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ChapterChapterChapterChapter    IIII:    :    :    :        
    
    

I. esckþIepþImesckþIepþImesckþIepþImesckþIepþIm    (Introduction)    

1.1 EsVgyl;BIkarbegáItmUldæanTinñn½y 
-Database: K WC amUldæa nR b mUl Bt ’m an nig Ti nñn ½y (Data) E dlm anTM nak ;T Mn gC amYy nig  

R b F anb TGVImY y b¤ k¾k ar gar d¾C ak ;la k;mY y d UcC a³  
�b Ba¢ IbuK Áli k (Employees List) 
�b Ba¢ IsisS (Students List)  
�b Ba¢ Is are BIP½ NÐ (Inventories)... 

�Data ³ KWC aGVIE dlm a nBi tR ) akd kñú gR b B½n§C a k;E sþg E dlR tU v) aneK eR bIR ) as;e dIm, I b egáI t 
Bt’m a n (Information) tam r y³ka rk t;R t acU l Input . 

 

�Information ¬Bt’m an ¦ ³ K WC akarp þl; dM Nwg E d ley I gG acs nñ id æan) anf aC aGVIm Yy  ehIy 
minTa k; TgeTA n wgk ark t;R ta C a Output . 

 

Microsoft Access ³ K WC akmµviF ImYys ßi tenA k ñúgR ku m Database E dl eFIVkark t;R ta Tuk   
R K b;R K gTinñn½ y (Data Management) ehIys R mUl[ e yIg y: agq ab; rh½s  nUv Tin ñ n½y n igB t’m a n .  
    eK niym eR bI kmµviF I Access eTA elIka rga rsMx an ;² dU c C a ³ 
 ����C MerO n nig R K b;R K gsßit i  C atYelx  b¤ C ab Ba¢ Ir ay na m  ) anrab;E s n la nna k; e da ykt;R ta 
b Ba© ÚlT inñn ½y Ta Mgen aH  eTA r kS aT ukk ñúg  Computer ehIyG acR s avR C a vrkeQ µaH b¤Bt’m a n BIm nusS  m a ñk ; 
eda yR K an;E t va yb Ba© Úl nUv G tþelx  b¤eQ µ aH rb s;m nusS enaH .  
 ����R K b;R K gkart am d ann Uv s kmµPaB lT §plsi kS a r b s;sisS  tMero b eQ µ aH ta m lMdab; tYG kS r  
lMdab ;Bin Þú cM Na t;f ña k;  karga rTa Mge nH elakG ñk min) ac;R B Yy) a rmÖe T,I y Ms-Access nwgeFVIC U n 
eda yR K an;E t pþl ;Bt ’m aneG a yvab: ueN ÑaH .  
 ����kt;R t anwgR s a vR C avnU v C IvR b vtþim n usS R K b;rUb  ehI yG acb B a© Úlr Ub ft b¤ s øa ksñam epS g²  
eTA kñú g Computer tam ry³m a:s Iun Scanner nigG aceFVI kar BR gIk b¤ b R gYm rUb Pa BTa Mg en aH  
pþl;k arg a yR sYl kñ úgk arR t Y tBin itü  .  
 ����eFIVR kab sIþB IkMe NI n nig tMh y énR b C araR sþ b¤R k ab epS g² sMrab ;b gðaj B Ik arg ar GIVmYy .  

karcab;epþIménkmµviFI    Microsoft Access 2007Microsoft Access 2007Microsoft Access 2007Microsoft Access 2007 
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 ����eFVIta rag ebo rtS r ¾  TU Ta t; R ) ak;em:a gén tMé lBlkmµ  
 ����cMeBaH ka rga rC Mn Yj  eyI geFVIk ark t; Tu knUv ka r Order TMnij rb s;G ti fiC n dUcC a  R b ePTTMn ij  
cMnY n tM élQ ñÜ ldw kC Ba¢ Ún . l. rYceF VIv ik½ yb R ½t TU Ta t;R ) ak; .  

