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Ë X?Ý« Áb?ý ‰U?×?ýu?š Áb?ý œU?−¹« ÈÅÁœ«œ ÁU~¹UÄ ÈÅÁb¼UA� “« fÄ U� „œu�ÅbN� ÈU�d�—U�
ö¦� Æœ“UÝÅv� ÕdD� «— Èb¹bł ÈU¼“UO�Îs¹« È«dÐ ÆbýUÐ t²ý«œ «— ÂU�ÅX³Ł Ë—“—  UŽöÞ« b¼«ušÅv� 

qŠ«d� fáÝ Ë œuý t�U{«  UŽöÞ« Èd�� Uð œuýÅv� qOK×ð ©U¼Å‰Ëbł® È«ÅÁœ«œ —U²šUÝ «b²Ð« —uEM�
ÆœdOÖÅv�  —u� Áœ«œ ÁU~¹UÄ ¡UOý« d¹UÝ v¹UÝUMý tKLł Ê¬ “« Ë vŠ«dÞ ÈbFÐ

±‡‡Å±¥ÅÅÅ‡‡Å∏∫Ábý ÕdD� b¹bł ÈU¼“UO� ‡‡ÅÅÅœuš „œu� ÂU� X³Ł ̈ q³	 “« Ë ÊU²�ÐUð —œ s¹b
«Ë 
∫b�«bÐ œ—«œ XÝËœ dE�Åœ—u� „œu�ÅbN� ÆbM¼œÅv� ÂU−�« Ë—“—  —u� tÐ «—

øb�«Åt²ý«œ Ë—“— XÝ«uš—œ Èœ«bFð tÇ ‡‡
øœuýÅv� Áœ—Ë¬ „œu�ÅbN� tÐ „œu� v�U�“ tÇ ‡‡

øXÝ« Â“ô È—«bN~� ‚Uð« Ë X�ð œ«bFð tÇ b¹bł ‰UÝ È«dÐ ‡‡
øXÝ« —bIÇ «cž Ë X�ð “« ÁœUH²Ý« q¦� È—«bN~� ÈÅtM¹e¼ ‡‡

v?šd?Ð È«d?Ð U?¼Åq?B?� d?¹U?Ý —œ Ë t?L?¼ È«d?Ð ÊU²��“ —œ® øXÝ« —bIÇ U�dÖ œU−¹« ÈÅtM¹e¼ ‡‡
©ÆXÝ« “UO� œ—u� ÊôUÝœdš

øœuýÅv� —bIÇ tLOÐ ÈÅtM¹e¼ ‡‡
©bMM�Åv� dOOGð nK²�� ÈU¼ÅÊU�“ —œ U¼ÅŒd�® ∫XÝ« d¹“  —u� tÐ t�«“Ë— ÈU¼ÅŒd�

∫È—«bN~½ ÈÅtM¹e¼ ‡‡ ‚Uð« d¼ È«“« tÐ ≥∞∞∞ „œu� d¼ È«“« tÐ ´≤∞∞∞
∫ —«dŠ bO�uð ÈÅtM¹e¼ ‡‡ ‚Uð« d¼ È«“« tÐ μ∞∞∞∞

∫tLOÐ ÈÅtM¹e¼ ‡‡ „œu� d¼ È«“« tÐ ±∞∞∞∞
≤‡‡Å±¥ÅÅ‡‡Å∏∫b?¹b?ł ÈU¼“UO� qOK×ð ‡‡ Åt?Ð b?¹UÐ ¨b¹bł ¡UOý« œU−¹« “« q³	 Ë eOÇ d¼ “« q³	 

∫rO¼œ aÝUÄ d¹“  ô«RÝ
ørOM� t¹«—« Áœ«œ ÁU~¹UÄ —œ œułu�  UŽöÞ« pL� UÐ «— b¹bł ÈU¼“UO� rO�«uðÅv� U¹¬ ‡‡

ÄUÝa∫ šOd ̈«ÞöŽU  �u—œÅ�Ed —“—Ë œ— ¼OêÅ łbË
v ®�t Parents Ë �t Children© Ëłuœ �b«—œÆ
øœuý ÁdOš– Áœ«œ ÁU~¹UÄ —œ Uð XÝ« Â“ô Èd²AOÐ  UŽöÞ« tÇ ¨t� dÖ« ‡‡

aÝUÄ¨ÊU�œu� œ«bFð ̈ „œu� œË—Ë ÊU�“ ̈ ÂU�ÅX³Ł a¹—Uð ∫q¦� œd� ÁdOš– «— Ë—“—  UO¹eł b¹UÐ ∫
Æt�«“Ë— ÈU¼ÅŒd� Ë U¼Å‚Uð« œ«bFð

©U¼Å‰Ëbł® œułu� ÈU¼ÅX¹œułu� tÐ b¹bł È©U¼bKO	® U¼ÅtB
A� ÊœËe	« UÐ Ê«uðÅv� U¹¬ ‡‡
øœd� ÁdOš– «— U¼ÅÊ¬

aÝUÄÈU?¼b?K?O� bO¼«u�Ð Ë b¹uý tÝuÝË XÝ« sJL� ¨bM¼œÅv� ÂU−�« «— Ë—“— s¹b
«Ë ÊuÇ ∫
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—U� s¹« t� bO�«œÅv� È“UÝÅ‰U�d� Y×Ð Ë tO
Ë« rO¼UH� tÐ tłuð UÐ ÆbOM� t�U{« s¹b
«Ë ‰Ëbł tÐ «— b¹bł
ÆœuýÅv� v¹U¼Åv
U�u�¬ Vłu�

øœuý t²	dÖ dE� —œ b¹UÐ v¹U¼ÅX¹œułu� tÇ ¨XÝ« b¹bł ‰Ëbł ÊœËe	« tÐ “UO� dÖ« ‡‡
aÝUÄ® Ë—“— X¹œułu� ∫BookingÆœuýÅv� ÕdD� ©

‡‡ «Öd ðBLOr Ðt «	eËœÊ łbË‰Å¼UÈ łb¹b Öd	²tÅ«¹r ̈«—ð³UÞU  ¬ÊÅ¼U ÐU łbË‰Å¼UÈ œ¹~d ÇO�Xø
ÄUÝa∫ «—ð³?U◊¨ ÐOs Ë«
b?¹s Ë —“—Ë Ëłuœ œ«—œ Ë
v «—ð³?UÞv ÐOs? �uœ„ Ë —“—Ë Ëłuœ �b«—œÆ

