Kurdistan Regional Government- Iraq
Ministry of Education

General Directorate of Curriculum and Printing

Information Technology

Microsoft Access
High & Vocational School

Grade 11

Prepared by

A Committee from the Ministry of Education.

First Edition : 1443 Hijri 2022 A.D. 2722 Kurdish.




Science Review and Update

Tara Aboubakr Abdulqgadir Karzan Othman Qader
Rebaz Najat Majeed Samir Diler Abdullah
Peshraw Ahmed Hama Ali Aram Dhaher Mohammad
Mohammad Abu Bakr Tofiq Omed Sadiq Abdul-Karim
Shilan Mahmood Fage Hussein Kanyaw Osman Ali

Translate by:
Lana S.Mhamed Khurshid

Scientific Supervisor: Tara Aboubakr Abdulqadir
Printing Art Supervisor: Mohamad Pirdawd Kawas - Nabaz Mustafa Abdulla
Content Design: Nabaz Mustafa Abdulla

Cover Design: Rawand Saeed Saber




Content

Subject Page
SINEFOAUCLION........cceveeieeceeeeeeeececte ettt eeaeeear e eneeseesaeensneennes 3
First Semester
MiCroSOft ACCESS 2016  ...eveeieeeeeeeeeteeetetete ettt ae s 7
Interface MiCrOSOTt ACCESS 2016 .uuveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesreeeeesssesesesseeeas 8
DS ettt ettt e e e e e e eeeeeeeeeeeeaaaasaassssseeeaeaaaaaeeeaeeeeasaaaaaaasaseseaaaaaeeeeeeaaans 1
AL TS ettt ettt e et eeeeeeeeeeeeeeeaeeaeeeesasaaanseeeeasassssaaesesssssnseeessssnnnnees 11
HOIMIE <.ttt sttt e ba e st e e e 15
CTOALE eeeeeeeeeeeeeeeeeee e e e et eeeeeeeeeeeaaaaeeeasaasssannaessasessannnasesssssasnnnnasssssssnnnnnnns 20
Data TYPE.ueeeeueeeeiieeeteeeteecteeete et et et et e st e s re e e see s see s seeeeneesneens 22
QUEBTIES. ... eeereeeeeieeeteeteete et e steeteste e tesseeaesseaseesaesseassasssesasnsasseesanseenseessensesnes 26
Second Semester
200) 1 0 USRS 45
REPOT Tttt ettt ettt et e s e s a e st ae 53
OPEN TADIE ...ttt ettt b et se s nnen 60
FXEOITIAL DAt uuttteeieeeeeeeeeeeeeeeeeeeeeeeeeereeeeeeeeeessesssesssssssssssnsesesasesseessssssssssssnsssnees 62
DAtaTOOIS....eveveeeieeteeeectectceteet ettt et e ea et ae et ereebeeseenreeseenseensenns 64
PLACKICE. .o e e e e e e et eeeeeeeeaaaeeaeeeeeaaaaeseaaaannsaeaaeeeseaaaaaeannnnnennees 66
Law NUMDET 6 Of 2008  ...covevereerereeteeeeteesets ettt se s ve st se s se e ns 67

Law on Prevention of Misuse of Communications Devices in Kurdistan Region- Iraq




Introduction

Today’s era is the era of technology while considering the enormous
influences that technology imposes on our lives as individuals and as
communities. Technology has immersed itself in all aspects of human life,
take for example: (Education, Health, Military Affairs, Scientific Research,
Traffics, etc.).

Furthermore, with this rapid ongoing progress in the field of Computer,
transforming the computer curriculum implemented in schools by Ministry
of Education in Kurdistan Regional Government is considered to be an
urgent responsibility. Our beloved students should not left behind these up-
to-date advances in this indispensable and widespread science, but indeed
should be aware of as well as privileged with them. Therefore, we prepared
this book.

Dear honored and beloved teacher:

You are the solid ground for the success of learning process. This sacred trust
is embodied in you with your enduring efforts in nurturing the intellectual
as well as emotional awareness of our children that will, for sure, result in
escalation in quality of learning and teaching.

We trust you with this book. We thank you. We hope that you will have a
significant role in the achievement of this curriculum’s goals.

Dear beloved student:

You are the hope for the tomorrow of your nation, you are the light to brighten
the horizon of your homeland. You are well-worth of all the devotion given
to you by the Ministry of Education in the Kurdistan Regional Government.
You are the focus of education; the center of the whole process of teaching
and learning. The renovation in education program is for your advantages.

Committee
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Microsoft Access (2016)

Microsoft Access (2016): Is a Microsoft product especially used in the fields of accounting,
statistics and business.

Database: Is a collection of information that is structurally organized and logically related
in a way that enables data management.

sequence -~ Name ~ Governorate ~ Occupatio ~ Salary v

1 Azad Sulaymaniyah  Employee 450000
(New) 0

(Record): Consists of data units that are organized horizontally

|F::::d Hoilpil | KE foFiter | Seanch

Tip: To navigate through records, the bellow bar is used:

(Field): Consists of data units that are organized vertically.

Governorate -
Sulaymaniyah
Erbil
Sulaymaniyah
Duhok
Erbil
Duhok
Sulaymaniyah

« Starting Access (2016) Program in (windows 10)

First, we should identify the operating system on our computer and then choose the
easiest way to open access program 2016.

» Ways to Start Access Program in Windows 10

e First Way:
- Start>scroll to Access

e Second Way:

ACCESS 2016

- Type (Access) in (Search). iy




 Interface Microsoft Access (2016)

* Interface of Microsoft Access (2016)

The main components of Microsoft Access program (2016)

1. Title bar

2. Ribbon

3. Navigation Pane
4. Status bar

| Title bar | | Ribbon |

4 # [3 Date & Time Nam ption . Data Type: Required =,
b a 12 © fr  [Bbl &
e [ Yesrho Default Value s Format  |Formatting Unique
View  Short Number Currency Delete Modify  Modif emo o Validation
Eieht El More Fields - Field Size Lookups Expression Settings % 8 3% Indexed -
Views Add & Dele erttes ~ Formatting =~ Field Validation ~
All Access Obje... @ « || = et i *
o ) D ~ | Click fo Add -
arc
Table: a | (tiew)
EH Tabler
Record: 4 < [1ofl » Mo Filter | [Searen
ashest View = A

v v

| Navgiation | Status bar |




(Templates):-

These are pre-formatted documents made available by Microsoft as facilitation for
users.

* Opening file using (Open Other File) consists of the following:

Database] : Database- C:\Users\PC\Documents\DatabaseT.accdb (Access 2007 - 2016 file farmat) - Access

® Recent Tod ay

[ Database7
=] My Document its

This Week

This PC @ Database6

= My Document its.
Database5
My Docurment ts

1

My Documents

wo DTV /T-19
OneDrive

BT ITA/T-10

+ i @

Add a Place we ETE T /P08

B

o VTE TN/ T
Account Browse

Databasel
My Documents
Database2
My Docurnen ts v
Database4
My Docurment ts

Database3

My Documents

o VT /Y1

Options

IR AT AL

w11 VT /TR

FUSM A AL

BEEaR

v

Open

o

1- Recent | ==

This refers to the files which we have worked on before.




2- One Drive =) oneorve |

lis a data storage service in the cloud server to save files and access them from anywhere
and any devices.

Database7 : Database- C:\Users\PC\Documents\Database accdb (Access 2007 - 201

Open

@ Recent ® OneDrive
NOINTERNET CONNECTION
@ OneDrive It looks like you are not connected to the Internet. You may not be able to
g0 online,
- . A OneDrive hasznslatval bithonnan elérheti & birkivel megosethatja fjlai
T misec

o= Adda Place

Tovabbi informécio

Regisztrdcio

Account Browse

Options [

Optio 1Y
Bejelenthezés

3. This PC | ™M

It is used to access files which are already saved in drives.

Database7 : Database- C:\Users\PC\Decuments\Database7.accdb (Access 201
My Documents
@ Recent v

A
E{H}) OneDrive

i EGDownloads

Etl This PC New folder
OneNote Notebooks

o= Adda Place

@ laccdb

™
@ Databasel.accdb

Browse

@ Database2.accdb
™
@ Database3.accdb

@ Databased.accdb
s

4- Add a Place [¥ Awarace

This is to add drive so that the user can easily save access files in (Office 365 SharePoint)
and (One Drive).

Database] : Database- C:\Users\PC\Documents\Database7.accdb (Access 2007 - 2016 file format) - Access

Add a Place
Recent
NO INTERNET CONNECTION

D OneDrive You need an Internet connection to add locations.
&
_ OneDrive
E‘;l This PC OneDrive for Business
o AddaPlace

Browse

10




Tabs : Consist of the following:
First- File Tab:

- CustemerTours: Database- \Cus... Table Toals

Home Create External Data

7

Database Tools Fields Table Q@ Tell me what you want to do...

Consists of the following sections:

Info

Database8

My Documents

L]
i
Compact &
Repair Database

Encrypt with
Account Password

Options

Database8 : Database- C:\Users\PC\Documents\Database8.accdb (Access 2

Compact & Repair View an

Help prevent and correct database file problems by using Compact and Repair.

Encrypt with Password

Usea password to restrict access to your database, Files that use the 2007
Microsoft Access file format or later are encrypted.

Click (New).
b. Click (Blank Desktop Database).