����        b Ba¢IE dlT ak; Tge TA nwg karg ar r dæ) al K Nen yü  ni g karg arR K b;R K gepS g² eTo t. 
 

enA kñúg Ms-Access, Database m an Objects 6 KW ³  
1- Tables Object  

2- Queries Object  

3- Forms Object  

4- Reports Object  

5- Macros Object  

6- Modules Object 
II.  karcab;ep þIménkmµviFI 
 2. 1  k a rc ab;e p þIm kmµv iF Ik a rc ab;e p þIm kmµv iF Ik a rc ab;e p þIm kmµv iF Ik a rc ab;e p þIm kmµv iF I 

����yk Mouse  cucenA elI Start Button   

����erIs yk All Programs 

����b nÞab;m kyk Microsoft Office 

����cucyk Microsoft Office Access 2007 

����eBlenaH vae cj pÞa Mg Windows rb s; Microsoft Access 2007 dUcx ageR kam ³  
 
              

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

d a k;eQ µa H[ d a k;eQ µa H[ d a k;eQ µa H[ d a k;eQ µa H[ Database    
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2. 2  k a rb eg áIt  k a rb eg áIt  k a rb eg áIt  k a rb eg áIt  Database ) anB IrR b eP TK W) anB IrR b eP TK W) anB IrR b eP TK W) anB IrR b eP TK W t am r yt am r yt am r yt am r y ³³³³     
�Blank Database: eR bIsMrab;b eg áIt  Database fµIe hIyG ac eG a yey Igb eg Iát table, 

queries, forms, reports, macros, and modules eTA tam tMr Uvka rrb s;e lakG ñk. 
�Template Database: Assets, Contacts, Event, Faculty Database eR bIsMrab;b egáI t  

Database E dlm anK M rUR s ab; ² sMrab;eG a ye lakGñ kR ) as; ) anE tmþg.  
2. 2.1 k a rb eg Iátk a rb eg Iátk a rb eg Iátk a rb eg Iát    Blank Database 

   1-  Click Featuring   

   2-  Click Blank database... enA elI Task Pane  

   3-  v a yeQ µaH sMK a l; Database  

   4-  c uceR C Is e rIs ykT It aMg Tu k Database E dl) a nb egá It�ehIyc uc Create 
5- b nÞab;m kv a nw gelce cj nU v pÞaM g Database Window dUcx ageR kam  ³  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

2. 2.2    k ar b eg Iátk ar b eg Iátk ar b eg Iátk ar b eg Iát    Template Database 

  1- cucel I Local Templates � eR CIs erIs  Templates database NamY y  
   (ex:Contacts) 

2-  vay eQ µaH sMK al ; Database 

   3-  c uceR C Is e rIs ykT It aMg Tu k Database E dl) a nb egá It�ehIyc uc Create 
4- b nÞab;m kv a nw gelce cj nU v pÞaM g Database Window dUcx ageR kam   
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� cgcaM³ Database mYy G acpÞú k Tables ) aneR cIn dUe cñH kMuR cl Mf a cg;b e gIá t table mYyR tU vb egI át 
database mYyEdrenaHeGayesaH.  

2.3.  karebIk Database mkeRbI  
kñúg kar ehA  Databse m keR bI eyIgG aceFI V) an tam eR cI nre bo b ³ 

1-enA eBle yIg ebIkkm µviFI  Access dMbUgeyI geX I j m anpÞa Mg Getting Started ehIyenA  
elIpÞ aMge naH e yIgG a ccu celI      eBlenaH pÞa Mg Open Database Box ) anb gðaj eL Ig ³  

  
 
 
 
 
 
 
 
 

 
 
 



Information Technology and Electronic Center           Microsoft Access 2007 

Prepared by: Mr. Chhoeun Pros(077 65 94 98) 
Email: chhoeunpros@ymail.com      Page 5  

- R tg; Look in eR C Is erIs  Drive or Directory E dlpÞúk Database 

 - b nÞab;m ke yI geR C Is erIs eQ µ aH  database E dleyIgc g;) a n (Ex: Student Management) 

 -  Open 
Or 

 2- cucel I Office button → Open  
- R tg; Look in eR C Is erIs  Drive or Directory E dlpÞúk Database 

 - b nÞab;m ke yI geR C Is erIs eQ µ aH  database E dleyIgc g;) a n (Ex: Student Management) 

 -  Open 
Or 

 3- cuc Ctrl + O (eR bItam  Key) 

- R tg; Look in eR C Is erIs  Drive or Directory E dlpÞúk Database 

 - b nÞab;m ke yI geR C Is erIs eQ µ aH  database E dleyIgc g;) a n (Ex: Student Management) 

 -  Open 

2. 4  .karbiTkmµviFkarbiTkmµviFkarbiTkmµviFkarbiTkmµviF II II    
 eBlcb;k ic© ka rmun nwgbi T Ms-Access eyIgR t Uvbi T Object E dlkMBugG nu vtþ n_si n.  
]Tah r N_³ e y IgkM BugeFI Vk a relI Table Object R tUvbiT Object enH sin b nÞab;m kb i T Database Window 

eda ycu celI Control Menu Box E dlsißi tx ageqV gR C uge lIén Database Window rYcyk Close Database       

b nÞab;m ke To tc ucel I Office button→ Exit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 
 
 

 Good Luck!!! 
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ChapterII:    
 

 

Table R tÚ v) aneR bIsM rab;  R b mUlpþMú Tin ñn½ y eh Iy r kS aT ukenA k ñúg kMu Bü ÚT½ r C al kçN³ Record 

ehIyk ¾C a Object dMbUgmYy sMrab;b eg áI t Objects d¾éTe T o tdUcC a Queries, Form, Report... 

