View saiy 351 el ogam yisg)

0-Ya Jsib).auiS bl 9T JlH) plas )50 Slei, Sgib g0 pallb sie VEIW 4y 35 55,

=)= &

View Font || Gridline

- - -

B2 oesonviw

(View aiy 35 5l oslaiwl b o )8 slos juis G0 575 iles d-F4 Ji)

Form View (glos d—\-¢-Y
3)85) 5 Uil b LT, oo b LR3)s5) ilgi 5o )l a5 S50 03l inles S VS 8 Los (pl V>
uh..gl.o.i.\)}f)..\.i‘_;L\__\_:.gro)é\_ﬁ_).)A.Exz.]).ﬁ).)\;x.uﬂOgAn[o)é.)lzﬂu'b))leuq.JﬁLnj.)l:_uJ%.\;
b olS wlasube Joda ey 3)95) A5G s Form View slai )a 1) (5053 0-Y+ JSib 0> . Soub o3l

-34S 50 032l , 3RS 5o iules

Y
A 5 et s |
s 2007 A& 4 K 5 5d ]
-
il i ‘;_.H‘d\:‘:‘i ‘
[t ‘:5“15 ‘
S Jls [1387 |
Record: M 4[50f8 | b M ki | b0 Fiter | [access

(Form View slos s P23 Olles O-Y' - JSi)

P23 03 13,55 inlrg 9 U, Ml O-1-E-¥-\
Do il D LT L 3,5 305 b e o3l ylsise , Form View slas )3 sub aisl a5 yob gl




2 23— \D/V/A oMl SUb )l 9 i 53 255139 Sl 3kiusl o slash

QGB35 K i yS ol 9 S SUS L)) V9 e Il )-\"_| QeSS (590 323 3)e8) sl sl
L Tab ayls I sas 2l &y i) Sl uiS3)ls s sa ob Joliie )3 b Lok pslie . Sgib 50 a8lal Jsaa
<3S o3laiuwl T 38 )1 b Shift +Tab slaauls’ o8 53 1 hd alid & adS b sl 5 | Sles s 248

oub LibT Shd sl i )3 a8 L83 )e5) )9 e Jlss )3 3950 S ASd b 5 3)50 3)55) Linl s Sl
Sl Glalras D LT pualies 3udd Ginles 1) xbas 3050 355, 3yl

o3 Records oy ,8 JI L 3p)liey ) 348 axaws Delete als sauis bl ) ol Jlade , osls 5 Bia sl
QS ol ) Delete sasy 35 oaub Jb 9o il 9 bl ) Delete sai, 35, Home sasl)

a5, Home sasl) )s Records o5,5 Jl, s 3)50 3,55 ) bl Jl Guy S 3,95 ) o B3a sl e
(O-Y\ JSiv) suis” bl 1 Delete sai 38 oauis jb s Jl 9 bl 1) Delete

A =i New Z Totals

|

]| =B save & spelling
Refresh

All - |>< Delete v|jr‘.-1-:|re

Records

|=_?r Delete Record
S | Delete Co

Delete sai 35 5, s Jl Juols (s 9i0 Home bl Records ey ,5

(P8 )31 3,55 ) 9 03ld B3 B-YY i)

Layout View glos d—-\-€-Y
sles Qlie 35S 50 paly)s ) LT Doy Ol 9 )13 puse )55, Linles & aSiyl bl Jl Los ¢yl
Les L)"I L').))..i)l: O ..))f NES [0)5 u;l).b P LJ"I)'M UI}-’L;‘ Los U"I 0 A wglas l)"l L el FormView
la).'s 2ol )y ol s sl 5 C)L-ol QG Vg e g 50 0333 L 0dls Ay Y3 A wuwl dade Jud ol @

IS o o) 5 ), a5 Juud Il leakiis el 3 1) )lS esls wlejpd Ginles . wxals

aslsl ol aSiyl S99 b yuicmad Sgei inlps D ST ulssses Layout sles s V] é

S,8 3)ls ol L3y esls Ols3503, IS 399 Les ol VS GB 303a 3)95) YIS

)l 235 )le Layout sles ps P8 690 Aol wldes JI (5 5

alsd Yo s o

Qe (I Al ) s, 345 SIS HJA33 ) g0 SiS (S0 9370 (59 il S LIS Jme w35 il s 1
a0 5 D 0T Jmo 03,5 503 b (D-YP JKb) ool oib a8l Lusle 55 0 lbl ol s & stk




(olis olo pusis 5-YY JSi2)