Info: Provides specific information about the user and the current file in use.

New: Used to create a new database as follows:

Databases : Database- C:\Users\PCiDacumentsh DatabaseB.accdb (A
Blank desktop database Custom web app

11




c. Name the database and select the drive where as to save it.

Blank desktop database

Should I create an Access app or an Access desktop database?

File Name

Databasel l:l

C:\Users\PC\Documentsl,

i

Create

d. Click (Create).

Databasel.accdb (Access 2007

Fields

Access

4 # [ Date & Time Name & Caption . E Data Type Required ==
by a8 12 E fx o Rl e
[ VestNo Default Value Format:  Formatting Unique
View Short Number Currency Delete Modify  Med Memo Validation
= Text Eil More Fields - Field Size Lookups Expression Settings % * | %% Indexed =
Views Add & Delete Properties Formatting Field Validation ~
Table1 x
All Access Obje... @ «|| = Tk -
D -[Clickto Add -
e ) (New)]
ables E3
B Tabler
.
e Open: To open saved database.
o T Ly e e r s e e ETTET
(L) Recent Today
n Databasel £ i
~ My Doourments -
OneDrive
a o VT T T
: This PC
— 1Y T
u Wy Do usnamty o
aPi VAR
P rcdapiace This Week
a Databaset T
Browse Iy Dacurnart
Database5 o
u By O " -
Options by Docurnrs
1 R
B L, pocuments -
D B
[ ] - -1
n Databased IV E A
Wy Docurments -
Databage 3 & YT T
Qi) Dvpbesed s
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Save: To save database after editing.

Save as: Used to save the current file under other names and in other location.
Print: To print the desired file.

Close: To close the file.

Account: To create an (Account) for the user using internet.

Databasel : Database- C:\Users\PC\Documents\Databasel.accdb (Access 2007 - 2016 file format) - Access

©

Account

New

Office Theme:

Open Colorful T

*m Signinto Office u Oﬁlce

Get to your docurments from anywhere by signing in to Office. Vour

Product Information

Save As experience just gets better and mare personalized on every device you
use.

oo Sgnln Product Activated
Microsoft Office Professional Plus 2016

Close This preduct contains
PEBHEREGE
Change Product Key

Account

' ¥ Office Updates
Options |_——_| 1 i
D Updates are automatically downloaded and installed,

Update | yesion: 16042661003
Options =

0 About Access

Learn mare about Access, Support, Product ID, and Copyright information,
About
Access

13




e Options: Various options available from which the user can choose to make changes
in access program.

Databasel : Database- C:\Users\PC\Documentsi\Databasel.accdb (Access 2007 - 2016 file format) - Access

©

Account

New

Office Theme:

Open Colorful -

Save Sign in to Office u Ofﬂce

Get to your decuments from anywhere by signing in to Office. Veur

Product Information

Save As experience just gets better and more persenalized on every device you
use.
. e Product Activated
Microsoft Office Professional Plus 2016
Close This product contains
BFEORFPES
Change Product Key
Account
) & Office Updates
Options [D—J
Updates are autematically downloaded and installed.
Update Version: 16.0.4266.1003

Options =

9 About Access

Learn more about Access, Support, Product ID, and Copyright information.,
About

Access
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Databased : Database- C:\Users\PC\Documents\Databased.accdb (Access 2007 - 2016 file format) - Acces:

e External Data Database Tools

Home:

One of the main tabs in (Microsoft Access) that has groups and each of these groups
contains a set of commands, the most significant of which are:

1. Views: Contains the following:

o Datasheet View: This icon allows to view a table that we
have created, or display in form of sheet like excel sheet.

e Design View: To display in form of design: (Report, Form, | B oeionver
Query, Table).

2. Clipboard: Contains the following commands:
e C(Cut

e Copy

e Format Painter

e Paste: consists of: % Cut

- Paste paste copy it
- Paste Special Clipboard 5
- Paste Append

Y 2| Ascending Y Selection ~
3. Sort & Filter: Contains the commands below | s 2o BAdence:

Sort & Filter

o Filter: To filter records in a table.
e Ascending: To sort text from (A - Z) and numbers from (Smallest - Largest).
e Descending: To sort text from (Z - A) and numbers from (Largest - Smallest).

« Remove Sort: To remove a sorting we previously applied to any of the records in
the (table) that we have created. the

15




e Selection: To select the data with which the user want to create a filter and it has
the following options:

- Equals: To find records that are identical or equal to data we have selected
whether text, number or date.

- Does Not Equal: This is opposite to (Equals) as it includes [ S";“‘:“n [ & New

all records that are not equal to our selected data. Does Not Equal 33

Less Than or Equal To 330

- Less Than or Equal To: To find records that are equal to or | . ..o cousiros
less than our selected data whether text, number or date. Between..

- Greater Than or Equal To: To find records that are equal to or greater than our
selected data whether text, number or date.

- Between: Includes data that falls in between two selected set of data.

Advanced: To perform an advanced Filtering and it has the following options:

- Clear All Filters

- Filter By Form [Fadancea=’ T~ &
- Apply Filter/Sort e et

- Advanced Filter/Sort Y. Apply Filter/Sort

- Lord from Query W Advanced Filter/Sort...

- Save As Query
- Delete Tab

- Clear Grid

- Close

Toggle Sort: Has two options which are (Apply Filter) and (Remove Filter).

Records: It contains the following commands:

Refresh

New ) = New z Totals

Save = Hs 7 Spelli
e Save v Spellin

Delete Refresh , P 9

Totals: Includes some calculation func- v Delete ~ = More -

tions, the key ones are: Records

- Sum: Finds the sum of selected values.

- Average: Finds the average of selected values.

- Count: Counts the selected data.

- Maximum: Finds the highest value among selected values.
- Minimum: Finds the lowest value among selected values.

16



Example

We have this table, as demonstrated below, to which we want to apply the function
(Totals). The first step is to select the field of (Salary):

Table Tools Database14 : Database- C:\Users\BG Programi\Dc

ernal Data Database Tools Help Fields Table Q Tell me what you want to do

%l Ascending r =1 New E Totals p 55'( Replace

il Descending '@Advaﬂced' H Save A55;‘.te|ling et = GoTo~
in

Re.;r‘s'h - ElMare~
=] Sort & Filter Recaords Find
| = Tabter,
Sequence - MName -~ Governorate - | Occupatio - Salary - ClicktoAdd -
1 Azad Sulaymaniyah  Employee 450000
2 Shwan Erbil Employee 670000
3 Sara Sulaymaniyah Teacher 420000
a4 Shnw Duhok Employee 600000
5 Dara Erbil Teacher 540000
6 Taban Duhok Employee 700000
7 Lara Sulaymaniyah Teacher 395000
* (New) o
Total [v] |

Then click the (Totals) icon in (Records) group.

=51 Tablel
Sequenée = | Name - |Governorate - | Occupatio - Salary -

1 Azad Sulaymaniyah Employee 450000
2 Shwan Erbil Employee 670000
3 Sara Sulaymaniyah Teacher 420000
4 Shnw Duhok Employee 600000
5 Dara Erbil Teacher 540000
&6 Taban Duhok Employee 700000
7 Lara Sulaymaniyah Teacher 395000

* {New) 0

Total ~

Click (Listbox) or (Combobox) and select (Sum) command from the list that appears as
shown in the picture below:

Table Tools Database14 : Database- C:\Users\BG Program\Documents\Database14.accdb (Access 2007 - 2016 file format) - Acce|

srnal Data Database Tools Help Fields Table Q Tell me what you want to do

fjAscending '!g @B New ETotals p 2cReplace | [ b Detail vin v 5= = |
A4 Descending 7] Advanced ¥ == Save + Spelling ) 2 GoTo~
Y Rel:lrltvSh X ‘DMore' s BIU 'A'vd"‘ "(2' =E= 4 =le
H Sort & Filter Records Find Text Formatting =
=5 Tablet X
Sequence - Name - Governorate - Occupatio ~ Salary - ClicktoAdd -~ | [
1 Azad Sulaymaniyah  Employee 450000
2 Shwan Erbil Employee 670000
3 Sara Sulaymaniyah Teacher 420000
4 Shnw Duhok Employee 600000
5 Dara Erbil Teacher 540000
6 Taban Duhok Employee 700000
7 Lara Sulaymaniyah Teacher 395000
* (New)
Total

Average

Count

Maximum
Minimum
Standard Deviation
Variance

17




o Spelling: To check/correct text.

e More: Consists of the following:
- Add From Outlook
- Save As Outlook Contact: To save under different name in (Outlook) content.
- Row Height
- Subdatasheet
- Hide Field T

DMore'

- Unhide Field

- Freeze Fields: To keep some data fixed on the
screen while scrolling downward through the [ Row Height...
form, select this option.

- Unfreeze fields: To remove the data that remains e ke
fixed on the screen while scrolling down through Unhide Fields
EH Freeze Fields

the form, click this option.
- Field Width

Unfreeze All Fields

1 Field Width

5. Find: Includes the following commands:

p S’QC Replace

) => GoTo~
Find

Find

o Find: To search for data in general.

Find and Replace @@I
R
Find What: | 3775000 =
Look In: Current field [+]
Match: Whole Field [+]
Search: Al [+]
[TIMatch Case  [¥] Search Fields As Formatted

18




Replace: To replace the text in (Find).