I. karbegIát karbegIát karbegIát karbegIát Table 

 1.1 k arb egáIt t a m  k arb egáIt t a m  k arb egáIt t a m  k arb egáIt t a m  Table :    K WC akarb e gáI t Table mYyR b ePTE dl Tam T areG aye la kGñk  
eFVIka rb Ba© Ú l data r Ycr al; e hIye TIb eFVI ka rda k;eQ µ aH  Field Name C aeR k ay . 

1-Click on Create Tab � Click on Table 
 

 
 
 
 
 
 
 

2-b n Þab;m kvan wgelj ecj nU vpÞa Mgx ageR k am  
 
 
 
       
 

          3- sUm b Ba© ÚlT inñ n½ y C amunsin  
    4-kal Nac g; Rename Fields enaH eyIg Double Click elI Fields nimYy² ed Im,IE k eQ µaH 

  ¬ Ex: Field 1dUrd ak; fa Name, Field 2 dak;fa Sex, ... ¦ 
5-b n Þab;m kcuc Save  

 
 
 
 
 
 
 
 

5- yk OK 

 

TABLE OBJECTTABLE OBJECTTABLE OBJECTTABLE OBJECT    
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  cMnaM³ - Field names G acvay cMn YnG kS r cUl) anc ab;BI  1 dl; 64 tYG kS r  
     - Field names G acs res rC aG kS r elx  n ig nim it þs B aØamY yc MnY n  

    - Field names minG aceR bI nimit þs Ba ØamY yc MnYn dU cC a³  
   + Period (.) 

   + Exclamation point (!) 

   + Brackets ([ ]) 

   + Accent grave (`) (Alt + 96) 

      - e yI gminG a ceR bIG kS rE d lm an ASCII values 0 to 31 

1.2    k a rb eg iátk a rb eg iátk a rb eg iátk a rb eg iát    Table t am ryt am ryt am ryt am ry ³³³³    Table Templates:គឺជករបេងកត Table មួយរបេភទែដល 

ទមទរេអយេយងេរជសេរ សយក Table ែដលមនរសប់មកេរបរបស់ែតមតង។ 

1. cucel I Create Tab 
2. yk  Table Templates 
3. eR C Is erIs y k Table NamY Y yE dlR t Uvnw gka rrb s;Gñ k 

b nÞab;m kv anw gelj e cj pÞa M gdUc rUb x ageR k am 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

4. b nÞab;m kc uc  Save r Ycd ak ;e Q µaH eG ay Table 

5. yk OK 
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1.3----k arb eg iátk arb eg iátk arb eg iátk arb eg iát    Table tam rytam rytam rytam ry ³³³³    Table Design:K WC akar b egáI t Table mY yR b ePTE d lG aceG a y  
1. cucel I Create Tab 
2. eR C Is erIs y k Table Design enaH van wgelj  

ecj dU crUb x ag eR kam  
 
 
 
 
 
elakGñ kkM Nt ;lk çN³R b e PTTi nñn ½y eda yx ø ÜnÉg TaM g G s;eTA t am GVIE dle lakG ñk cg;) an .   

-Fields Name: eR bIsMrab;d a k;eQ µaH eG a y Fields (Column) ka lNa Type Name e nA kñúg Fields 

enH  vanwg ela teG a yR s ab;e nA kñúg Datasheet View . 
  -Data Type : m anmux garsMr ab;kM nt; R b eP T Ti nñn ½y (Data) eG ay Fields 

 -Description: m anmux garb Ba¢a k;b E nßm n UvB t’m an lMGi t sIþGMBI Field name 

 -Fields Properties: m anmux gark Mn t; Properties eTA elI Field 

II .  rebobnaMcUl (Import)nig P¢ab ;(Link) TablesBI Database epSgeTot 

2.1     Import Table  : m ann½y fae yI gcmøg yk Database Objects(Tables, Queries, Forms, 

Reports, Macros, Modules) BI Database NamY yE d lC aR b PB (Source) m k da k;kñ úg Database m Yy 
eTo tE dle yI gkMB ugQ re nA . 