¼d¹p «“ Ë«
b¹s �LJs «ÝX ¹p ¹U ÐOA²d —“—Ë œ«ý²t ÐUýbÆ ¼d —“—Ë �Ij Ðt ËÝOKtÅÈ ¹p �dœ �u— 
�vÅÖOdœÆ œ— «�DöÕ ÄU¹~UÁ œ«œÁ «¹s �uŸ «—ð³U◊ «“ �uŸ ¹p ‡‡ Ðt ‡‡ ÇMb ®One-to-Many© «ÝXÆ

øX�OÇ b¹bł ÈU¼Å‰Ëbł “« p¹ d¼ vK�« bOK� ‡‡
aÝUÄ tÐ ‰Ëbł —œ «— Ê¬ X³Ł Ë rOM�Åv� œU−¹« vK�« bOK� Ê«uMŽ tÐ «— Ë—“— ÈÅÁ—ULý ∫Access

 Ÿu� “« Ë—“— ÈÅÁ—ULý vMF¹ ÆrOM�Åv� ‰u×�AutoNumberÆbýUÐ 
øœuý t	U{« vK³ ÈU¼Å‰Ëbł U¹ b¹bł ‰Ëbł  UO�uBš tÐ b¹UÐ vł—Uš ÈU¼bOK� tÇ ‡‡

a?ÝUÄv?ł—U?š b?O?K?� s?¹«d?ÐU?M?Ð XÝ« bMÇ ‡‡ tÐ ‡‡ p¹ Ÿu� “« s¹b
«Ë UÐ b¹bł ‰Ëbł ◊U³ð—« ∫
ParentsIdÆrOM�Åv� t�U{« ÊU�b¹bł ‰Ëbł tÐ «— 

ð×KOq ÐUô �AUÊ �vÅœ¼b ðU «¹sÅłU¨ œË ýv¡ łb?¹b �u—œ �OU“ «ÝXÆ łbË‰ TableBookings �t
œ«œÁÅ¼UÈ —“—Ë —« �~t �vÅœ«—œÆ ¼LâMOs ýv¡Å �dÂ FormBookings �t Ðd«È Ë—Ëœ «ÞöŽU  —“—Ë �u—œ
�OU“ «ÝXÆ

̈ ÈÅtE�UŠ ÈUC� t� «dÇنكته: bOM� X	œ ‰Ëbł ÈU¼bKO� ÈÅÁœ«œ Ÿu� sOOFð È«dÐ tAOL¼ 
ÆbM�Åv� sOOFð «— “UO� œ—u�

±μÅÅ‡‡∏ Ë—“— ‰Ëbł vIDM� vŠ«dÞ ‡‡ÅÅBooking

ÆrOM� sOOFð «— Ê¬ ÈU¼bKO� b¹UÐ ¨r¹œd� vÝ—dÐ «— b¹bł ‰Ëbł tÐ “UO� t� ÊuM�«
  «— Ê¬ t� œ—«œ Èœd� tÐ dB×M� ÈÅtÝUMý tÐ “UO� ̈ U¼Å‰Ëbł d¹UÝ bM�U� eO� ‰Ëbł s¹«BookingId

 «— Ê¬ Ÿu� Ë rO�U�Åv�AutoNumberÆrO¼œÅv� —«d	 
 ¼LâMOs ÐU¹b �A�h �MOr Çt ��v —“—Ë —« œ—šu«ÝX �dœÁ «ÝXÆ �vÅœ«�Or ParentsId «Ðe«—
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«¹−Uœ «¹s «—ð³U◊ «ÝXÆ ¼LUÊÅÞu— �t «“ ¬Ê Ðt ŽMu«Ê �KOb šU—łv œ— łbË‰ �uœ�UÊ «Ý²HUœÁ �dœ¹r¨ ¬Ê
—« Ðt łbË‰ —“—Ë �Oe «{U�t �vÅ�MO?r Ë ¼LUÊÅÞu— �t 	³öÎ ÖH²Or �uŸ ¬Ê ÐU¹b Long Integer ÐUýbÆ

  «— bKO� s¹« ÆœuýÅv� Áœ—Ë¬ „œu�ÅbN� tÐ v�U�“ tÇ „œu� ̈ rO�«bÐ b¹UÐ sOMâL¼ChildInDate

 «— Ê¬ Ÿu� Ë rO�U�Åv�DateÆrOM�Åv� ÷d� 
 Ðd«È –šOdÁÅÈ ðFb«œ �uœ�UÊ œ— œ—šu«ÝX¨ �OKb NoOfChildren —« «“ �uŸ Byte œ— �E?d

�vÅÖOd¹rÆ
  b?KO� ¨XÝ«uš—œ œ—u� ÈU¼Å‚Uð« œ«bFð ÈÅÁdOš– È«dÐNoOfRooms Ÿu� “« «— Byte—œ 

Ær¹dOÖÅv� dE�
 œ«bFð ¨“UO�Åœ—u� ÈU¼Å‚Uð« œ«bFð ¨ÊU�œu� œ«bFð  UŽöÞ« tÐ È—«bN~� ÈÅtM¹e¼ s²��«œ È«dÐ

v?ðU?³?ÝU?×?� b?KO� s¹« s¹«dÐUMÐ Æœuý t³ÝU×� È—«bN~� ÈÅtM¹e¼ Uð r¹—«œ “UO� t�«“Ë— ÈU¼ÅŒd� Ë U¼“Ë—
s¹«dÐUMÐ bM²�¼ dOG²� U¼ÅŒd� t� rO�«œÅv� œułË s¹« UÐ Ær¹—«b� bKO� p¹ —œ Ê¬ ÈÅÁdOš– tÐ È“UO� Ë XÝ«

 ∫rOM�Åv� t�U{« «— d~¹œ bKO� Ëœ ¨tM¹e¼ bKO� ÈÅÁdOš– ÈUł tÐRoomRate Ë ChildRateVOðdð tÐ 
 Ÿu?� “« U?¼ÅÊ¬ Ëœ d?¼ Æ„œu?� Œd?� Ë ‚Uð« ÈÅtM¹e¼ Œd�CurrencyX?L?O?	 ÈÅÁb?M?¼œÅÊUA� ÊuÇ® býUÐ 