Find and Replace

|Find | Replace 1

Find What: 3775000

Replace With:

Look In: Current field [+]
Match: Whole Field [+]
Search: All E

[T]Match Case V] Search Fields As Formatted

Go to: to Go to/find a wanted record.

= GoTo~
Pl First

P Previous

I Last

= New

Arna

Select: Consists of two options which are (Select) and (Select All).

Text Formatting: Includes the following commands:

Auriald (Detaill (11

Fonts

Text Formatting

BIry A-¥ Q- === 4 E

Font Size
Bullets
Numbering
Increase List Level
Decrease List Level
Bold

Italic

Underline

Font Color

Text High Light Color
Background Color
Align Left

Center

Align Right

Alternate Row Color
Grid Lines

19




Create

J16 file format

Create
\ — - = =, " 3 i
o EEE | ~==| H & L R Form Woard [r) | | Freportwiara | Aol
3 T = s " ElNavigation - s : P! Class Module
Application  Table Table SharePoint Query Query Form Form Blank — Report Report Blank [E]  shels Macro
Parts~ Design Lists=  Wizard Design Design Form L] Mare Forms - Design Report £ Visual Basic
Templates Tabies Queries Forms Reports Macros & Cade ~
Tablel *
All Access Obje... @ « RS .
- B ID - |CiickloAdd -
3eh
* (New)|
Tables E
B Tabler
|| Recora: 10 <1 or1 » Search
Datasheet View 3

*Application Parts:

Contains templates that can be downloaded from the internet.

Create External Data
8 =
EE M RS
Application Table Table SharePoint Query Qui
Parts ~ Design  Lists - Wizard Des|
Blank Forms
1 Right 1Top 2 Right 2Top
Details Dialog List Media
Msgbox ’Tabs ‘
Quick Start
4 & & F
Comments  Contacts Issues Tasks
Users

20




Table:

It is the main object in (Access) used to create (table) and store data, Without (table)
nothing can be done.

Databasell : Database- C:\Users\PC\Documents\Databasell.accdb (Access 2007 - 2016 file format) - Access

Home  Create  ExtemalData  Database Tools
b aB 12 [ [ Date&Time Name & Caption = o] &=
- [¥] Yes/No Default Valu Y T - =
View  Short Number Currency Modify Modify ~ Me Validation
Text El More Fields ~ Field Size Lookups Expression Setting Indexed o
Views Add & Delete Properties Formatting Field Validation ~
All Access Obje ® « || EA Tables \E Toblez | 3 Table3
s o ID ~ | Click to Add -
1';' * (New)
ables S
B Tabler
B Table2
3 Tavies
Record: 1ofl » No Filter | |Search
[Datasheet View B

Table: Click (table) to create one, then click (Click to Add) to have data type as shown in
the bellow picture:

21




Data Type:

In Computer science and programming, the type of any piece of data stored in computer

should be indicated.

1. Short Text

2. Numbers

3. Large text: it is a new data type introduced in(Access 2016) that can handle bigger

numbers
Such as (-2)3
4. Currency
Date/Time
Yes/No
Lookup & Relationship

o N o WU

Rich Text: a new data type used for formatting
Texts like (color, font, bold, underline).

9. Long Text
10.Attachment
11.Hyperlink
12.Calculate Field

13.Paste as Fields: a new data type used to paste large data, large numbers of (row

coloumn)

AB

12

ez 3z FfRARAR

Short Text
MNumber

Large Mumber
Currency

Date & Time
Yes/Mo

Lockup & Relationship
Rich Text

Long Text
Attachment
Hyperlink
Calculated Field

Paste as Fields

Tip:

After a (table) is finished, click (save) so as to save it.

22




Table Design:

Is the second way to create a table. Click Table Design and a box appears that allows
to design a table as desired.

Databasel : Datab uments\Databasel.accdb (Access 2007 - ormat) - Access ? g X

File Home  Create  EdemalData  DatabaseTools RN Q Q ito Signin
D &= Insert Rows F = =2 ’*r‘
X Delete Rows. oo Bl = ©
View  Primary Builder Test Valigation "o Property Indexes  CreateData Rename/  Relationships  Object
M Key Rules  EXModify Lookups  gheet Macros - Delete Macro Dependencies
Views Tools Show/Hide  Field, Record & Table Events Relationships -~
All Access Obje ® « B2 Tablet 5] Table2 ] Tables ] Tables | Tables ) Tables {fj Table7 X
Field Name Data Type Description (Optional) N
Search... el
Tables # Short Text
B Tablet Long Text
=1 Table2 Number
B Tables Date/Time
Currency
= Tanies AutoNumber
Yes/No
OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard...

Field Properties

General |Laokup

The data type determines the kind of values
that users can store in the field, Press F1 for
help on data types.

Design view, F6 = Switch panes, FL = Help.

SharePoint Lists:

To share (table) using internet.

Tip:

Description Optional: Is used to provide a description to a field.




Field Properties:
Consist of a group of properties, the most significant of which are:

1- Short Text

ile ome Create xternal af -
El ? €= Insert Rows E D il D/D ’—r‘
- X Delete Rows > L L] = =
View  Primary Builder Test Validation " Property Indexes  Create Data  Rename/  Relationships  Object
Key Fules  EA Modify Lookups  gpeet Macros - Delete Macro Dependencies
Views Tools Show/Hide  Field, Record & Table Events Relationships -~
: ® Tablet Table2 x
All Access Obje... @ « [E =
Field Name Data Type Description (Optional) -
Search. e
Tables 2
E Tablet
Lookup Wizard...
Field Properties
General [Lookup
Field Size 255
Farmat
Input Mask
Caption
Default Value
Vali u The data type determines the kind of values
val that users can store in the field, Press F1 for
Required No help on data types.
Allow Zera Length Vs
Indexed No
Unicode Compression Vs
IME Mode No Control
IME Sentence Mode  None
Text Align General
Design view. F6 = Switch panes. F1 = Help. 4

(Field Size): To limit the number of characters that can be stored in a field up to
(255).

(Format): To make changes in the field, for example: change the text color in a field
selected to format.

(Input Mask): To make changes in the field, like: (set a text in form of password, set
time and date templates, set a store- limit to characters that can be entered into a
field.

(Caption): To change the field name.
(Default Value): To set a selected text to be automatically re- entered in the whole field.
(Validation Rule): To set a condition for a field.

Validation Text): Related to (Validation Rule), as an explanation of the condition set is

typed here.

24



2- Number

Table Tools  Databasel2 : Databa: ocuments\Databasel 2.accdb (Access 2007 - 2016 file format) - Access

Home Create External Data Database Tools

: QT
D ? &= Insert Rows . = D 'q—‘ EYD ’—r‘
3 Delete Rows £l = = = ©
View  Primary Builder Test Validation "y Property Indexes  CreateData Rename/  Relationships  Object
Key Rules  BA Modify Lookups  gpeet Macros = Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships "
: ® Tablel Table2 '\ x
All Access Obje... © « |2 |=
Field Name Data Type Description (Optional) -
Search.. el
Tables # Short Text
T Tablet
Date/Time
Currency
AutoNumber
Yes/No
OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard...
Field Properties
General |Laokup
Field Size Long Integer
Format =
Decimal Places Auto
Input Mask
Caption
Default Value ] The data type determines the kind of values
walidation Rule that users can store in the field. Press F1 for
Validation Text help on dats types.
Required Mo
Indexed No
Text Align General
Design view. F6 = Switch panes. F1 = r:mp. b

- (Field Size): To determine the size of numbers. It is defined by the type of the num-
ber or the size of it.

- (Format): To set types of currency, percentage, and number formatting.

- (Decimal Places): To limit the number entered after (,) in a field.

- (Input Mask): To set templates.

- (Caption): To change the field name with any text wanted.

- (Default Value):To fix a selected number to be automatically re-entered in the whole field.
- (Validation Rule): To set a condition for a field.

- (Validation Text): Related to (Validation Rule), as an explanation of the condition set
is typed here.
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e Queries:

It is the second object in access and it cannot be created without (table). It allows to
perform actions and set criteria.

Purposes of Using (Query):

1- (View)

2- (Sort)

3- (Filter)

4- (Analyzing)

* Ways to Create (Query):

Query Query
Wizard Design

Queries

First Way Query Wizard:

Contains these options:

Create External Data Database Tools

; "
1:8 = I = o o
B EED RE EgOFe 5E [ g [
—' = Navigation -
pplication  Table Table SharePoint Query Query Form Form Blank _ Report Report Blank (2] Lybels
Parts - Design Lists~  Wizard Design Design Form (=) More Forms = Design Report
[Templates Tables e Queries Forms. Reports.
All Access Obje... @ «
bearch el
L A New Query 2 ]
I Tabler
SmoleQuervWizad |
Crasstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard
This wizerd creates  select query
from the fields you pck.
o] (e
eady
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1. Simple Query Wizard
Double click this option and a box appears from which we can select fields to use in
the (query) as shown in the picture:

Table Tools Databasel4 : Database- C:\Users\BG Program\Documents\Database14.accdb (Acce:

Create External Data Database Tools Help Fields Table Q Tell me what you want to do

j g D ’E Lz % D [ Form Wizard ;i| @ ;:| 3 Repart Wizard L =% Module

Mavigation ~ 50‘ Class Module

le  Table SharePoint | Query Query Form  Form  Blank Report Report Blank (] Labels Macro )
Design  Lists~ Wizard Design Design Form More Forms - Design Report & = Visual Basic
Tables Queries Farms Reports Macros & Code
D bJ e... @ « Table1 \ Simple Query Wizard

p Sequence  « Name - [Governd
1 Azad Sulaym Which fields do you want in your query?