AL julw yuuss o
5oLl sl 31, 058 il Sl Sy )l solis s s -5 0 50 I3 G )3 o d sial jl S ya
JSib) 39b Jaaws Al 93 0l & (wsle )So lbl JSib b auas )3 9T & bssyo )3 Jye 03 b (wsle
Slsize &5 =dlge Slp e s 2w ,uks ) oT( Gl b Gaib) mls 03,5 S b Guuw,(d-YY

el 3o S gub 5o 0323 LoTrals vy Sl GB sbdsd b e 939 (JB JolS yob &y lasdis

(Ladd Yo yuss O-YY J.i.uu)

prd sl B o

s i Jhs aiwe) S5y, r;Js S5, w598, jablw s yulss P4 hial i SIB wlloc [olz.:l sl
Jloslaiwl b 9 o=l ISR ) 3oa H1a5 3)90 juaic b 3ud .39 50 o3Laswl Home aiby ys Font o5),8
(O -YE JSib).ound rclz.:l ) 395 olg=xly (sai DI Fontos,5 )a Soago )l 3l

Calibri vlu -
B 7 U||==E S|
FEPEEEEN

Font fa |

L

(Font oz ,5 sla aiy 38 Sl oslamwl b 3 slial o DB O-YE JSb)

Qixo) Z b 9 ) a5 sl AutoFormat ululd jl oslaiuwl @

L a5 03l (sl Jl ulssie AilSTan Jsb &5 o8 )3 35350 shial Jl 50 o b s sl &

(D-YD JSib). 3 3io0 pg 5 35 35 (50 VxS o yiws s Format asbj s AutoFormat ai, 35 bl




= B —\0/V/\ (SeNMuwl Sl )l 9 Kid 35 s )19 3 135kl © yLouis

Serect -
=]

ALI‘IDFDI&Bt
b R
P uoee :I i I:I

f@@ﬁ@
el
-
=l

‘?\'—:f AutoFormat Wizard...

(AutoFormat wubls jl oslauwl d-Y¥0 JSib)

9 P2 aie) 7 ob 5 Iy 935,55 5o VB o DLl B S 08 s al, LS SIS pe s SIS L
S o wss 9T Dal

Wadud o5 adlal o

&by s Controls o9 ,5 JI 1, Add Existing Fields ai, 35, Layout sles s P9 & abs u3 S aslal sl
25 3 50 Alud (B-YY JSb).awb aalsa JL Field List )ols s s oyl 4 (0-Y'7 JSib).aws bl Format
Ol as adid pl s )5l &3S SIS Jols pba5 3)5e abd e 90 b SuiS S s Jals & ) 35a
-3 guls 50 T abls )3 Sl s )y [a).'s PAX-ANTRN It}

(Controls o5 ,5 ;I Add Existing Fields ai, ;5 d-Y¢ Jsi)




@ W 08 )l 0 3liiwsl Ulgs saiy Juad

Field List X
Fields available for this view:
[=] books Edit Table
i o lad
\,.E pL'l
s gl
XL
Szl Jw

Fields available in related tables:
=l HoldInTrust Edit Table
Sl 3l
ol g lad
Solal Ful
R PR

(Field list ,sls o-YV Jsi)
Lald B3a o
L soobings ) aulS axaw jldelete auls 5 wlxwl ) oT Layout sles s P8l Al K B3s sl
(0-YA JSib).a8 Suls Home sail jl Records o5,5 »a Delete aiy 35 s,
| =i Mew X Totals

=5 Save “F spelling
l}( Dellete-j = More ~

Records

(Records oy ,5 sl Delete ai, 35 d-YA i)

Design View glos d-1-£-&

o313 inles Los il 03 B3)55) a3 50 Ginles oT wlija ples b L e 8 sl salb L Design sles
5(.. o Form Design , Form Wizard , Form Tool) —elixe (plagbssas pré slmll ax 3598 505
Tob 9 S50 pusss Jusd Sl Slpuss . ubly o33 Ab s Sl sbrl 4 Jole sl Sas , 0T sosalie
co e 9 ol Solw 9 Ule juis 9, LS olw, dine) Sy, ld K puks s dige)

o &S (sl @ . agaub L T ool puuss ol ezl sog=s b Design Form _l il (saluws & PICNE S IE I
0-¥4 Jsis .l Design View sles ys ailflaa ol & (Oladie 5 pb) adid 5 shial 03,5 oy ol )53

s Laks bl .sgin oo JSb 03 &5 Hsbyled . 32350 plis Design sles )3 ) S wlasuie @y
93 18 ploly wxel b 58 Y35 IO (pbuls 3 e yalb I sl shial Jsiwe (ol $la o puSiws

é)ﬁwm;»




