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

a0 dwly po) Vg 4§98 yie A dangs by
1- In a table of a DataBase , Arow shows a ...............
a) Record
b) Field

c) Table
d) Database

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

b) Row

c) Data type

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

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

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

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

DS Fawly 33) DVl Ay 03ub 031 yie 43 dagi by

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

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

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

a) Aready —to — use b) A read only

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

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

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

There is no primary key defined.

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

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

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

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

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

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

have the ......

a)same name b)same data type c)same description  d)all of them
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A select query is a type of database object that shows information in

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

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

a)A table b)Many tables
c)Existing query d)AIl of them
2- How do you can run a query?
a)With opening it in Design view b)With Creating Wizard query
c) With opening it in Datasheet view d)lts not possible
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form is a database object that you can use to enter, edit, or display data from
a table or a query. You can use the Form tool to create a form with a single
mouse-click. When you use this tool, all the fields from the underlying data
source are placed on the form. You can begin using the new form
immediately, or you can modify it in Layout view or Design view to better suit
your needs.

To be more selective about what fields appear on your form, you can use the
Form Wizard . by Form Wizard you can use fields from more than one table
or query.
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design?
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This wizard creates standard label
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Label Wizard
7 What would you like on your mailing label?
» Construct your label on the right by choosing fields from the left. You may also
- type text that you would like to see on every label right onto the prototype.
Available fields: Prototype label:

{ilE o)looi}{Eeon0}

sl Jl

Jolio )als &y alyd Jusl sl

QS SIS eSS ol S0

[ Cancel ][ < Back Next = ][ Finish

(._uu;).: slaadid yuss, Label )l o =iy 0 g ?—\"A,J&w)

236 )l lasdus w'.&y’bwglﬁ!ﬁ' Lmé)g) Gl x5 e S plaadis, Sl Jl s o =iy vS -0

(7-Y i) .auwis bl ) Next




bJML).AmJJJ})uAWJ..Ju.o._\5[.\).)L)u)l)f60»)6|)J|)unbé)|)4})ATg5¢.b).o -7
dabwe 4 gals bl Gy 554 L Design sles )s L Preview les vs (oS, S)l5es Jale JueSs
(F-&+ JSib).auwsS S Iy Finish saess G wibe

I

OIS il blgs sasdud Juad

Label Wizard

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

Which fields would you like to sort by?

Available fields: Sort by:
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Label Wizard

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

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

What do you want to do?
(%) See the labels as they will look printed.
(7)) Modify the label design.
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The Report tool provides the fastest way for you to create a report, because it
generates a report immediately without prompting you for information. The
report displays all the fields from the table. You can save the report and
modify it in Layout view or Design view so that it better serves your purposes.
You can use the Report Wizard to be more selective about what fields
appear on your report. You can also specify how the data is grouped and
sorted, and you can use fields from more than one table.

£ 3203 Fwly 2y o Vlgw &y B9d (yio &3 dagS by

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

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

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