Æœd� »U�Š «— È—«bN~� ÈÅtM¹e¼ Ê«uðÅv� d¹“  —U³Ž UÐ Æ©bM²�¼
([RoomRate]*[NoOfRooms]+[ChildRate]*[NoOfChildren])

  rO�«uðÅv� Ær¹dO~Ð dE� —œ «—  —«dŠ bO
uð ÈÅtM¹e¼ b¹UÐ sOMâL¼HeatRateÈÅÁœ«œ Ÿu� “« «— 
Currency d~KLŽ “« Ë rOM� ÁdOš– IIF()t� ÊU²��“ dOž —œ  —«dŠ bO
uð ÈÅtM¹e¼ ÈÅt³ÝU×� È«dÐ 

v?²?Ý—œU?� U?¹ v²Ý—œ tÐ t²�Ð ¨t²šUÝÅgOÄ d~KLŽ s¹« ÆrOM� ÁœUH²Ý« XÝ« Â“ô ÊôUÝœdš È«dÐ jI�
ÆbM�Åv� «dł« «— ÂuÝ XL�	 U¹ ÂËœ XL�	 ¨‰Ë« XL�	 —œ t²�dÖ—«d	  —U³Ž

Syntax IIf (expr ; truepart ; falsepart)

lÐUð ÈU¼ÅÊuÖ—¬
Expr∫Æœuý t³ÝU×� b¹UÐ t� XÝ« vð—U³Ž 

Truepart∫  —U³Ž ÊœuÐ XÝ—œ  —u� —œ t� XÝ« vð—U³Ž U¹ —«bI� exprÆœœdÖÅv�dÐ 
Falsepart∫  —U³Ž ÊœuÐ XÝ—œU�  —u� —œ t� XÝ« vð—U³Ž U¹ —«bI� exprÆœœdÖÅv�dÐ 

∫“« XÝ«  —U³Ž  —«dŠ bO
uð ÈÅtM¹e¼ ÈÅt³ÝU×�  —U³Ž
IIf ([Heating], [HeatRate]* [NoOfRooms], 0)
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  bKO� s²ý«œ UÐ ÆXÝ« t³ÝU×� qÐU	 v�UÝ¬ tÐ rO�«bÐ «— Ê¬ Œd� dÖ« ̈ tLOÐ ÈÅtM¹e¼InsRateŒd�® 
 Ÿu� “« ©tLOÐCurrency∫œd� t³ÝU×� d¹“ ‰u�d� UÐ «— tM¹e¼ s¹« Ê«uðÅv� 

[InsRate]*[NoOfChildren]

 vIDM� vŠ«dÞ tÐ ̈ ‰Ëbł œU−¹« “« q³	FormBookingsv¹UOý« tÇ rOMO³Ð Uð r¹“«b�«Åv� v¼U~� 
 ‰Ëbł vłËdš Ë ÈœË—Ë t�® Âd� s¹« vIDM� vŠ«dÞ UÐ ÆXÝ« “UO�Åœ—u� Âd� —œTableBookings«— 

‰Ëbł —U²šUÝ —œ vIDM� ÈUDš t�uÖd¼ “« Ë rOM� ‰d²M� «— ‰Ëbł vŠ«dÞ rO�«uðÅv� ©œ—Ë¬Åv� r¼«d�
Æœuý ÈdOÖuKł

±∂ÅÅ‡‡∏ Ë—“— Âd	 vIDM� vŠ«dÞ ‡‡ÅÅBooking

∫Ë—“— tÝUMý∫s¹b�«Ë ÂU�
∫ÊU�œu� œ«bFð∫œË—Ë ÊU�“

∫“UO� œ—u� ÈU¼Å‚Uð«
∫‚Uð« ÈÅt�«“Ë— ˛—Uý Œd�∫„œu� ÈÅt�«“Ë— ˛—Uý Œd�

∫ —«dŠ bO�uð ÈÅt�«“Ë— ˛—Uý Œd�∫tLOÐ Œd�
∫È—«bN~� tM¹e¼

∫ —«dŠ bO�uð tM¹e¼
∫tLOÐ tM¹e¼

Å∫XÝ« “UO�Åœ—u� Âd� —œ d¹“ ¡UOý«
BookingNo∫v¼œÅŸöÞ« tÐ “UO�  —u� —œ Uð Æb¼œÅv� ÊUA� «— ‰Ëbł œd� tÐ dB×M� ÈÅtÝUMý 

 ¡vý “« Æœuý Áœ«œ ŸöÞ« s¹b
«Ë tÐ Á—ULý s¹« ÈÅtKOÝË tÐText Boxl³M� ÆœuýÅv� ÁœUH²Ý« Ê¬ È«dÐ 
� Ê¬ È«ÅÁœ«œ bKOBookingNo ‰Ëbł “« BookingsÆXÝ« 

ChildInDate∫ ¡vý Æb¼œÅv� ÊUA� «— „œu�ÅbN� tÐ „œu� œË—Ë ÊU�“ Text BoxÊ¬ È«dÐ 
 b?K?O?� U?Ð Ë XÝ« VÝUM�ChildInDate ‰Ëb?ł BookingsX?O?�u?B?š s?¹«d?ÐUMÐ Ë XÝ« ◊U³ð—« —œ 

Control Field ¨Ê¬ ChildInDateÆXÝ« 
NoOfRooms∫ ¡vý ÆXÝ« „œu� È—«bN~� È«dÐ “UO� œ—u� ÈU¼Å‚Uð« œ«bFð Text Boxt� 

 qJý±πÅ‡‡Å∏Ë—“— n¹dFð Âd	 ‡‡ 
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 Ê¬ dþUM²� bKO� XO�uBšNoOfRooms ÆXÝ« VÝUM� Ê¬ È«dÐ ¨XÝ«
Heating∫ “« ÆœuýÅv� ÁœUH²Ý« dOš U¹ XÝ« “UO� œ—u�  —«dŠ t�ÅÊ¬ ÈÅÁdOš– È«dÐ Text Box

 Ê¬ dþUM²� bKO� XO�uBš t� rOM�Åv� ÁœUH²Ý« Ê¬ È«dÐHeatingÆXÝ« 
RoomRate∫ ÆXÝ« ‚Uð« ÈÅt�«“Ë— ̨ —Uý Œd� Text Box tÐ t� rO¼œÅv� —«d	 È«ÅRoomRate