] T ah r N] T ah r N] T ah r N] T ah r N_ ³ eyI gm an Database BI rK W ComputerCourse Database C aR b PB (Source)  n ig Access 

BookTest Exercise Database C akE nø gpÞ úk (Destination) . 
�edIm,I Import Tables B ITI taM g ComputerCourse Database m kd ak ;kñ úg Access Book Test 

Exercise Database  mun dMbU geyI gR tUv ebIk Access Book Test Exercise Database munsin b n Þab;m k 
sUm cucel I External Data é n Tab rb s; Ms-Access =>cuc elI Access 
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� b nÞab;m ke yI gnwg eX Ij pÞ aMg  Dialog mYyd Ucx ag eR kam  => Browse….edIm,Irk Database E dlC a 
TIt aMgs R m ab; pÞú k ObjectsE dleyI gcg ;na McUl(Import) =>OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� b nÞab;m ke yI gnwg eX Ij pÞ aMg  Dialog mYy dUcx a geR kam  E dlva tR mUv[ e yIgeR C I s erIs R b ePT  
Objects TaMgL ay NaE d le yIg cg;) a n ed ayeR bIMouse Click eTA elIObjectE dleyI gerIs yk 

� b nÞab;m k sUm c uc OK edIm ,Ie[  Object TaMgG s;E dl) aner Is  ykc Ulk ñúg Access Book Test 

Exercise Database 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.2     Link Table  :m ann½ y faDatabase m Yym a nPaBC ab;T ak; TgK ñaC amYyDatabase 

epS geTo tE dle yI) a n L in k dUcC a enA eBlb Ba© ÚlT inñn ½ yfµ I E kE R b Tinñn ½y b¤ lub T inñ n½yDatabase 

TaM genaH  n wgeFIV ka rE kE R b  Tinñn½ yd UcK ñ aTa MgR sug .  
] T ah r N] T ah r N] T ah r N] T ah r N _³_³_³_³  eyIgm an Database BI rdU cx agel IK W ComputerCourse Database C aR b PB (Source)  n ig 
Access BookTest Exercise Database C akE n øgpÞ úk (Destination) . 
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� mundMbU gey IgR t UvebI k Access Book Test Exercise Database munsin b nÞab;m k sUm cuc el I 
External Data én Tab rb s; Ms-Access =>cucelI Access 

 
 
 
 
 
 

 

� b nÞab;m ke yI gnwg TT Yl) a npÞ aMg Dialog mYydU cx ageR k am=>eR C Is yk 	Link to the Data 

source by creating a linked table =>b nÞab;m kc uce lI Browse….edIm,Irk Table E dleyIg  
cg;eFI Vka rP¢ ab; =>OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� b nÞab;m ksUm e rIs yk Table NamY yE dle yIgR tUv Link => OK 
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 2. 3  Export Table : KWC a kar Taj   Database Objects(Tables, Queries, Forms, Reports, 

Macros, Modules) B I Database NamY yE dlC aR b PB  (Source) m k da k;k ñúg Database mY y eTo t.  
  
 
 
 
 
 
 
 
 
 
 
 
 

] T ah r N] T ah r N] T ah r N] T ah r N _³_³_³_³  eyIgm an Database BI rdU cx agel IK W Product11 C aR b PB (Source)  n i g Relationship 

C akE nøgp Þúk (Destination) . 
� mundMbU gey IgR t UvebI k Product11 munsin b nÞ ab;m ksUm  Select elI Table E dlel a kGñk 

cg; Export b nÞab;m k c uce lI External Data én Tab rb s;Ms-Access  

     =>R tg; Export eRC Is erI s yk More => Access Database dUc rUb x age lI en aH v anwge lc  
elcecj dUc rUb x ageR k am ³ 
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=> b nÞab;m kR tUveR C Is e rIs e Q µaH  Database E dlel ak Gñkcg; yk Table eTA dak ;  
=> b nÞab;m kcuc Ok enaH v a nwgel cecj n UvpÞ aMg dUcx age R kam  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

=> rUb x agelIm a nBIrC MerIs K W  
 -  Definition and Data m a nn½ yfa naM Table ecj Ta Mg TMrg ; ni g Ti nñn ½y  
 - Definition Only m ann ½ yfa na M Table e cj E tT Mrg ;r b s; Table 

=>b nÞab;m kcuc Ok 

III.  RbePTrbs; Data Type : 

 
Data Type Type of Data Stored Storage Size 

Text 
pÞúk tYG k S r  CamYy nwg e l x 
Ete l xmin G ac KNn a) an 

0 – 255 Characters 

Memo e RbIdUc  Text Edr . c g;vay ) an e RcIn  (Shift+F2) 0 – 65,536 Characters 

Number pÞúk tMél Cae l xEdl G ac KNn a) an 
1, 2, 4, or 8 bytes, 16 bytes 
for Replication ID (GUID) 