F
2 Shwan Erdy ‘You can choose from more than one table or query.
3 Sara Sulaym
1 Shnw Duh Tables/Quer

ables/Queries
5 Dara Erp ~
5 ez Duh Table: Table1 w
7 Lara Sulaymi  available Fields: Selected Fields:
* (New)

f sequence
Name
Governorate
Occupatio

Salary

Cancel

Next > || Finish

Then, click (>) and another box appears, here; to perform calculations we click (Sum-
mery), or we set the type of query we want to create.

After that, click (Next) and a box appears where we can type a name for our (Query).

Table Tools Database14 : Database- C:\Users\BG Program\Documents\Database14.accdb (Ac

mal Data Database Tools Help Fields Table Q Tell me what you want to do

] ’ﬁ\ ﬁ r@-_ m D FﬂFormWizard j @ :‘ i_TlReportWizard D aasodcie

i | @ = - : E— Navigation ~ oot oot [ 7 £?! Class Module
in uery Query orm  Form  Blan eport Repol ank 3] | abels acro " i
i Wizard Design Design Form [ More Forms - Design Report (-] Visual Basic
| Queries Forms Reports Macros & Code
Tabiet Simple Query Wizard L |
Sequence - Name - Governd . n
1 Azad Sulaym Would you like a detail or summary query?
2 Shwan Erb 1 ' (@ Detail (shows every field of every record)
% {

3 Sara Sulaym 5 O Summary

4 Shnw Duhj

5 Dara Erb

6 Taban Duhl

P Lara Sulaym
* (New)

s || <o [0 ]| e
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At last, we click (Finish). [smple Querwizad

7‘ Would you like a detail or summary query?

1 | aa | il | @ Detail (shows every field of every record)
2|2 | memm-- ! ~ L
3l inloeee . | © Summary
'
1 |bb -—- ‘
2 | dd -
3 |dd -

aa
aa
bb
<
dd
dd

=3 (7)) FN (%) /N

H Database14 : Database- C:\Users\BG Program\Documents\Database14.accdb (Access 2007 - 20
File Home Create External Data Database Tools Help Q Tell me what you want to do
: o e [— [l Form Wizard fem) 2ET) ) = )
B | BE RE BEeE = =] T || B Reportwizara
bt . . e s [E Navigation ~
Application Table Table SharePoint Query Query Form Form Blank = Report Report Blank Labels
Parts ~ Design  Lists - Wizard Design Design Form (= More Forms - Design Report
Templates Tables - Queries Forms Reports
A” ACCE‘SS ObJe ® « :] Table1 1:31 Table1 Query1 *
— 5 Segyence - Name - Governorate - Occupatio -  Salary ~
= = 1 Azad Sulaymaniyah Employee 450000
° 2 Shwan Erbil Employee 670000
EJ Tablel -
s . 3 Sara Sulaymaniyah Teacher 420000
S = 4 Shnw Duhok Employee 600000
5 Dara Erbil Teacher 540000
6 Taban Duhok Employee 700000
7 Lara Sulaymaniyah Teacher 395000
* (New) 0

2. Crosstab Query Wizard
It is an aggregate (Query) used to summarize data within a (table).

Example:

If we have a (table), and we want to find the salary totals assigned for the Governorates
according to various Occupation titles

T Table1 \
Seqyence - Name - Governorate - Occupation - Salary -~ ClicktoAdd -~
1 Azad Sulaymaniyah  Employee 450000
2 Shwan Erbil Employee 670000
3 Sara Sulaymaniyah Teacher 420000
4 Shnw Duhok Employee 600000
5 Dara Erbil Teacher 540000
6 Taban Duhok Employee 700000
_ 7 Lara Sulaymaniyah Teacher 395000
* (New) 0
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First, we click (Crosstab Query Wizard) and click (OK).

“ Table1 ¥,
Sequence - MName - Governorate - Occupation - Salary - ClicktoAdd ~
1 Azad Sulaymaniyah
N ? X
2 Shwan Erbil g New Query
3 Sara Sulaymaniyah Simple Query \Wizard
Crosstab Query Wizard ..
&l Shnw Duhok H Find Duplicates Query Wizard
5 Dara Erbil Find Unmatched Query Wizard
6 Taban Duhok El
7 Lara Sulaymaniyah
* (New)

This wizard creates a crosstab
query that displays data in a
compact, spreadsheet-ike format.

Cancel

» This box appears in which we select the table we want

Crosstab Query Wizard

Which fields' values do you want as Available Fields: Selected Fields:
row headings?

Sequence
Name
You can select up to three fields. Oc

Select fields in the order you want
information sorted. For example, you
could sort and group values by Country <

and then Region.
<<

Governorate I Headerl Header2 Header3
Governoratel TOTAL
Governorate2

Governorate3
Governorate4
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 Then, we click (Next) and this box appears in which we select (Governorate field) as row
heading to the left side.

Crosstab Cuery Wizard

Which fields' values do you want as Available Fields: Selected Fields:
row headings?
Sequence
Mame
You can select up to three fields., Ocrupation =

Salary

Select fields in the order you want

information sorted. For example, you
could sort and group values by Country =
and then Region.

=
N
Governorate | Headerl Header2 Header3
Governoratel [TOTAL
Governorate2
Governorate3
Governorated

Later, we click (Next) and this box appears in which we select (Occupation Title field).

Crosstab Cuuery Wizard

Which field's values do you want as Sequence
column headings? Mame

Salary

For example, you would select
Employee Name to see each
employee’s name as a column heading.

Governorate | Occupationl | Occupation2 | Occupation3
Governoratel |TOTAL
Governorate2

Governorate3
Governorate4
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» We click (Next), another box appears where we select the (Salary field) and (Sum)
function or any other function we want.

Crosstab Query Wizard

What number do you want calculated for Fields: Functions:
each column and row intersection?
Sequence Avg
Mame Count
First
For example, you could calculate the sum Last
of the field Order Amount for each y
employee (column) by country and region 3%
E Min
(row).
StDev
Do you want to summarize each row? Var
Yes, include row sums.

Governorate | Occupationl | Occupation2 | Occupation3
Governoratel [Sum{Salary)
Governorate2

Governorate3
Governorate4

After, we click (Next), another box appears in which we type the (Query) name.

Crosstab Query Wizard

What do you want to name your query?

Employee
That's all the information the wizard needs to create the query.
Do you want to view the query, or modify the query design?

(@) View the query.
(C)Modify the design.
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At last, we click (Finish) and this is the (Query) we have created.

Governorate - Total Of Sale + Employee -~  Teacher -

Duhok 1300000 1300000
Erbil 1210000 670000 540000
Sulaymaniyah 1265000 450000 815000

3. Find Duplicates Query Wizard

It is used to identify duplicate data in a table.

Example:

We have a table that have been modified several times so eventually we may need to
search for duplicate data.

= Table Tools Database155: Database- C:\Users\BG Progra)

Create External Data Database Tools Help Fields Table Q Tell me what you want to do

b/s %lAscending @ ZTotaIs p fgc Replace
,—.i—_%r-, zl Descending '@Advanced' = save Jq:}Spelling . =2 GoTo~
View Refresh Find
- All - I More - [+ Select~
Views Clipboard _IE: Sort & Filter Recaords Find
All Access Obje... @ « | T Tablet \
Search., ye Number - Name - Class ~ | Click to Add  ~
Tables 3 1 Acam 12
2 Acam 12
= 3 Miran 1
4 Rahel 12
5 Dastan 10
6 Carden 12
7 Deyar 11
8 Yousif 1]
9 Rekan 10
10 Miran 11
* (New) 4]
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After selecting (Query Wizard), we select (Find Duplicate Query Wizard) and then click (ok).

(=] Tal Dstabase155 : Databa: Database155.accdb (Ac

File Home Create External Data Database Tools Help Fields Table Q Tell me what you want to do

L ==z o ; B
D G D D\ m : @ D Form Wizard j | | 3 Report Wizard L. £ Module
] N B == Navigation = 1! Class Module
Application | Table Table SharePoint | Query Query | Form Form Blank Report Report Blank (5] {apels Macro R
Parts - Design  Lists~ Wizard Design Design Form =) More Forms - Design Report = Visual Basic
Templates Tables Queries Forms Reports Macros & Code ~
; Table1 x
All Access Obje... @ « 2ol
Number -| Name | Class - |ClickfoAdd -
earch. e
1 Acam 12
Tables ~ New Query ? X
2 Acam 12
B3 Tablet
3 Miran 1 Simple Query Wizard
Crosstab Query Wizard |
N Rahel = Eind Duplicates Query Wizard. ...........J
5 Dastan 10 B Find Unmatched Query Wizard
6 Carden 12 )
7 Deyar 1
8 Yousif 0
9 Rekan 10
10 Miran 1
* (New) 0 This wizard creates & query that
finds records with cuplicate field
values in a single table or query.
Cancel
Becorgi i < 11i)t | n arch

*This box appears:

Find Duplicates Cuery Wizard

Which table or query do you want to search for duplicate field values?