ÆœuýÅv� qB²�
ChildRate∫ ÆX??Ý« ÊU?�œu?� ÈÅt?�«“Ë— ˛—U?ý Œd?� Text Box t?Ð t?� X?Ý« È«ChildRate

ÆXÝ« qB²�
HeatRate∫ ÆX?Ý«  —«d?Š b?O?
u?ð ÈÅt?�«“Ë— ˛—U?ý Œd� Text Boxt?Ð t?� r?O?¼œÅv?� —«d	 È«Å

HeatRateÆXÝ« qB²� 
InsRate∫ ÆXÝ« tLOÐ ÈÅt�«“Ë— ˛—Uý Œd� Text Box tÐ t� XÝ« È«ÅInsRateÆXÝ« qB²� 

Text BoxÅ g¹UL� È«dÐ È«KennelCostÆb¼œ ÊUA� Ë t³ÝU×� «— È—«bN~� ÈÅtM¹e¼ t� 
Text BoxÅ g¹UL� È«dÐ È«HeatingCost Æb¼œ ÊUA� Ë t³ÝU×� «—  —«dŠ bO
uð ÈÅtM¹e¼ t�
Text BoxÅ g¹UL� È«dÐ È«InsuranceCostÆb¼œ ÊUA� Ë t³ÝU×� «— tLOÐ ÈÅtM¹e¼ t� 

 UŽöÞ« ÂULð œuý h�A� Uð ÆrO¼œ oÐUDð b¹bł ÈU¼“UO� UÐ «— Ábý œUNMAOÄ vŠ«dÞ b¹UÐ ‰UŠ
ÆXÝ« Áb�¬ r¼«d� b¹bł ÈU¼“UO� tÐ v¹uÖÅaÝUÄ È«dÐ “UO� œ—u�

±∑ÅÅ‡‡∏ Ë—“— ‰Ëbł œU−¹« ‡‡ÅÅBooking

bKO	 Á“«b�«È«ÅÁœ«œ Ÿu�bKO	 ÂU�
AutoNumberBookingNo

Long IntegerNumberParentsId

Date/TimeChildInDate

ByteNumberNoOfChildren

ByteNumberNoOfRooms

Yes/NoHeating

CurrencyRoomRate

CurrencyChildRate

CurrencyHeatRate

CurrencyInsRate

‰Ëbł≥ÅÅÅ‡‡ÅÅ∏Å
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 ‰Ëb?ł f?Ä Æb?¹«Åt?²šu�¬ q�U� —uÞ tÐ «— ‰Ëbł œU−¹« ‘Ë—TableBookingt?Ð t?łuð UÐ «— 
ÆbOM� œU−¹« ôUÐ  UŽöÞ«

 ÈUL� —œDatasheetÅqJý oÐUD� ‰Ëbł —œ «— d¹“ ÈU¼ÅÁœ«œ ≤∞ÅÅ‡‡Å∏ÆbOM� ÁdOš– Å

qJý≤∞Å‡‡Å∏Å

 Ÿu� “« ÈU¼bKO�Yes/No  —u� tÐ Check box ̈ býUÐ Ábý »U�²�« dÖ« Æb�uýÅv� Áb¹œ Yes

  —u?� s¹« dOž —œ ËNo b?OK� UÐ ÆXÝ« Spaces?O?Ð ¨b?O?K� ÊœdA� —UÐ d¼ UÐ bO�«uðÅv� bOK� t×H� 
—œ Æb?O?¼œ dOOGð bO�«uðÅv� d¹“  —u� tÐ «— X
UŠ s¹« Æb¹uý UłÅtÐUł »U�²�« ÂbŽ U¹ Ë Êbý »U�²�«

Field Properties ÈÅt�UÐ“ —œ ÆbOM� pOK� «— dE�Åœ—u� bKO� Lookup XO�uBš Display Control

ÆbOM� »U�²�« «— œuš dE�Åœ—u�

±∏ÅÅ‡‡∏ Ë—“— Âd	 œU−¹« ‡‡ÅÅFormBooking

U¹ Ë ÁœËe�« Âd� tÐ «— d~¹œ ¡UOý« Ê¬ “« fÄ Ë rOM�Åv� ÁœUH²Ý« œ—«e¹Ë ‘Ë— “« Âd� œU−¹« È«dÐ
ÆrO¼œÅv� dOOGð

 qJý≤±ÅÅ‡‡Å∏
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 ¬eÐ« t³Fł dÖ« ToolBox ÈuM� “« ¨bOM�ÅvL� Áb¼UA� «— ©ViewpOK� «— Ê»— ®نكته:
ÆbOM�

∫‰d²M� v¹U−ÐUłÈÅÁ“«b�« U¹ Ë bO¹UL� UłÅtÐUł VÝUM� q×� tÐ Ë ÁœuL� »U�²�« «— Ê¬ bO�«uðÅv� 
ÆbO¼œ dOOGð «— Ê¬

d¼Uþ Êœd� UłÅtÐUł Ë Á“«b�« dOOGð ÈU¼ÅlÐd� ̈ »U�²�« “« fÄ ÆbOM� pOK� Ê¬ ÈË— »U�²�« È«dÐ
qJý® b�uýÅv�≤≤ÅÅ‡‡Å∏Æ©

 qJý≤≤ÅÅÅÅ‡‡Å∏

v¹UłÅtÐUł lÐd�

Á“«b�« dOOGð lÐd�

 U?Ð b?¹U?Ð Ê¬ d?þU?M?²?� V�ÇdÐ »U�²�« È«dÐShift«œb?−?� V�ÇdÐ ÈË— ¨Îs?¹« —œ Æœd?� pOK� 
 qJý® b�uýÅv� d¼Uþ Á“«b�« dOOGð ÈU¼ÅlÐd� eO� Ê¬ È«dÐ  —u�≤≥ÅÅ‡‡Å∏Æ©

 qJý≤≥ÅÅÅÅ‡‡Å∏

 UÐ b¹UÐ v¹UNMð tÐ V�ÇdÐ »U�²�« È«dÐShift«œb−� Ë œd� pOK� V�ÇdÐ ÈË— ̈Î ÈË— Combo

boxq?J?ý® œu?ýÅv?� d?¼U?þ V?�?Çd?Ð È«d?Ð j?I� Á“«b�« dOOGð ÈU¼ÅÅlÐd�  —u� s¹« —œ Æœd� pOK� 
≤¥ÅÅ‡‡Å∏Æ©

 qJý≤¥ÅÅÅÅ‡‡Å∏

—œ Æb�uýÅv� UłÅtÐUł r¼ UÐ Ëœ s¹« tAOL¼ ̈ Å¡vý œuš ̄ —œ U¹ Ë bOK� t×H� v²Nł ÈU¼bOK� UÐ
Ë pOK� ©ôUÐ ‡‡ éÇ ¯—eÐ lÐd�® v¹UłÅtÐUł lÐd� ÈË— bOM� UłÅtÐUł jI� «— vJ¹ bO¼«u�Ð t� vð—u�

 tÐ qB²� V�ÇdÐ ·cŠ È«dÐ ÆbOM�Åv� ̄ —œCombo Box·cŠ ÈÅtL�œ Ë »U�²�« v¹UNMð tÐ «— Ê¬ ̈
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ÆbO�eÐ «—