Date/Time pÞúk éf¶ Ex qñaM nig e Bl e vl a 8 bytes                                                              

Currency CarUbiy bN½Ñ sMr ab;dak ;CaT wk R) ak ; $ US Cae dIm   8 bytes 

Auto Number sMr ab;dak ;e l xe rog sVy ½Rbvtþi  4 bytes, 16 bytes for 
Replication ID (GUID) 

Yes/No pÞúk tMél  Yes/No, True/False 1 bit (0 or -1) 

OLE Object pÞúk rUbPa B sMe l g  nig  vIe dGU e RcIn bMput 1GB 

HyperLink P¢ab;e TA Internet 0-64,000 characters 
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Attachment 

GñkG ac Taj Éks ar images, spreadsheet 

files, documents, charts, and other types 
of supported files to the records in your 
database, much like you attach files to e-
mail messages.  

 

Look up wizard bg ðaj Data BI Table e pSg Generally 4 bytes 

 

IV. karkMNtkarkMNtkarkMNtkarkMNt    ;; ;;     Properties 

4. 1  Field Size 

  sMrab; kMn t; TMhM rb s; Fields ( kMnt ;) an cMeB aH E tR b ePT Data Type C a Text, Number, Auto 

Number ) 
Data Type Field Size 

Text vaye lx cUl) anBI 0 e TA  255 

Auto Number G ackM nt;) anE tB IrK W Long Integernig Replication ID 

Number 
G ackM nt;) an³ Byte, Integer, Long Integer,Single, 

Double,Replication ID n ig Decimal 

 

taragénRbePTrbs; Field Size E d l  Data Type Ca Number: 

 
 

R be PT  Range cMn Yn xÞg;e R ka ye k, ós  TMhMpÞúk   

Byte G ac pÞúk tMél BI 0 eTA  255 Kaµn e k , ós 1 byte 

Integer pÞúk tMél B I -32,768 dl ; 32,767 Kaµn e k , ós 2 bytes 

Long Integer pÞúk tMél B I -2,147,483,648  dl;  
-2,147,483,647 

Kaµn e k , ós 4 bytes 

Single pÞúk tMél B I -3.4 x 1038  dl;  
3.4 x 1038 

7 xÞg ; 4 bytes 

Double pÞúk tMél B I -1.797 x 10308  dl;  
1.797 x 10308 15 xÞg ; 8 bytes 

Replication ID N/A (Not Available)  N/A 16 bytes 

Decimal G ac pÞúk BI -1028-1 dl ; 1028-1 28 xÞg ; 12 bytes 

 
 4 .2  FOMAT 

  Fomat kM nt; ka rb gðaj rb s; data b:uE nþvami nb:H Bal; eTA e lI data E dl Store enA kñúg table eT. 
kark Mn t;  Format Property cMeBaH R b ePT Data Type C a Data/Time :kar kMn t;e nH m anBIrR b eP TK W ³ 
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  A-karkMnt;edaymanRsab;³  
General 6/16/99 5: 34: 23 PM 
Long Date Tuesday, June 16,1999 
Medium Date 16-Jun-99 
Short Date 6/16/99 
Long Time 5: 34: 23 PM 
Medium Time 5: 34 PM 
Short Time 17:34  

 

  B-karkMnt;edayxøÜnÉg³ 
t aragé n sBaØ asMr ab;e RbIcMe BaH k arkMn t;ragC a é f¶ é x qañM e ma:g 

sBaØasMrab;eRbI eRbIsMrab; 

: (Colon) eR bIenA cenø aH em:ag n aT I vi na TI  
/ eR bIenA cenø aH éf¶ E x  qñaM 
c dUc General date E dr 

d b gðaj éf ¶BI 1 – 31 

dd b gðaj éf ¶BI 01 – 31 
ddd b gðaj eQ µaH rb s ;éf ¶cM nYn3 tY³ Sun-Sat 

dddd b gðaj eQ µaH eBj rb s;éf ¶³ Sunday-Saturday 

ddddd dUc Sort date 

dddddd dUc Long date 
m b gðaj E x  cab;BIE x T I (1 – 12) 

mm b gðaj E x  cab;BIE x T I (01 – 12) 
mmm b gðaj eQ µaH E x  3 G kS r (Jan – Dec) 

mmmm b gðaj eQ µaH eBj rb s; (January – December) 
q b gðaj éf ¶ E x  sißte nA kñú gR tIm as TIb: unµ ank ñúgm Yyqñ aM (1 – 4) 