For example, to find cties with more than one customer you would
choose a Customer table below,

[
i
i

— o o o .

P Bl

View

(@ Tables (") Queries (") Both

Cancel
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» We select the wanted table as shown in the picture above, then, we click (Next) and this
appear.

Find Duplicates Query Wizard

Which fields might contain duplicate information?

For example, if you are looking for dties with more than one customer, you
would choose City and Region fields here.

Available fields: Duplicate-value fields:

b

Cancel < Back Finish

» We select the field in which we want to identify duplicate data as (Duplicate-value fields)
as shown below:

Find Duplicates CQuery Wizard

Which fields might contain duplicate information?

For example, if you are looking for cities with more than one customer, you
would choose City and Reqion fields here.

Available fields: Duplicate-value fields:
Number
=
==
=
=

Cancel < Back Einish
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» Later, we click (Next) and this box appears in which we can choose more fields to search
for duplicate data.

Find Duplicates Cuery Wizard

Do you want the query to show fields in addition to those with duplicate values?

For example, if you chose to look for duplicate City values, you could choose
CustomerMame and Address here,

Available fields: Additional guery fields:

==

Cancel < Back Einish

Finally, we click (Next) and name the (Query) in the box that appears:

Find Duplicates Cuery Wizard

What do you want to name your query?

licates for Table 1

Do you want to view the query results, or modify the query design?

(@) View the results.
() Modify the design.
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We click (Finish) and a (Query) is created as below:

Database155 : Database- C:\Users\BG Program\Desktop\Database155.accdb (Access 2007 - 2016 file format) - Access (Product Activation Failed)

OIS EiternalData  DatabaseTools  Help @) Tell me what you want to do

B = £ f B
salECIEEEEEEERE
£ N T £ [ Navigation ~ ! Class Module

Application | Table Table SharePaint | Query Query | Farm Form  Blank Report Report Blank [Z] | apels Macro ~ i

Parts ~ Design  Lists~ Wizard Design Design Form =] More Forms - Design Report =] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
Al Access ObJe @ « B Table1 iﬁ Find duplicates for Table1 \,
| MName Field ~ NumberQfD -
earch. yel
Tables s :ﬂ?am i

iran

= Tabled
Queries x

@ Find duplicates for Table1

4. Find Unmatched Query Wizard
It is used to find unmatched data in two tables.
Example:

We have two tables (table 1, table 2) as shown below:

Table Tools Database16 : Database- C:\Users\BG Program'
External Data Database Tools Help Fields Table Q Tell me what you want to do
b/‘ 2l Ascending T F_,j - > Totals p 2B Replace
= ) %l Descending =] Advanced ~ =l Hsave 7 Spelling : = GoTo~
View S Refresh _ Find
-~ | All~ 7S D More ~ [E Select ~
Views Clipboard =~ Sort & Filter Records Find
. Tabled
All Access Obje... @ « | = Tavie
- Number -~ Name - Class - Click toAdd -~
Search.. Fe)
Tables . 1 Hozan 12
- 2 Taban 12
Tablel
B Tabie 3 Shara 1
a4 Yara 12
5 Karzan 10
6 Sawen 12
7 Kaban 11
8 Ban 10
9 Lana 10
10 Shewa 11
* (New) o

Table Tools Database16 : Database- C:\Users\BG Program\C

Create External Data Database Tools Help Fields Table Q Tell me what you want to do

b/‘ e 2l Ascending ’ > Totals p 30 Replace
u D il Descending =) Advanced - = Hoave 3 Spelling § 2 GoTo~
View Paste | Refresh Find
* v 1 Al ~ D More~ [é Select ~
Views Clipboard l;_ Sort & Filter Records Find
All Access Obje... © « |5 Tablel | 5 Tabie2 \ _
kearch.. o) Number -  Name - Class - |ClicktoAdd -
Tables & 1 Hozan 12
2 Taban 12
B3 Tablet - o 2
B8 Table2 B e 5
5 Karzan 10
6 Halala 12
7 Kaban 11
8 Ban 10
9 Lana 10
10 Shewa 11
(New) 0
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We want to find the unmatched data in (table 1), so first in (Query Wizard), we click (Find
Unmatched Query Wizard).

Table Tools Database16: Database- C:\Use Program\\Documents\Databasel6.accdb (Ac

External Data Database Tools Help Fields Table Q Tell me what you want to do

G D ’ﬁ\ ﬁ @ D r‘;’iFormWizard Ej| \£| D @Repor‘tWizard h <% Module

S S 5 5 - i —— [E Navigation ~ n n oy T £ Class Madule

able arePoint uery Cuery orm  Form an eport Report EBlan Labels acro ) .

Design  Lists ~ Wizard Design Design Form Mare Forms ~ Design Report . | Visual Basic
Tables Queries Forms Reports Macros & Code

pbje... © « 1= ravier (5 rame2,
Number - Mame - Class - | Click to Add -~

:D 1 Hozan 12
2 = o = MNew Query ? *
3 Shara 11 Simple Query Wizard
a Vara 17 C_rodssiabl_Query \"a’izard“ )
5 Karzan 10
6 Sawen 12 3
7 Kaban 11
8 Ban 10
9 Lana 10
10 Shewa 1
* (New) 0 This wizard creates a query that
finds records (rows) in one table
that have no related records in
another table,
Cancel

This box appears in which we select (table 1) as below:

Find Unmatched CQuery Wizard

The guery you create will list records in the table you select below that have
no related records in the table you select on the next screen. For example,
you can find customers that have no orders.

Which table or guery contains records you want in the query results?

Tal::le: Table2

View

(@) Tables (") Queries () Both
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Then, we click (next) and this box appears in which we select (table 2):

Find Unmatched Query Wizard

Which table or query contains the related records?

For example, if you've already selected customers and you're looking for
customers without orders, you would choose orders here,

B | B

o

View

(@) Tables () Queries () Bath

We click (Next) and this box appears in which we select the field (Name) in both tables as
shown below:

Find Unmatched Cuery Wizard

What piece of information is in both tables?

For example, a Customers and an Orders table may both have a
CustomerID field. Matching fields may have different names,

Select the matching field in each table and then dick the <=2 button,

Fields in Table1' : Fields in Table2' :

LT S

1 Mumber Mumber

P

4 Class === |Class

Matching fields:

Cancel < Back Mext =
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After that, we click (Next) and this box appears in which we can choose other fields that
we want to see in our query next to the names as in the below picture:

Find Unmatched Cuery Wizard

What fields do you want to see in the query results?

Available fields: Selected fields:

Mumber
Mame

[ 1

I | s

i <=

i

[

Cancel « Back Finish

Then click (Next) and a box appears in which we can name the query as below:

Find Unmatched Cuery Wizard

What would you like to name your query?

|Dif'Ferent name

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

Do you want to view the query results, or modify the query design?

(@) View the results.
() Modify the design.
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Click (Finish) and our query is created.

B Tahlef"l-._j TahIEEII'i T Different namE.."'-._

Number -~ MName - Class

g Sawen 12

Second Way Query Design:

Estermal Chata Crataks

In (Create) tab, we click (Query Design)

L 1 5 ] |
- i B EERR s
A e et ey Tabie Tabde TheicPoi Theery | CeEry
as shown below: ks = Duasign  Lists=  ‘Wiesrd R

Templairs Twble Qrusrion

s Databasel6: Database ram\Documents\Databasel6.accdb (Access 2007

- 2016 file format)

Create External Data Database Tools

Help

e @ Tell me what you wan
— . @D Union o &= Insert Rows | “f!Insert Columns Property Sheet
sQL A ¥ 1 B K > T Bor=
- 63 Pass-Through % Delete Column: . 5 Table Names
View Select Make Append Update Crosstab Delete Add - Totals Parameters
- Table L£ Data Definition Tables < Builder i Return: | All ~
Results . Query Type Query Setup Show/Hide
All Access ObJe @ « Table1 |, Table2 ", Different name | Query1 Y,
Search... ys]
Tables 2
3 Tablet
EA Tablez
Queries =
B Different name
Show Table 7 x
Tables  Queries Both
TabiE]
Table2
E]
Field: -
Table:
Sort:
Show: (] (| (] (|
Criteria:
or:
<
s
Ready

It contains two parts:

First Part: Contains an open box with the already created tables in our database; if we

want to run a query on any of those tables, we need to select the name of the table and
click (Add) and then (Close).
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Second Part: Here we create a query and it consists of the following:

- (Field): The name of the field is entered here.

- (Table): To type the name of the table.

- (Sort): To sort the selected data from (A-Z) or (Z-A).
- (Show): To show or hide a wanted field.

- (Criteria): To set a criteria for the field.

- (Or): To set a second criteria in our query. For example we ask for names of students aged (18
or 19) then only the names of students aged (18 or 19) will be presented to us in our query.

Example:
75 Tablet
Number ~ Name ~ Age ~ ClicktoAdd ~

1 Hozan 17
2 Taban 19
3 Shara 20
4 Yara 17
S5 Karzan 19
6 Sawen 20
T Kaban 23
8 Ban 18
9 Lana 19
10 Shewa 19
11 Sawen 20

* (New) 0

We have a table on which we want to run a query to find out how many students are aged (20).