»U?� t?Ð Âd?� ¡U?O?ý« Ë U?¼Å‰d?²?M?� ÂU?L?ð v¹UłÅtÐUł Ë Á“«b�« dOOGð È«dÐ pOMJð s¹— نكتـه:
ÆœdOÖÅv�  —u� ‘Ë— sOL¼ tÐ eO� qB²� V�ÇdÐ ·cŠ ÈÅÁu×� sOMâL¼ ÆœË—Åv�

ÊœËe	« Text Box vðU³ÝU×� ÈU¼bKO	 g¹UL� È«dÐ
 ÈUL� —œ Âd� t� bOÐU¹ ÊUMOLÞ« ‡‡Design® —«eÐ« t³Fł —œ ÆbýUÐ “UÐ ToolBoxÈÅtL�œ ÈË— ©

Text BoxÆbOM� pOK� 
 qJý® œuýÅv� œU−¹« V�ÇdÐ Á«dL¼ tÐ ‰d²M� ÆbOM� rÝ— vFÐd� Âd� v
Uš ÈUC� —œ ‡‡≤μÅÅ‡‡Å∏Æ©

 qJý≤μÅÅÅÅ‡‡Å∏

 ÈÅÁd−MÄ —œ ÆbOM� pOK� V�ÇdÐ ÈË— ‡‡PropertiesÆœuýÅv� d¼Uþ V�ÇdÐ  UO�uBš ¨
 XO�uBš ‡‡Caption «— LabelKennelCostÆb¹—«c~Ð 

ÆbOM� Áb¼UA� Âd� ÈË— «— dOOGð Uð bOM� pOK� Ád−MÄ Ã—Uš —œ ‡‡
t?O?³?ý t� bOM� UłÅtÐUł —b	ÅÊ¬ “d� —œ «— ”ËU� Æœuý »U�²�« Uð bOM� pOK� V�ÇdÐ ÈË— ‡‡

Æœuý Áb¼UA� V�ÇdÐ s²� q� t� v¹Uł Uð bOM� ¯—œ «— “d� fáÝ Æœuý t²NłÅËœ gK�
 ‡?‡Text Box X??O??�u??B?š ¨ U?O?�u?B?š ÈÅÁd?−?M?Ä —œ Ë b?O?M?� »U?�?²?�« «— Namet?Ð «— 

FieldKennelCostÆbO¼œ dOOGð 
 “« v?ðU³ÝU×�  —U³Ž bO
uð È«dÐ t�«œ« —œExpression BuilderÈÅt?M¹e¼ Uð rOM�Åv� ÁœUH²Ý« 

 pL� UÐ v
Ë œd� é¹Uð «—  —U³Ž Ê«uðÅv� ÆbM� t³ÝU×� «— È—«bN~�BuilderÁU³²ý« Ë UDš ‰UL²Š« 
ÆbÐU¹Åv� g¼U� vá¹Uð
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 ÈÅÁd−MÄ —œ ‡‡Properties ÈÅt�UÐ“ ÈË— Data XO�uBš —œ fáÝ ÆbOM� pOK� Control

Source ÈË— ¨ ÈÅÁd−MÄ ÆbOM� pOK� XÝ«— XLÝ Expression BuilderœuýÅv� Áœ«œ ÊUA� 
 qJý®≤∂ÅÅ‡‡Å∏Æ©

 qJý≤∂ÅÅÅÅ‡‡Å∏

  ÈË— ‡‡''Ω'' fáÝ Ë ''©''Áœ«œ g¹UL� ôUÐ vM²� XL�	 —œ Ëœ s¹« ÆbOM� pOK� v�UO� XL�	 —œ 
Æb�uýÅv�

 ¨s?O?¹UÄ vA�Ð tÝ XL�	 v�UO� ÈÅÁd−MÄ “« ‡‡RoomRate«— Ê¬ d?Ö«® bO¹UL� pOK� —UÐËœ «— 
 sOÐ —œ bKO� vM²� XL�	 —œ Æ©b¹uý UłÅtÐUł sO¹UÄ tÐ X�O
 —œ bOM�ÅvL� Áb¼UA�[]Æœ—«œ —«d	 

b?K?O?� ÈË— p?O?K?� —U?ÐËœ Ë v?�U?O?� ÈU?¼d?~?K?L?Ž ÈË— pOK� UÐ «— d¹“  —U³Ž VOðdð s¹« tÐ ‡‡
ÆbOM� œU−¹« dE�Åœ—u�

=([RoomRate]* [NoOfRooms]+[ChildRate]*[NoOfChildren])

 ‡‡OK Uð bOM� pOK� «— Expression BiulderÆœuý t²�Ð 
 XO�uBš ‡‡Format ¨ UO�uBš ÈÅÁd−MÄ —œ «— CurrencyÆbO¼œ —«d	 

 v?ðU?³?ÝU?×?� ÈU¼Å‰d²M�Heating Cost ¨Insurance Cost Ë Total CostÊœËe?�« U?Ð eO� «— 
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Text Box pL� UÐ Ë Expression Buildert�U{« Âd� tÐ vIDM� vŠ«dÞ —œ Ábý n¹dFð  «—U³Ž Ë 
 qJý® bOM�≤∑ÅÅ‡‡Å∏Æ©

 qJý≤∑ÅÅÅÅ‡‡Å∏

 qJý tÐUA� «— Ë—“—  UŽöÞ« Âd� s¹« pL� tÐ≤∏ÆbOM� œU−¹« Å∏ÅÅ‡‡ÅÅ

 qJý≤∏ÅÅÅÅ‡‡Å∏
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پروژه�هاى نمونه