y b gðaj cM nYn éf¶ e nA kñú gqña M K it cab;BIE x  1 éf¶ TI 1 énq ñaM  
yy b gðaj qña MBI rx Þg; (00 – 99) 

yyyy b gðaj qña MbYnx Þg ; cab ;BI (0100 – 9999) 

h b gðaj em: agBI (0 – 23) 
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hh b gðaj em: agBI (00 – 23) 
n b gðaj na TIB I (0 – 59) 

nn b gðaj na TIB I (00 – 59) 
s b gðaj vi na TIBI (0 – 59) 

ss b gðaj vi na TIBI (00 – 59) 
ttttt dUc Long Time format 

AM/PM or A/P b gðaj em: agC al kçN³ 12 e m:ag ehI yvam an AM/PM enA x agcug. 

am/pm or a/p b gðaj em: ag C alk çN³ 12 e m:ag ehI yvam an am/pm en A x agcug.  
cMnaM³ enA eBlE dle yIg b Ba© Úlqña MC aelx BI rx Þg ; cab; BI (00 – 29) m ann½y fac ab; BIqñaM 2000 – 2029 
ebIb Ba© Úlc ab;BI (30 – 99) m ann½ yfa cab;B Iqña M 1930 – 1999. 
karkMnt; Format Property cMeBaHRbePT Data Type Ca Text and Memo : 
  taragénsBaØasMrab;eRbIcMeBaHkarkMnt; Text and Memo 

sBaØasMrab;eRbI eRbIsMrab; 
@ C MnYs ed ayG kS rb¤e lx  (ebIminva yt YG kS rb B a© Úle T vaC M nYs ed ay Space) 

& C MnYs ed ayG kS rb¤e lx  
> kMn t;[ G kS rE d lva yc Ulb gðaj C a ragG kS rFM  
< kMn t;[ G kS rE d lva yc Ulb gðaj C a ragG kS rt Uc  

 

Example: 
 

Format  Data              Display 
@@@-@@@-@@@ 016901393             016-901-393 
@@@@@@@@@@@ 016-901-393             016-901-393 
     016901393                016901393 

@;”None”[Red]   Null Value             None BN’R kh m 
     Zero-length string (“ “)            None BN’R kh m 
     Any text             Same text as entered is displayed  
 

>     lypich              LYPICH 
     LYPICH             LYPICH 
     Lypich              LYPICH 
 

<     lypich              lypich 
     LYPICH             lypich 
     Lypich              lypich 
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karkMnt; Format Property cMeBaHRbePT Data Type Ca Number and Currency: 
  A-karkMnt;edaymanRsab;³  

Format Type Number As Entered Number As Displayed Format Defined 

General 987654.321 987654.3 ######.# 

Currency 987654.321 $987,654.32 $###,##0.00 

Fixed 987654.321 987654.32 ######.## 

Standard 987654.321 987,654.32 ###,###.## 

Percent .987 98.7% ###.##% 

Scientific 987654.321 9.88E+05 ###E+00 

Euro 987654.321 €987,654.32 €###,###.## 

 

Note: cMMeBaH k ar Format x agelIK WC a Default Format ehIyk Mnt ; Decimal Place Properties = Auto. 

  B-karkMnt;edayxøÜnÉg³ 
sBaØasMrab;eRbI eRbIsMrab; 
0 C MnYs eG a yelx BI 0 dl; 9 E tebI Null Value => 0 

# C MnYs eG a yelx BI 0 dl; 9 E tebI Null Value => Null 

$ b gðaj C a d ulø a  
€ b gðaj C a Euro 

- b ¤ + b gðaj C as Ba Øa (-) b¤ (+) 

% b gðaj C as Ba ØaP aK r y eda yy kcM nYnE dl ey Igv ay e TA E cknwg 100 

 

ka rkMn t ; Format Property cMe B a HR be PT  Data Type C a  Yes/No: 
• Yes/No.(Default) Displays -1 as Yes, 0 as No 
• True/False. Store -1 as True, 0 as False 
• On/Off. Store -1 as On, 0 as Off 

 
4 .3  INPUT MASK 

   Input mask K W kar kMn t; fields b gðaj ecj C a ra gmYy cMn Y ndUcC a postal code, phone number, fax 

number... 

  rebobkMnt; Input Mask Wizard: 

1- cucel I Input Mask 

2- cucel IcM nuc c uc 3 

3- eR C Is erIs R b ePTenA k ñúg Input Mask 
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4- cuc Next 

 
 
 

 
 
 
 
 
 