First we click (Design Query) and select the name of the table wanted, then (Add) and
then (Close).

. .
[his will appear:
[=] &2 Query Tools  Databasel16: Database- C:\Users\BG Program\Documents\Database16.accdb (Access 2007 - 2016 file format) - Access (Product Ac..
File Home Create External Data Database Tools Help. Design ©Q  Tell me what you want to do
sQL ljlj —!I '|'I /~| I:jl | @ Union E 2= Insert Rows  “F¥ Insert Columns 2 = [E] Property Sheet
. - - - e [ i xz
- < 5 Pass-Through 3 Delete Columns 7l B Table Names
View Select Make Append Update Crosstab Delete Add o Totals Parameters
> Table L Data Definition Tables | N Builder 26 Return: | All ~
Results Query Type Query Setup Show/Hide
All Access Obje... @ « Tablel | 51 Queryt
Search. » Tablel
Tables ES
E3 Table B Number
MName
Age
Show Table 7 x
Tables  Queries  Both
Table1
«
Field: .
Table:
Sort:
Shor ] O O O ]
Criteria
]
Ready
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In the part where to create a query, we start to fill-in the options according to our query;

then, in the (Criteria) option for the (Age) field, we type (=20) to find out how many
students in the table are 20 years old.

Then we go to (Design) and click (Run).

H ©- = Cuery Tools  Databasel6: Database- C:\Users\BG Program\Documents\Database16.accdb (Access 2007 - 2016 file
File Home Create External Data Database Tools Help Design Q Tell me what you want to do
D ' D’j -I +'I' /-I' E I' (D Union E €= InsertRows 1" Insert Columns E r'r. Property Sheet
e £ . - Ly ?
X : - x i2:] Pass-Through 57 Delete Rows % Delete Columns K Ef Table Names
View = Run Select Make Append Update Crosstab Delete Add . Totals Parameters
o Table g Data Definition Tables SN Builder r_,@ Return: All v

Results Query Type Query Setup Show/Hide

All Access Obje... ® « | Talen {2 quent\

Search.. o Table

The result will be as this:

> = Database16 : Database- C:\Users\BG Program\Documents\Datab

Create External Data Database Tools Help Q Tell me what you want to do

b/‘ Y %lhscending Y Selection - r =1 Mew ZTotals
r_:'ir—' ER Copy ] il Descending Tﬂ Advanced ~ oH Save ﬁ Spelling
Yiew Filter Refresh
- All - - DMore'
Views Clipboard F: Sort & Filter Records
All Access Obje... @ « | B Tavie1 |55 quey1\
P— 5 Mumber - Mame - Age -
Tables 3 E g:j::n ig
B ravier 11 Sawen 20
#* (New) 0
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Form:

It is a database object that can be created with (Table) and (Query), it can be modified as
well as used to modify; as to add new data or edit old data within a database.

Databasel11 : Database- C:\Users\PC\Documents\Databasel11.accdb (Access 2007 - 2016 file format) - Access W= X

External Data  Database Tools Q@ Telln

Signin

[ - < i = e = P o
B EED RE ESOT 5 [ G [] %0
: : ElNavigation bt %! Class Module
Application  Table Table SharePoint Query Query Form Form Blank Report Report Blank (5] jpel; Macro *, ~
Parts ~ Design Lists~  Wizard Design Design Form =) More Forms - Design Report (] Visual Basic
Templates Tables Queries Forms Reports Macros & Code *

* Ways to Create Form

First Way (Form):

Click (Form) and a form is simply created

Example:

We have a table consisting of these fields: (Sequence , Name, Governorate, Occupation,
Salary) from which we want to create a form, and so we click (Form).

[=] Table1

Sequence 1

Name Azad

Governorate | Sulaymaniyah

Occupatio Employee

Salary 450000
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Second Way (Form Design):

=

Form
Design

It is used to create a form as wanted and that is by double clicking each

field.

Example:

We create a form by using (Form Design) as following;:

In (Create) list, we click (Form Design).

We click (Add Existing Fields) icon in (Design) list to show the tables.

1.
2.
3. We select the table from which we want to create a form.
4.

By double click (Drag and Drop) any field in the (Field List), it moves into the

design form.

B Table1 | =3 Formt

e Field List

....... I I O D D O

E' Show only fields in the current record
source

& Detail

sequence

Fields available for this view:
B Table1 Edit Table
Sequence
Name
Governorate

1 -
Governorate
L I

Occupatio
=

| ]
Salary

Occupatio
Salary

* How to Add Icon to Form Using (Design View)

After creating a form using (Design View), we can add a group of icons to make it easier

for the user to store data to the database.
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How to Add Control to Form:
After creating a form in (Design), the Controls group appears.

As shown in the picture:

S a=CeEE™M=En\ 2=

T

- (Select) [Ls

(Text Area): (Shapes) are used to choose (colors, shapes).

- (Text Box) ab||

(Properties) to create a cell for typing, or, add a cell where we can change data types.

=] =3
o=5
€ 2 View Code

h Property Tab =

Sheet Order -t Convert Form's Macros to Visual Basic

Tools -~

x
T . . Property Sheet x

| e
Detail [~]

[Format| Data | Event [otner| A1 |

Name Detail
Visible ves

Height 10.497cm

Back Color Background 1
Alternate Back Color Background 1, D:
Special Effect Flat

Auto Height ves

Can Grow No

Can Shrink No

Display When Always

Keep Together No

Force New Page None

New Row Or Col None

On Click

On Dbl Click

On Mouse Down
On Mouse Up
On Mouse Move
On Paint

Tag

B B H &

- (Label) | Aa

It is used to define a field.
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- (Button) @

When we click (Button), this box appears and we select the command we want to apply.

Command Button Wizard . . . .

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

ﬂ Different actions are available for each category.

Go To Last Record
Go To Next Record
Go To Previous Record

k| met> | [ Emeh |

Example:

If we want to add two commands to our form; one to add data and the other to delete
data, we do it in the following way:

Command Button Wizard . . . v

What action do you want to happen when the button is

e We create a form using (De- pressed?

sign View).
e From (Controls) group we drag
two (Button)s to the form.

Different actions are available for each category.

Delete Record
e A box appears and we select Feoviirate
(Record Operations) in (Cate- tndaReaed
gories) and (Add New Record)
in (Action) for the first button.
[tee> | [ e |

e Then we click next and another box appears as shown below.

Command Button Wizard . . . »

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.
() Text: Add Record
hm -
["]show All Pictures

(o ] [cos [0 ) [om
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e As shown, this box consists of two sections: (Text) and (Picture). If we select (Text),
we type the name of the icon with the command to apply in the form. But, if we se-
lect (Picture), then we choose a picture that refers to the command in the form.

Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

) Iext: Add Record
] m
[]show All Pictures
[SEI S = -

e We Click (Next) and then name the (Command) and change it to (increasing data)
and we click (Finish).

Command Button Wizard

What do you want to name the button?

A meaningful name will help you to refer to the button later.
increasing datal ]

That's all the information the wizard needs to create your
command button. Note: This wizard creates embedded

maaros that cannot run or be edited in Access 2003 and
earlier versions.

Cancel <Bak | lext 7

e Finally a command is created, and so, by a click on (increasing data) button after
running the form, we can add (Record) to the database.

For the second (Button) we follow the same way but in (Action) section we select
(Delete Record).

Command Button Wizard

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

Different actions are available for each category.

Categories: Actions:
Add New Record
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 Third Way (Blank Form): ]

Elank
Form

It is used to create a simple following the same steps mentioned in the second way.

x x
¥ Field List
. ¥ Show only fields in the current record
= source
Azad

Fields available for this view:
Sulaymaniyah & Tablel

Edit Table

Seqyence
Employee —
Governorate
Occupatio

450000

Salary

Num Lock [~ = A

e Forth Way (Form Wizard) :
To create a form from templates.

Example: To create a form using (Form Wizard) is as follows:

1. In the (Create) list, we click (Form Wizard) and a box appears that contains the
following sections.

*In (Table /Query) we select a table or a query.

*(Available Fields) shows the fields in the table.

Form Wizard
Which fields do you want on your form?
‘You can choose from more than one table or query.
Tables/Queries
Table: Table1 w
Available Fields: Selected Fields:
Sequence
Mame
Governorate
Occupatio
=
=
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2. Click (Next) and this box appears.

Form Wizard

What layout would you like for your form?

Cancel < Back Mext = Einish

3. Click (Next) and this box appears.

Form Wizard

What title do you want for your form?
Table 1

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

Do you want to open the form or modify the forms design?

() Modify the form's design.
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Two options appear .
*(Open the form to view or enter information).
*(Modify the form’s design).

4. We click (Finish).

Fifth Way (Navigation): Navigation ~

To create a form from navigation layouts which are:

. D LA I T
e Horizontal Tabs e e

. Horizontal Tabs
e Vertical Tabs, Left =
e Vertical Tabs, Right [ vertial Tabs. et
e Horizontal Tabs, 2 Levels [ Vertical Tabs, Right

e Horizontal Tabs and Vertical Tabs, Left | ] Horizontal Tabs, 2 Leves

Navigation ~

e Horizontal Tabs and Vertical Ta.bs, nght Horizontal Tabs and Vertical Tabs, Left

Horizontal Tabs and Vertical Tabs, Right

Sixth Way (More Form):
To create forms in different ways, it contains:

e Multiple Items: To create a form that presents multiple records at a time.
e Datasheet: To create a form in the form of excel sheet.

e Split Form: To create and split a form in two displays: a display as form and a

display as data
e Modal Dialog: A new icon in access (2016) that has new methods to create
forms.
ﬁ More Forms ~ .