◊U³ð—« Ë U¼bKO� ¨ U¼ÅX¹œułu�ÅÅ¨ÈœUNMAOÄ vðUOKLŽ ÈU¼ÅjO×� “« p¹ d¼ È«dÐ
U¼ÅÂd�®ÆbO¹UL� œU−¹« «— tÞuÐd� vðUŽöÞ« p�UÐÅ̈ ÅÁœd� v¹UÝUMý «— U¼ÅX¹œułu� sOÐ VÝUM�

©ÆbOM� œU−¹« «— “UO�œ—u�  Uý—«eÖ Ë
±p�UÐ ‡‡
≤vý“—Ë ÁU~ýUÐ ‡‡
≥q²¼ ‡‡Å
¥ÁU~A�«œ ‡‡Å
μt�U�ÐU²� ‡‡ÅÅ
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—œ bOK� t×H� ÈU¼d³�UO� Access

œułu� vðUŽöÞ« p�UÐ Êœd�Å“UÐCtrl + O

b¹bł vðUŽöÞ« p�UÐ œU−¹«Ctrl + N

ÃËdšAlt + F4

Ábý »U�²�« ¡vý ÛUÇCtrl + P

Êœd� ÁdOš–Ctrl + S

 ÈÅt×H� Êœd�Å“UÐpropertyÁbý »U�²�« ¡vý È«dÐ Alt + V + P

vŠ«dÞ ÈUL� —œ Âd� ÈÅÁb¼UA�F5

 tÐ Ábý »U�²�« ¡vý vá�ClipboardCtrl + C

 “« ¡vý vá�ClipboardjO×� tÐ Ctrl + V

‰d²M� ÈuM� ÈÅÁb¼UA�Alt + SPACEBAR

‰UF� ÈÅÁd−MÄ s²�ÐCtrl + F4

œ—«e¹Ë —œ ÈbFÐ ÈÅÁd−MÄ tÐ s²�—Alt + TAB

 vÝ—dÐspellingF7

Ábý »U�²�« ¡vý ÂU� dOOGðF2

d³�UO�  —u� tÐ uM� g¹UL�Shift + F10

uM� —«u� Êœd�ÅÅÅ‰UF�F10

 r²�OÝ ÈULM¼«—HelpF1

qLŽ uG
Ctrl + Z

ضميمه 
١
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ÛUÇ Ë ÛUÇ  ULOEMð ÈÅt×H� Êœd�Å“UÐCtrl + P

 ÈÅt×H� Êœd�Å“UÐPage setupS

 v¹ULMÖ—eÐZoomZ

 UB�A� ÈÅt×H� g¹UL�Alt + ENTER

 Ÿu� “« bKO� —œ b¹bł jš œU−¹«memo U¹ textCTRL + ENTER

È—Uł œ—u�— tÐ vK³	 œ—u�— —œ tÐUA� bKO� Êœd� t�U{«CTRL + '

È—Uł bKO� ÈË— Ábý ‰ULŽ«  «dOOGð Êb�«œdÖdÐESC

È—Uł œ—u�— ÈË— Ábý ‰ULŽ«  «dOOGð Êb�«œdÖdÐESC ESC (press ESC twice)

Áœ«œ p�UÐ ÈÅÁd−MÄ g¹UL�F11

Êœd� s¹e~¹Uł Ë Êœd� u−²�łCtrl + F
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v×¹dAð ÈÅt�U�˛«Ë

v�U�u�¬Anomaly

È«dÐ È—U� ÊËe� U¹ Ë »uKD�U�  UF³ð “ËdÐ ¨p�UÐ —œ  UOKLŽ “« vJ¹ Èd¹cÄU� ÅÂU−�«
ÆbM¹uÖ «— p�UÐ —œ  UOKLŽ “« vJ¹ ÂU−�« 

◊U³ð—« XO¼U�Cardinality

  Ÿu� tÝ tÐ t� XÝ« U¼ÅX¹œułu� sOÐ dþUMð±∫± ¨n∫± Ë n:mÆœ—«œ œułË 
È«ÅÁœ«œ ‰b�Data Model

Ÿ«u�« ÆœuýÅv� ÁœUH²Ý« U¼ÅÊ¬ sOÐ ◊U³ð—« Ë U¼ÅÁœ«œ g¹UL� È«dÐ t� v�uNH� XÝ« v
b�
ÆÈ«ÅtJ³ý Ë v³ð«d� tK�KÝ ¨È«ÅtDÐ«— ∫“« XÝ«  —U³Ž Ê¬ Z¹«—

Áœ«œ ÁU~¹UÄ/vðUŽöÞ« p�UÐ /Áœ«œ p�UÐ Database

p?¹ ‰d?²?M?� X?×?ð v?~?�Ëe?�« q?	«b?Š U?Ð tÇ—UáJ¹  —u� tÐ t� U¼ÅÁœ«œ “« È«ÅtŽuL−�
Æb�uýÅv� X¹d¹b� È«ÅÁœ«œ ‰b� p¹ »uÇ—UÇ —œ Ë e�dL²� r²�OÝ

Áœ«œ ÁU~¹UÄ X¹d¹b� r²�OÝDatabase Management system (DBMS)

“« U?¼ÅÁœ«œ t?Ð v?ÐU?O?²?Ýœ t?�uÖd¼ Ë œ—«œ ÁbNŽdÐ «— vðUŽöÞ« p�UÐ X¹d¹b� t� vL²�OÝ
ÆœuýÅv� ÂU−�« Ê¬ o¹dÞ

X¹œułu�Entity

ÆXÝ« vðUOKLŽ jO×� —œ ¡vý U¹ ÂuNH� d¼
X¹œułu� ‡‡ ◊U³ð—« —«œuL�Entity-Relashionship Diagram (ER)

U¼ÅX¹œułu� sOÐ ◊U³ð—« ̈ X¹œułu� d¼ ÈU¼ÅvÖó¹Ë ̈ U¼ÅX¹œułu� ÈÅÁbM¼œÅÊUA� —«œuL�
ÁœUH²Ý« œ—«b�U²Ý« ÈU¼ÅqJý “« —«œuL� s¹« —œ ÆXÝ« ◊U³ð—« XO¼U� Ë œdJKLŽ ÊUOÐ Ë