5- G acE kkñ úgR b G b; Input Mask 

6- G aceR C Is erIs s B aØ akñ úgR b G b; Placeholder character 

7- cuc Next rUc cu c Next mþgeT o t 

8- cuc Finish 

tYGkSrsMrab;eRbIkñúg Input Mask 

Character Description 
0 C MnYs eG a yelx  0 dl ;elx  9  (entry required). minG nuBaØa tieG aym an s Ba Øa + b¤ - 
9 C MnYs eG a yelx  b¤ Space (entry not required); minG nuB aØa tieG aym an s Ba Øa + b¤ - 
# C MnYs eG a yelx  b¤ Space (entry not required); blank converted to spaces 

G nuBaØ at ieG a ym an s B aØ a + b¤ - 
L C MnYs eG a yG kS r B I A dl ; Z (entry required). 

? C MnYs eG a yG kS r B I A dl ; Z (entry optional). 

A C MnYs eG a yG kS r b¤ e lx  (entry required) 

A C MnYs eG a yG kS r b¤ e lx  (entry optional) 
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& C MnYs eG a yR K b;G kS r, elx, symbol, space (entry required) 

C C MnYs eG a yR K b;G kS r, elx, symbol, space (entry optional) 

< bME lgtYG kS reBl va yb Ba© Ú lC aG kS r tUc.  
> bME lgtYG kS reBl va yb Ba© Ú lC aG kS rFM.  
\ b gðaj s Ba Øa b¤ tYG kS rE dle nA BIeR ka yva . Ex: \A → A 

/ sMrab; ka t; yk éf ¶ E x  qñaM. Ex: dd/mm/yyyy 

 
4 .4  CAPTION 

  Caption K Wkark Mnt ;eQ a µH  Label eG ay Field enA kñúg Form b¤ Report (C apøakeQ µ aH) . 
4 .5  DEFAULT VALUE 

  Default value K WC at MélE d l Access b gðaj eda ysV ½y R b vtiþ sM rab; Field NamYyE dl  
eyIg kMn t;. enA eBle yIgb Ba© Úl Record fIµ. ]T ah r N¾ ³ =Date() vanwgyké f¶E x b c© ú b,nñ eFIVC a Default. 

4 .6  VALIDATION RULE 
  Validation rule K W kar kMn t;eG a y Field m annUvlkçx ½ NÐ . ]Tah rN ¾dU cC ak ar kMn t;[  Field 

Number mYy >3 kñ úg Validation Rule enaH  Field enaH R tÚvb Ba© Últ Mél elx FMC ag 3 .  
4 .7  VALIDATION TEXT 

  Validatioin Texxt sMrab;s res r Bt ’m anE d lnw gb gðaj enA eBlb Ba© Úl tM élx us BI ka r 
kMN t;k ñúg Validation Rule.. 
 

4 .8  REQUIRED  

  enA R tg; Required ela kGñ kG aceR C Is er Is ) anB Irl kçx N½ÐK W Yes or No.  
- Yes m ann ½y fa Field E dl elakGñ kkM Nt ;minG acr Mlg ) aneTK WR tUvE tb B a© Úl Tin ñn½ y eTIb  

G acb nþe TA Record fIµ eTo t ) an.  
- No m ann½ yf a Field E dle lakGñk kM Nt ;G ac rMlg) an . 

 
4 .9  ALLOW ZERO LENGTH 

  enA R tg; Allow Zero Length elakGñkG aceR C Is e rIs ) anBI rlkçx N½ÐK W Yes or No. 
- Yes  G nuB aØa teG a yb Ba© Ú lT i nñn½ yC a Zero Length (“”) 
- No  minG nuB aØ ateG ayb B a© Ú lTin ñn½ yC a Zero Length 
4 .10  INDEXED 

  R tg; indexed elakG ñkG a c kMN t;l kçx N ÐeG a y Field dUcx ag eR kam  
- No : elakGñ kG acv a yb Ba© Ú lTin ñn½ yk ñúg Field G acs ÞÜn ) an.  
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- Yes(Duplicates OK) : el akGñkG acv ayb Ba© ÚlT inñ n½ y kñúg Field G acs ÞÜn) an.  
- Yes(No Duplicates) : el a kGñkminG acv ayb B a© ÚlT inñ n½ ykñ úg Field G acsÞ Ün) an eT . 
4 .11  DECIMAL PLACE 

  Decimal Place : sM rab;k M Nt; cMn Ynx Þg ;eR ka yTsS P aK .m ann½ yf aebIsi nel akGñk yk  
Decimal Place 2 K W yk tM é lTsS PaK  2 x Þg ;.;.;.;.     