E—

i Multiple Items

)

{ Datasheet

_| Split Form

=22
ﬁ Modal Dialog
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It is the object with which (Table, Query) can be displayed and printed.

_| ' | —Tl Report Wizard

Report Report Blank [3] Lapels
Design Report

Reports

Ways to Create Report

Report

e First Way (Report):

In the (Create) list, we click (Report) and directly a report will be created.

Example:

With the same table we used in the former lesson to create a form, we will create a
report as shown below:

= Report Layout Tools Database144: Database- C:\Users\BG Program\Desktop\Database1d4.accdb (Access 2007 -...
Create  ExtemalData  DatabaseTools  Help Amange  Format  PageSetup Q) Tell me what you want to do
[ 0 &l Logo
) | loe] Meoen- | o8 = =refeg i @2 B o = 1=
= & S L5 @B Aa =1 [7] 2 El EE U O o | g DT i, [
iew emes [£] Fonts - TOUP {5 Hide Details = 1] Inses age - isting| Prope:
- - &Sort ™ image~ | Numbers E0 Date and Time Fields ~ Sheet
Views Themes o Grouping & Totals Controls Header / Footer Tools A
5 © « | Tabler I8 Tablet x i x
All Access Obje... Field List
Soorch L Sh ly field: th it d
ow only fields in the current recor
Tables 2 :9 Tablel Friday, December 3, 2021 B G e e
3 Tabler E 2:32:37PM Fields available for this view:
S R SR & B Table1 Edit Table
Sequence Name Governorate Occupatio Salary Sequence
1|/ Azad Sulaymaniyah Employee 450000 Name
Governorate
2|[shwan Erbil Employee 670000 e
3|[sara Sulaymaniyah Teacher 420000 salary
4|[shnw Duhok Employee 600000
5|[Dara Erbil Teacher 540000
6|[Taban Duhok Employee 700000
7||Lara Sulaymaniyah Teacher 395000
~
pagelof1
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(i
Report

Second Way (Report Design): [7<"

In the (Create) list, we click (Report Design), and we can create a report following the
below steps:

1. In the (Create) list, we click (Report design).

2. In case the fields of the table did not appear in the (Field List), we would click (Add
Existing Fields) in the (Design) list to present the table.

3. We select the table on which we want to create a report.

4. By double click or (Drag & Drop) any field in the (Field List), it moves to the design
report.

.........................................

P Lok

5. Click (Report View), to get ready to print view of the report.

Sequence 1
Sequence 2

Name Azad Name Swaa
Governorate I iyah

- I kil ok i Governorate Erbil
Cocupatio Employee Occupatio Employee
ool

> Iy 450000 '.h'l:-.'ll'r' GT0000

6. We save the report with a name.
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Third Way (Blank Report):

To create a report in an easy way.

Sequence Name Governorate

1||Azad Sulaymaniyah
2/ |Shwan Erbil

3|[5ara Sulaymaniyah
4/ |shnw Duhok
5||Dara Erbil

6| Taban Duhok

7||Lara Sulaymaniyah

Occupation
Employee
Employee
Teacher
Employee
Teacher
Employee

Teacher

Salary

450000/,
670000
420000 |
540000 |
395000

 Forth Way (Report Wizard):

7 Report Wizard

To create a report from templates.

Some of the significances of (Report Wizard) are:

Selecting multiple fields.

Modifying report.

Categorizing/ summarizing fields.
Applying the functions of (sum, average, the greatest, the least).

[ ]
[ ]
e Listing fields.
[ ]
[ ]

With the following steps, we can create a report using (Report Wizard):

Example:

=T Tablet,
Sequenc.e - Name «  Governorate Occupation - Salary -
1 Azad Sulaymaniyah  Employee 450000
2 Shwan Erbil Employee 670000
3 Sara Sulaymaniyah Teacher 420000
4 Shnw Duhok Employee 600000
5 Dara Erbil Teacher 540000
] Taban Duhok Employee 700000
7 Lara Sulaymaniyah Teacher 395000
#* (New) 1]
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1) In Create list, we click (Report wizard) and a box appears that contains these section.

*In (Table /Query) we select a table or a query.

*(Available Fields) shows the fields in the table.

Report Wizard Report Wizard

Which fields do you want on your report? Which fields do you want on your report?

‘fou can choose from more than one table or query. ‘fou can choose from more than one table or query.
Tables/Queries Tables/Queries
Table: Tablel e Table: Table1 o
Available Fields: selected Fields: Available Fields: Selected Fields:

r Name

Name > Governorate

Governorate

= > | |Occupatio

Conc cance

2) We click (Next) and this box appears.

Report Wizard
Do you want to add any grouping
levels? Mame, Governorate, Occupatio, Salary
Name -
Governorate
Oecupatio
Salary
Priority
Cancel < Back Mext = Einish
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3) We click (Next) and this box appears where we can sort the records from (A-Z) or
(Z-A).

Report Wizard

What sort order do you want for your records?

You can sort records by up to four fields, in either
ascending or descending order.

1 Name e Ascending
2 w Ascending
3 e
4 w

Cancel < Back Finish

4) We click (Next) and this box appears where we can modify the report design and its
orientation as we want.

Report Wizard

How would you like to lay out your report?

Layout Orientation
Columnar Portrait
®
® :*_I'abular (")Landscape

() Justified
usane ’—ﬁh

Adjust the field width so all fields fit on
a page.

Cancel < Back Mext = Einish
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two options appear.

*(Open the form to view or enter information)

*(Modify the Report design)

Report Wizard

What tile do you want for your report?
Table1

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

report,

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

design?

(®) Preview the report.

() Modify the report's design.

5) We click (Finish).
Tablel

MName Governorate Occupatio
Azad Sulaymaniyah Employee
Dara Erbil Teacher
Lara Sulaymaniyah Teacher
Sara Sulaymaniyah Teacher
Shnw Duhok Employee
Shwan Erbil Employee
Taban Duhok Employee
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Fifth Way (Tabels): []tbe:

This way is used to create badge and identity cards in an express way.

D 2 Module

@
7! Class Module

M
Macros & Code 30 99 visual Basic

Macros & Code

Macro: Used to apply a selected function in a database.

Steps to create (Macro)

- Weclick on (Create) list.
- We click (Macro) in (Macro & Code) group.

- A box appears as shown:

| Esingleste += —= += —= f E'

* L Convert Macros to Visual Basic — — — —

Run Expand Collapse Expand Collapse | Action Show All

Actions Actions Al Al [Catalog| Actions
Tools c n
1’ SECURITY WARNING Some active content has been disabled. Click for more details. Enable Cont]
- ~ 4 ' z

All Access Obje... @ « = raviet (@ wocro1 [ macroz
Search.. Sl o+ 1=

Tables & TockNavigationPane

EH Copy of Table

B Table1

Forms ES

B8 Copy of Tablel Mo

- NavigateTo

2 Form OnError

Reports & OpenForm

Bl Labels Tabler OpenQuery

B Reportt OpenReport

B Repor2 OpenTable v

PrintObject

B repors PrintPreview

B Reports QuitAccess

B Reports

[~ BRETIES =

Bl Taplez

B Tables

RunMacro

RunMenuCommand
SaveAsOutlookContact

Here, in the (Add New Action) section, we select the icon we want. For example:

(Open Table) here means that the (Macro) which we are creating opens the table as shown:

1 5= single Step F=E == = == ? E!
Run S Exp;d Cnll:pse Exp;d [nl\:pse Action Show All
Actions Actions Al Al [Cataleg Actions
Toals Collapse/Expand Show/Hide
I SECURITY WARNING Some active content has been disabled. Click for more details, Enable Content
All Access Obje @ « || B3 Tabler {Z Maco1 |iZ Macro2 ™\ X
search.. Pl| = openTable x
Tables & Table Name 1]
B3 copyof Tablel View |Datahoet B
EH Tabler
Formes N Data Mode |Edit []
B copyof Tablet + [ Add New Action [=]
E Formt
Report: 2
@ vabels Tablet
@ report1
@ report2
H Reports
@ Reports
@ reports
@ Table
@ Table2
@ Tabies
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WE Open Table

Has the following action arguments:

*Table Name: We select the name of the table we want.

*View: To select the view in which the table will open, it will be one of the below
options.

Required

i

Datasheet

Design

Print Preview
PivotTable
PivotChart

*Data Mode: Consists of these options:

- Add /= |
_ Edit Read Only
- Read Only

* How to assign a (Macro) to a (Form)

- We open the form in (Design View) command.

- We go to (Control) group in (Design) list.

- We click (Button).

- Here, a box appears and we click (Miscellaneous).

Command Button Wizard -

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

Different actions are available for each categary.

Categories: Actions:
Record Navigation
Record Operations Print Table
Form Operations Run Macro
Report Operations Run Query
Application

EMiscellaneous

< Back [ Mext = ]l Einish
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- After that, we click (Run Macro) and then (Next) ,

Here, another box appears where we select the name of the (Macro). Later, we click
(Next) and another box appears Here in the (Text) section, we name the command as
we want; or in (Picture) section, we select a picture that refers to the command we have
created.