ضميمه 
٢
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ÆœuýÅv�
bKO	Field

p¹ rJŠ —œ Ê¬ —«bI� Á«dL¼ tÐ bKO� ÂU� ÆÁœ«œ v¹UMF� bŠ«Ë ÊUL¼ ¨XÝ« Áœ«œ tFD	 p¹
ÆXÝ« ŸöÞ«

@MOK¹U	 r²�OÝFiling system

Æœ—«œ ÁbNŽdÐ eO� «— U¼ÅÁœ«œ vÐU¹“UÐ Ë ÁdOš– œuš t� XÝ« ÈœdÐ—U� —«e�«ÅÂd�
vł—Uš bOK�Foreign key

—œ Ë œuýÅv� t�U{« d~¹œ ‰Ëbł tÐ ̈ ◊U³ð—« XO¼U� dÐ UMÐ t� XÝ« ‰Ëbł p¹ vK�« bOK�
ÆœuýÅv� ‰Ëbł Ëœ ◊U³ð—« YŽUÐ Ë œuýÅv� t²šUMý vł—Uš bOK� ÂU� UÐ ‰Ëbł Ê¬

Âd	Form

t?�u?Öd?¼ Ë ·c?Š ¨g?¹«d?¹Ë ¨t�U{«  U�UJ�« t� XÝ« Áœ«œ g¹UL� È«dÐ vJO�«dÖ ÈUL�
Æœ“UÝÅv� r¼«d� «— U¼ÅÁœ«œ ÈË—  UOKLŽ

bOK�key

Æœuý U¼œ—u�— “« p¹ d¼ v¹U²J¹ YŽUÐ t� U¼bKO� “« È«ÅtŽuL−� U¹ bKO�
‰U�d� Âd	Normal form

 ‰U�d� ÕuDÝ È«—«œ ÆbýU³� v
U�u�¬ È«—«œ t� XÝ« ‰Ëbł “« È«Åt¹e−ð±NF ¨≤NF¨
≥NF ¨BCNF ¨¥NF Ë μNFÆXÝ« 

vðUOKLŽ jO×�Operational Environment

ÆrOM� œU−¹« Ê¬ È«dÐ vÐU¹“UÐ Ë ÁdOš– r²�OÝ p¹ rO¼«ušÅv� t� XÝ« vDO×�
vK�« bOK�Primary key

t?²?�dÖ dE� —œ ‰Ëbł vK�« bOK� Ê«uMŽ tÐ vðUEŠö� tÐ tłuð UÐ t� XÝU¼bOK� “« vJ¹
È«d?Ð È“U?−?�  —u?� t?Ð Ë b?ýU?³� X¹œułu� Ê¬ ÈU¼ÅvÖó¹Ë “« XÝ« sJL� ÆœuýÅv�

Æœuý t�U{« Ê¬ÅtÐ ‰Ëbł ÈU¼œ—u�— ÊbýÅÅÅU²J¹
ułË ”dÄQuery

p?¹ b?Ž«u?	 “« Ê¬ œU?−?¹« È«d?Ð ÆX?Ý« U?¼Å‰Ëb?ł “«  U?Žö?Þ« Ã«d?�²Ý« VÝUM� —«eÐ«
 ÂU� tÐ œ—«b�U²Ý« ÊUÐ“ —u²ÝœSQLX¹d¹b� ÈU¼År²�OÝ všdÐ tÇ dÖ« ÆœuýÅv� ÁœUH²Ý« 
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«— dþUM²� ÈU¼—u²Ýœ r²�OÝ v
Ë b�«ÅÁœd� œU−¹« Ê¬ È«dÐ vJO�«dÖ vDO×� ¨ÅÁœ«œ ÁU~¹UÄ
ÆbM�Åv� œU−¹« Ê¬ È«dÐ

œ—u�—Record

ÆbM¹uÖ «— j³ðd� ÈU¼bKO� ÈÅtŽuL−�
tDÐ«—Relation

t?¹d?E?� U?Ð j?³?ðd?� r?O?¼U?H� ÆXÝ« U¼ÅtŽuL−� vð—U�œ »d{ q�UŠ “« È«ÅtŽuL−� d¹“
Ë tDÐ«— ¨vð—U�œ »d{ q�UŠ ¨tŽuL−� ¨uCŽ ∫“« XÝ«  —U³Ž VOðdð tÐ U¼ÅtŽuL−�

ÆlÐUð
È«ÅtDÐ«— ÈÅÁœ«œÅp�UÐRelational Database

UMÐ U¼ÅtŽuL−� v{U¹— ÂuNH� dÐ t� È«ÅtDÐ«— ‰b� “« t� XÝ« ÅÁœ«œ p�UÐ X¹d¹b� r²�OÝ
ÆbM� v�U³O²AÄ ¨XÝ« Ábý

◊U³ð—«Relationship

ÆXÝ« œdJKLŽ Ë ÂuNH� È«—«œ ◊U³ð—« d¼ ÆXÝ« U¼ÅX¹œułu� sOÐ ◊U³ð—«
‘—«eÖReport

U?¹ g?¹U?L?� t?×?H?� ÈË— d?Ð t?� U¹uÖ Ë h�A� v³
U	 —œ XÝ«  UŽöÞ« ÊUOÐ Âd� p¹
Æ œuýÅv� Áœ«œ g¹UL� d~ÄUÇ

‰ËbłTable

◊U³ð—« U¹ X¹œułu� p¹ ÈÅÁbM¼œÅÊUA� Ë b�uýÅv� ÁdOš– U¼ÅÁœ«œ t� XÝ« vK×� ‰Ëbł
ÆXÝ« U¼ÅX¹œułu� sOÐ
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 l¹dÝ lłd�Access

General Concepts

1. Microsoft Access is a database management program. It is intended to manage
sets of data. You can enter, edit, and delete data and print reports using this
program.

2. The view in which data is entered and edited is called a table.
3. The smallest piece of information in a database (e.g. last name) is called a field.
4. All of the pieces of information (all of the fields) about a unit in the database is

called a record.
5. In Access, a database consists of all the tables, queries, forms, and reports in-

volved with one set of data.
6. In Access, the Tables View is used to establish the fields and the data types. It is

also the view in which data are entered and edited.
7. In Access, the Reports view is used to define printed reports.
8. In Access, the Queries View is used to select records to be viewed or printed.
9. In Access, the Forms View is used to define special data entry forms.
10. In most areas of Access, there are two basic views available, Datasheet View

and Design View. In Datasheet View, you see the records in column and row
format and can enter, edit, or delete records. Design View allows you to modify
the particular item in view, e.g. the table, query, report, or form.