# Form Header

# Detail
Ex

[aS 2 ] 1ilS ot |
s |

.A_EJJ.A?U Hﬂ.ﬂ,’-\au

Epdpe  |[Esase

|du.:..:| JL..||JL.:.:31 Jee

# Form Footer

(ool Al 08 &3 )ladio 5 Mid bk Design sl 0-¥4 Jsib)

s 3)ge slaadd b adis, £ 55 0 Jime 03,5 Loy slaie & 538 )l adis lial )5 s sl »
O-& - JSib)awS wlxwl |y Remove sai, 35 Arrange (sasb) jl Control Layout o9 ,5 Jl 9 05,5 bl

(O-&) JSb). 35 g 50 ol Laadd (550 U35 Loy 5 b Huss sl L ,uSws s 5 gl 4

[m[x]=] —
alalg E

EEEIMIE=
EEE|a=

Tabular Stacked\Remove

EE l-T:_‘-I[j:t Snap to Glid]

| Control  Control | [t 28 Tab Order
Margins ~ Padding = =

Control Layout ]

(Arrange sasl) 3l Control Layout oy ,5 d-£- i)




@ — L 0 )l o 3Lsianl Ulgs :oziy Jood

» || E i clasis
R N R T R
: 22 UlS olosiw
; -
||| # Detail =
("] . |
E ; Ty i s jlad
= ||| G0 S b ralb
o1l
(2 ol sl il s Jaiwe plmls
o
HIE
Z[z|| W= - T T -
4 _
| [eees gpiise
5
| T i Jow
g
; -
4 il

3
Design View | MNum Lock “EI |EF IE‘E

(5038 )l Jdimo Jlado 5 adud wlxusk- Design sles 0-€) Jsii)

Control o3 ,5 »a Stacked (sai 35 jl LT bl jl sz, 9T Jlaie b 2k PL 500bs3 U S A LS Gl
o8 P LS s, aiibl abls I3 [a).é C{ENP-SP l.@T rolios laadis lals Ay 35yl S oolaswl Layout

S (5o Jaie o8 dr9 3B 50

Ot ol S

Design slales )3 b 9T alhb 5 308 plis calicke slales )3 1) -0 ¢y e )3 o3 skl Joaa

Aues s Layout s




' &> a3/ eManl Sbibyl 9 Skt 3 s sl3 S lilisel o less

form is a database object that you can use to enter, edit, or display data from
a table or a query. You can use the Form tool to create a form with a single
mouse-click. When you use this tool, all the fields from the underlying data
source are placed on the form. You can begin using the new form
immediately, or you can modify it in Layout view or Design view to better suit
your needs.
To be more selective about what fields appear on your form, you can use the
Form Wizard . by Form Wizard you can use fields from more than one table
or query.
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This wizard creates standard label
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Label Wizard
7 What would you like on your mailing label?
» Construct your label on the right by choosing fields from the left. You may also
- type text that you would like to see on every label right onto the prototype.

Available fields: Prototype label:
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Label Wizard

‘You can sort your |abels by one or more fields in your database. You might
want to sort by more than one field (such as last name, then first name), or by
just one field (such as postal code).

Which fields would you like to sort by?

Available fields: Sort by:
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Label Wizard

What name would you like for your report?
|Labels bookd] |

That's all the information the wizard needs to create your labels!

What do you want to do?
(%) See the labels as they will look printed.
(7)) Modify the label design.

Come ] (<o ] o

(OIS sl [olj o,_._g_-s,LabeI )l jas o p=iy U.));T 7-&- JSi)

&




oale- Yy osie-Yua¥ Sl Vet

P R YV [T YOS el 1ea

(Print preview sles »s b s o Gisles £-€\ i)

Slos o3 b S L3yl aingeT a5 Llabey L suilss e, Previewsles »s GinliS Ginles w)go s
I bas alb sles )d couun o 345 50 odabine F-EY JSb s a5 Hsloiles . auS osaline jus Design
& caodejl 5 a15,5 5 il Jals alis 58 el 30 dis o 55 Jolid &5 sl ooub JuSidis Lol 5

ol 0auh oslaiwl LA ualae yals )l 3 ) LS )s sl e

|_||-|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-
J"PageHeadel
||| # Detail

- || = Trim( oS o L] & "-" & [gg254])
1

2
J # Page Footer

(Design sles )s camn o Ginles 7-EY Jsib)

Ftovs D

bl 0T pbs YIS A5 &5 34 sl Lable Wizard (i)l55 < Store iledol (S5l )3 YIS Joa sl

YoV asous ). caubls 3935 1 )l ges 3us5 sl Chart Wizard ol s Subils Access Sl sloasuus )y

L .=l ook aslsl Chart Pivot PL & Joaa sla oals iules sl (ples (o 9e 03 9 0aub B3 =lils (5l