Besides, we can click (Browse) and insert a (BMP) picture that is already saved in our
computer, then we click (Next) and finally (Finish).

Database Tools Arrange Format Q Tell me what you want to do
. D i ogo DD {
EEXE @ E,E‘ —l - [ Litle P —
S —_—
Command Button Wizard | Jr——

Do you want text or a picture on the button?

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

choose Ficture, you can dick Browse to find a picture to display.

(7 Text: Auto Dialer

.......................

["]show All Pictures
| Cancel | | <« Back ‘I Next = ] | Finish |
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T - 0 X

Form Design Tools Database? : Database- C:\Users\PC\Documents'Database? acc...
Database Tools Design Arrange Format Q Tellme what you want to do... Sign in
==z 2=z U?Tex‘t File | r‘ 3, g‘ c [UJ 5 rﬂAc:ess
%) TR
) T @T @ 52 XML File e d d a @ i Word Merge
Saved Linked Table Excel Access ODBC - Saved Excel Tet XML PDF  Email -
Imports  Manager Database 4 Mere™  Exports File  File orXps s More~
Import Felink Export A

Consists of two main groups:

1. (Import & Link)

To see and use saved import.

- Excel:

This option is for importing a (table) from Microsoft Excel program to Microsoft Access
program.

-Access:

To link two tables in Microsoft Access program.

-ODBC:

This stands for (Open Database Connectivity) and is used to connect Microsoft Access
program to other program such as: (Visual Basic) and (Visual C++) etc.
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2. (Export)

To export a (table) from Microsoft Access program to Microsoft Excel program, xml,
txt, and pdf.

Steps to Import (table) from Excel Program to Access Program (2016)

a) In (External Data) tab, we select (Excel) icon.

(| 555 5855 = ]2 TextFile
) Br Er B oous
= k3% XML File
Saved Linked Table Excel Access ODBC
Imports Manager Database '+ More~
Import & Link

b) Through the (Browse) option, we select the excel table that we want to import to the
database.

—
Get External Data - Excel
y

Select the source and destination of the data

.
Then, we click (OK). T
Eile name: | C:\Users\PC\Document sl
C) La-ter7 we Clle (NeXt) . Specify how and where you want to store the data in the current database.
. . © Import the source data into a new table in the current database.
d ) Here, we have (Fleld Optlon) I the specid tabi does not st Acces il creste .1 th specid table seady xsts,Access might overte s
.
h f h _ Append a copy of the records to the table: | Copy of Tablel
that consists of these Op 1 the speified table eists, Accss wil 300 therecords to the able.If th tabe does not exist, Accesswill ate .
. anges made to the source data will not be reflected in the
.
tions:

Link to the data source by creating a linked table.

Access will create a table that will maintain a i klo the 50 rce da(a Excel. Changes made to "le source data in Excel will
be reflected in the linked table. However, the s data cannot be changed from within Acce:

*(Field Name): By selecting a
field, we can change its name.

Cancel

*(Data Type): We select data
type.

*(Indexed): Contains two options: (Yes) and (No), if we select (Yes), then Yes (Duplicate
OK) or Yes (No duplicates).

*(Do not import field Skip): We can let the (table) as it is and then click (Next).

e) In this box, three options for adding or not adding (Primary Key) are viewed.
*Primary Key: To avoid having repeated data in a field.

f) In this last box, we name the imported table and then we click (Finish).
g) Save Import Steps: To save the file that we have imported.

The import table in Microsoft Access program will become spreadsheet table
and will not have any links to its original sheet from excel program.
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Dutsbaseld ; Datalae- O Ueer POUD0T mien

* o B I —_— p Datsbave Documenter
o = Anabyon Fedomancs

P . - & *
Bypair Database  Bapic  bageo Depandancigs S0 Anakor Table Distabane g

Compacd and

- Compact and Repair Database [wui

=
_

- Relationships | "=

This group is in the (Database Tools) list and it is used to combine (tables, queries) or both
in the database.

There are three types:
First One - to — One:

When we have two tables, these tables can have only one relationship for each record in
each of them with the other, which means, a record in the first table can be related to only
one record from the second table.

Second One - to - Many:

Meaning, a record in the first table can have relationships with many records in the second
table and vice versa.

Third Many - to - Many:

Meaning, many records in the first table can be related to many records in the second table
and vice versa.
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Customizing Final Database

At the end of creating the database, a form must open at the same time
when the database is opened.

Steps to Creating Final Database

o (lick (file).
e C(lick (options).
e (lick (current database).

e Here, in (Application Title) section, we type the title that will be dis-
played at the top of the database.

Account

Options

Access Options - - - -..'7__ - M

Sensal D Options for the current database.

Current Database

Datasheet Application Options

Object Designers Application Title: Sis3S sy Lol

Proofing Application Jcon: Browse...

Language

Client Settings Display Form: {none)| - | =

(none)

ml

Customize Ribbon

Display Status Balkkad
QuickAccesstiooibar Document Window Options
Add-ins D Overlapping Windows
@ Tabbed Documents
[¥] Display Document Tabs

Use Access Special Keys G

Trust Center

[E] Compact on Close

[C] Remove personal information from file properties on save
[ Use Windows-themed Controls on Forms

[¥] Enable Layout View

Enable design changes for tables in Datasheet view
Check for truncated number fields

Picture Property Storage Format

@ Preserve source image format (smaller file size)

@© Conyert all picture data to bitmaps (compatible with Access 2003 and earlier)

Navigation

[¥] Display Navigation Pane

Cancel

e In (Display Form) section, here, we select the form that we want to open once the data-
base is opened.
e Finally, we click OK.

65




Q/1 Write down the ways to start Microsoft Access program in Windows 10.

Q/2 Write down the components of Access Interface (2016) Program.
Q/3 Define the followings:

(Template, One Drive, Filter, Database, Record)

Q/4 Create a database titled (Employee) that contains data about

Full Name - Salary - Job Title - First Employment Date), then save the table under your
name.

Q/5 Choose the right answer:

e To organize data alphabetically, we use this command:
A. Sort
B. Filter
C. Report

e The list that contains all database parts is:
A. Document Tabs bar
B. Navigation pane
C. Ribbon

e Refers to files that were used previously:
A. Account
B. Recent
C. One Drive

e We use this to attach file:
A. Hyperlink
B. Calculated
C. Attachment

e We use this to change field title:
A. Input mask
B. Caption
C. Format
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Law Number 6 of 2008
Law on Prevention of Misuse of Communications Devices
In Kurdistan Region- Iraq

Article
Telephone calls, postal and electronic communications are private and
inviolable.

Article ¥

Apersonwho misusesa cell phone or wired or wireless communication devices
or the Internet or electronic post (email) for threatening, slandering, insulting
or spreading fabricated news that provoke terror or leaking out conversations
or publishing fixed or animated pictures or short text messages which are
inconsistence with public morals or taking photos without permission or
attribution of dishonorable matters or incitement to commit crimes or acts
of debauchery or publishing information about individual’s private life or
family no matter how the information is obtained and even if it is true, if the
information leakage and distribution would offend or harm him/her, shall be
punished by imprisonment for a period of no less than six months and not
exceeding five years and a fine of no less than one million Iraqi dinars and not
more than five million Iraqi dinars, or one of these two penalties.

Article ¥

A person who intentionally uses a cell phone or any wired or wireless
communication devices or the Internet or electronic post (email) to disturb
people other than those cases mentioned in article 2 of this Law, shall be
punished by imprisonment for a period of not less than three months and
not more than one year and a fine of not less than seven hundred and fifty
thousand dinars and not more than three million dinars or one of these two
penalties.

Article ¢
If the committed acts in accordance with articles 1 and 2 of this law results
in committing of a crime, the person who incites the crime is considered a
partner in crime and shall be punished with the penalty prescribed for the
committing the offence.

Article °:
Committing one of the crimes mentioned in the articles 2 and 3 isan aggravating
circumstance for the purpose of implementing the provisions of this law. If the
perpetrator isa member of the armed forces or internal




security forces or who takes advantage of an official power or who is
informed of the personal or family privacy of individuals by virtue of his/
her job or profession and anyone who uses a device of others to commit one
of the aforementioned offenses.

Article 7 :
Telecommunication companies operating in the Region shall perform the
following:

I. Registration of the electronic mobile card, electronic communication
devices and other mobile phones supplied by company prior to the
implementation of this Law in the name of the person who is the owner
and not subscribed within a period of six months from the effective date
and cancellation of the card if the holder fails to visit the company during
that period.

2. To submit any information relating to the subscription card and the
subscriber to the court when necessary.

3. The company who is violating sections 1 and 2 of this article shall be
liable to a fine of not less than 50 million dinars and not more than 100
million dinars.

Article V:
The Council of Ministers and the relevant authorities shall implement the
provisions of this Law.

Article A:
This Law shall be implemented from the date of its issue and shall be published in the
Official Gazette (Waqaa'ia Kurdistan).

Masud Barzany

President of Kurdistan Region-Iraq

e This law is issued in Erbil on 13th Jozardan 2708 (Kurdish calendar) opposite to 29th
Jamadi al-awal 1429 of Hijri calendar and opposite to 3rd June 2008













WATER IS THE SOURCE OF LIFE
THERFORE PRESERVE IT