Microsoft Access Buttons and Icons

ضميمه 
٣
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Records Bar in Table View

1. How do I open a database that already exists?
If Access is not open:
1. Start Access
2. Click the Open an Existing Database radio button and press ENTER
3. Locate and highlight the existing database filename
4. Click the OPEN button

 OR --
If Access is already open:
1. Click File, Open
2. Locate and highlight the existing database filename
3. Click the OPEN button

2.  How do I close a database?
1. Close all tables, forms, queries or reports that are open (click the X box)
2. Close the main database window (click the X box)

3. How do I enter data into a database?
1. Open a database
2. If no specialized entry Form exists, open a Table

A. Click the Table tab
B. Click a Database filename
C. Click the Open button

3. The cursor will probably automatically move to the new record. Simply type
the new data and press Enter to move to each new field.

4. Pressing Enter at the last field adds the record and positions the cursor for the
next record to be added.

4. How do I enter a new record if I am already in the editing mode?
Press the New Record button
The cursor will automatically be taken to a new record

5. How do I edit a record if I am browsing the data?
1. Go to Datasheet View
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2. Move the cursor to the record to be edited with the Arrow keys
3. Move to the field to be edited using the Enter, Tab, or Arrow keys
4. If the entire field is highlighted:

A.  Retype the data
--OR--

B. Press the F2 key and edit the field using normal editing keys
--OR--

C. Click in the desired field and edit using normal editing keys

6. How do I delete a record?
1. Click the record selection button at the front of the record (the entire record is

selected).
2. Click the Record Delete button
              --OR--
    Press the DELETE key on the keyboard
3. Answer Y to the confirmation question.

7. How do I repeat data from the previous record?
Press Ctrl-‘when you are in the correct field

8. How do I create a new database?
1. Click File, New
2. Click the General tab
3. Click the Blank Database icon and click OK
4. Click Set a name, and location
5. Click the Create Database button

9. How do I create a new table in a database?
Be sure to have designed your database first so you will know what fields are
needed and their type.
1. Open the database
2. Click the Tables tab
3. Click the New button
4. Click Design View button, Click OK
5. Type the Field Names, set the Data Types, and set Properties

(Note: Field Names can be up to 64 characters long. Do Not use periods, exclama-



ÅÅÅÅÅÅÅÅÅÅÅÅÅÅÅÅÅÅÅÅ±∏∏ÅÅÅÅÅ

tion points, accent graves ('), square brackets ([ ]) or leading spaces. Keep names
short and do not uses spaces unless absolutely necessary.)

6. Click the Datasheet View button to preview how the table will look and
practice data entry

                  --OR_

Be sure to have designed your database first so you will know what fields are
needed and their type.
1. Open the database
2. Click the Tables tab
3. Click the New button
4. Click the Table Wizard option and click OK
5. Select the fields to be in the new table

A. Double-click a field in the sample fields column to put in the new table
column

B. If you con’t find a field like you want, choose a different sample table in
the left column and then choose a sample field

C. Select the new fields in the order you want them in the new database
D. If you get the wrong field or get the fields in the wrong order, double-click

the names in the new fields column to put them back in the sample fields
column

6. Rename any fields necessary
A.Click the field name in the New Fields column
B. Click the Rename Field button
C. Type the new name for the field and press Enter

7. When all fields have been entered and renamed, click the Next button
8. Name the new table, click the Yes, set the Primary Key for me button, and

click the Next button
9. Click the Enter data directly into the table radio button and click the Fin-

ish button
10.Click the Design view button
11. Click the leftmost column of the field that contains the key symbol
12. Click the Primary key icon on the toolbar
13. Click the Save icon
14. Click the Datasheet view icon
15. Enter data into your new table
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10. If I am in a table and want to go to a report or query, how do I get to the
main database window to select a report or query?
Press the Database Window button

11. How do I set the criteria in a query to tell it which records I want to
retrieve?
See the attached handouts for entering queries

12. What does the Input Mask field mean in creating a database table?
The Input Mask is used to limit or control the way information is entered. For
example, you can tell Access to convert all characters to uppercase as in the
State field in a database. You could also limit a Zip Code field to only numbers.
See the associated handout for the characters to use in the Input Mask area and
examples of how to use it.

13. How do I create a report?
1. Click the Reports tab
2. Click the New button
3. Click the Report Wizard option, select the table or query for the report

using the drop down button, and click the OK button
4. Double-click each field to be listed in the new report in the order you want

them to appear and click the Next report
5. Set grouping levels and click the Next button
6. Set the sort fields and sort order and click the Next button
7. Select the Layout and Orientation options and click the Next button
8. Select the Style and click the Next button
9. Give the report a name, click the Preview the report radio button, and

click the Finish button
10. Close the report

14. How do I create a Labels report?
1. Click the Reports tab
2. Click the New button
3. Click the Label Wizard option, select the table or query for the report using

the drop down button, and click the OK button
4. Set the Label type (Sheet fed or Continuous); select the label size (e.g. Avery
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5160); and click the Next button
5. Set the Font name, size, weight, color and italic/underline options and click

the Next button
6. Construct the mailing label and click the Next button
7. Set the sort fields in the correct order and click the Next button
8. Name the report; click the See the labels as they will look printed radio

button, and click the Finish button
9. Close the report

15. How do I create a query?
1. Click the Query tab
2. Click the New button
3. Click the Simple Query Wizard option and click the OK button
4. Select the fields you want in your query by double-clicking each field and

click the Next button
5. Choose either a Detail or Summary report and click the Next button

(Note: Detail prints each record in the query. A Summary report allows Sum,
Average, Max , Min, and Count options.)

6. Name the query and click the Open the query to view information radio
button and click the Finish button

7. Close the report

16. If I have a report based on a query, how do I get it to update it so I can
print another report?
1. If the report is open, close it
2. Open the associated query
3. Go to Design View
4. Enter the appropriate query criteria
5. Go to the DataSheet View (this actually retrieves the data)
6. Save the Query (you MUST save the query before the report will retrieve

the updated data)
7. Open the DataBase Window
8. Click the Reports tab
9. Open the associated report (this will retrieve the records from the query)
10. Print the Report
11. Close the Report (if you do not close the report and open it again after

the next query, the report information will not be updated)
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