Sl o3l aulio sl o ) Jlsges )3 Ol Los ¢yl Sl oaubs LT QoMA Hobay Jud sl Juad Hs Les oyl
_\Ju,of..ml)s Jslax )3 39a 90
S JWs ) o) Jabre Guuw( #-EY JSb).auis L Pivot Chart sles s ) Jsaa, Jlsges PR

|Drop Filter Fields Here

124 Chart Field List
Drag items to the Chart
0 book.

o |
0[5 b eyle
.. kS ol

T s39ec vsme 03 pslio Ginles (sl s ol )3 Yo

vidgo ol
0.8 X
5000
3Ll Ul
= LS sl
= b a e
= 0.6
L :
0.4
0.2

Sl 3l |°L" XY J=o L Add ko J |Data Area ~

S8l V9= )3 puslie yiules

; 7/ Axis Title

Drop Category Fields Here

( Pivot Chart sl #-£¥ i )

S ) gliie oyl 4n.3iS 3L ) Chart Field List o yxiy 13wl )13 505 )3 0348 S b sloakd (yuss sl p -\
wab) > Show/Hide 05,5l b WS b=l 1) Field List saiy 35 Jools S Jl 5 03,5 =l
(7-£& JSib).amles bl ) Field List sai; 33 Design

(Design sasb, »s Show/Hide o )5 F-£ £ Jsii)




=2 B —10/V/\ oMl 3Lyl 9 K )3 =)l j9 3 133Gl o ylosis

o)

b ks 3)ge slaads Ladsd r:l.'), S Voo )3 B3 350 slaals slie 088 D3 s Guaw =Y
Aagi F-EY JSb a3).auiS S, )l 8 Lasl yexe ju) 0o oS, Drop Category Fields Here el
(dwss

Drop &b ) 4 b lasks o PL 390 vo=e 3l 3 50 SlaAlS slie (35T HILE sl ¥
(F-80 JSi).aui dalea o )3 IS 505 s )3 oyl &y S S s Filter Fields Here

| Drop Filter Fields Here
Sum of Q@D

oo

4000

3500+

3000+

2500+

2000+
1500 [
1000+
500 I
o4

Sqlservar il u—u-‘}‘ytuﬂ! L 153k ) s b pfad 1ole 2l Sl Access 2007

Axis Title

1001 1002 1003 1004 1005 1006

Axis Title

(S ogat v [ 7

(Pivot Chart sles )a)lsses Siules #-£0 JSib)

Change Chart Type sai 35 Jools (s9in Jl 9 03,8 wunl) S5 IS 505 (590, IS sas £95 puss sl =&
ol I Change Chart Type sai;35 Design  sasb) Jl Type o9,5 Jl L sus bl |y

(7-&7 JSib).amles
il

Change
Chart Type

Type

( Design sasl) JI Type o5 5 7-£57 JSib)




oot 5 lopls, b, Ssmldges glgil JI SN pp womws )l osdd JLosB S lgdioe s 3 ol &
=30 0313 Giwles VI (pl wawl) o S sl osleT saasgoes, D ges glgil JI 5 o DBl b .o 8 Sl

(7-Y Jf.u‘u).))f ..\.N}iﬁi’io..\.ﬁ [o.ﬁ.\u).'i)b}ai).]é.i.))}o A5 903 LS))\_:ﬁlngdSé}ﬁ;

| General | BorderfFil | T¥pe | 3D Yiew |

il <olumn

E Bar

¢4 Line:

[t smoathLine

& Pie : =
[z =¥ (Scatter) E

¢ Eubble &7 E i

by Area
@ Doughrut
Radar

|l Stock
5 Polar

30 Bar A
3903 95 (paxs

(15905 £ 95 pu35 Sl IS 95 glgil Dlsisl Hols 7-EV Jsii)

7 N

e & 13505 ub 9 Vb weuwd 1 9T cl 315, IS ges 4 odub 3)ly 3 B3x (gl 1435 é
S8 S lsges 03530l ol

\ Y

4 e é\

3423 inles glisel Lisly Jaze dumlie sl )15 503, ThIStudent Jsax sl
\ J




=2 B —10/V/\ oMl 3Lyl 9 K )3 =)l j9 3 133Gl o ylosis

vy

The Report tool provides the fastest way for you to create a report, because it
generates a report immediately without prompting you for information. The
report displays all the fields from the table. You can save the report and
modify it in Layout view or Design view so that it better serves your purposes.
You can use the Report Wizard to be more selective about what fields
appear on your report. You can also specify how the data is grouped and
sorted, and you can use fields from more than one table.

£ 3203 Fwls 2y s Vlgw &y B9d (yio &3 dag5 by

1- The Report tool provides the ..... way for you to create a report
a)Fastest b)most difficult c)easiest d)earliest

2- After Creating the Report,You can modify itin...... view.
a)Design b)Layout c)Report d)a &b

3- You can use the .... to be more selective about what fields appear on your
report.
a)Report Tool b)Report Wizard  c)Pivot Chart d)Lable Wizard
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