4 .12  PRIMARY KEY 

  Primary key K WC a Key mY yE dlminG nuBa Øa teG a y tMé lkñúg FieldE dle lakG ñk) a nkMN t;  
minG ac TeT r(Null)  n igmin G acsÞÜ n(Duplicates)) an eT . 
V.  karkMNt;karkMNt;karkMNt;karkMNt; Lookup Wizard 

kareFI V Lookup elI Table vab gárl kç N³ga y®sY ldl ;e yIg ]T ah r N¾ enA kñ úg Field : Place of 

birth éntara g Student List m ansisS  cMnYn 1 00nak ;E dlek It kñú gex tþE t mYy enaH e yIgR tUv  
vayb B a© ÚleQ µ aH ex tþc MnY n  100 dgE dr. E tebIey IgeFI V Lookup vij en aH yIgR K a n;E t 
cuc ykeQ µ aH ex tþe naH C ak ar eR s c . 
 
 
 
 
 
 
 
 
 
 

5. 1 kareFVI kareFVI kareFVI kareFVI Lookup Wizard tamrytamrytamrytamry³ ³ ³ ³ Data Type 

1. ebIk Table C a Design View 
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2. dak ; Cursor R tg; Field E dlR tUveFV I Lookup 

3.  cucel I Data Type én Field enaH yk Lookup Wizard... 

 
 
 
 
 
 
 
 
 
 
  

 
 

4.  cuc Next  

5. eR C Is erIs y k I will type in the Value that I want  

6.   R tg; Col1vayeQ µ aH ex tþb Ba© Úl  
 
 
 
 
 
 
  

7. cuc Next  

8. cuc Finish 

9. b nÞab;m ksUm eb Ik Table C a lkçN³ Datasheet Viewe naH eyI g) an dUc rUb x ag eR kam  
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cMNaM³ ebIsinelakGñkcg;bBa©ÚlTinñn½ykñúg Field enH b E nßm sUm eFVIt am C M h anx ageR k am  
o cucel IrUb dUcb ‘‘í cdU crUb x a geR kam  

    
    
    
    
    

 
 

o b nÞab;m kv anw gelc ecj d Ucr U b x ageR kam 

 
 

    
    
    
    
    
    

o b nÞab;m ksUm va yTi nñn ½yb B a© ÚleTA tam tMr Uvk arrb s ;ela kGñk    
o eR C Is erIs y kt Mél Default    
o cuc OK    

5 .2 kareFIV kareFIV kareFIV kareFIV Lookup  tamrytamrytamrytamry³ ³ ³ ³ Field Properties 

o b egIá t Table mYyeTo teQ µa H  City/Province rYc va yeQ µ aH ex tþ R kug Ta MgG s;c Ul ³  
o ebIk Table E dl®tUveFIV Lookup (Student List Table) C arag Design View 

o dak ; Cursor kñúg Field E dl®tUveF IV Lookup(Place of Birth én Student List Table) 

o yk Text BIkñúg Data Type 

o cucel I Lookup én Field Properties 

o R tg; Display Control yk Combo Box 

o R tg; Row Source Type yk  Table/Query 
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o R tg; Row Source eR CIs yk eQ µaH  Table (City/Province) C akareR s c  
 

 
 
 
 
 

 

o ehIy Save  r Ycb Ba© Ú lT inñn ½ y  





Note: b nÞab;BI) a nb egI át  Table ehIyey IgG a ceR bI Queries, Forms, Report nig Database 

Objects d¾éTeTo t E d lC Yy dl;e yIg kñ úgka reR bIR ) as; Data. 
VI.  SORTING AND FILTERING RECORDS IN A DATABASE 

 - ey IgeR bI Sort sMrab;t Mero b Tinñ n½ yeTA tam l Mdab ;BI tUc e TA FM b¤ BIFMm k tUc.  
 - ey IgeR bI Filter sMrab;R s g; Tinñ n½ y (Ex: R s g;buK ÁlikE d lm anmux ga rC a Sales Manager) 

 - ey IgeR bI Filter sMrab;E sVg rkT inñn ½y (Ex: R s g;buK Álik E dlm anG t þelx  2, eQ µaH GIV, ePTGIV, ...) 
rebobGnuvtþn_³ cUr Gñk be g áIt Table mYy Edl m an e QµaH f a Employees e hIy bBa© Úl Tinñn½y 
dUc xag e Rk am e dIm, Ie RbIR) as;³ 
 
 
 
 

 
 
 

 
Using the QuickSort featureUsing the QuickSort featureUsing the QuickSort featureUsing the QuickSort feature    

 -ebIk table C aTMrg; DataSheet View 

 -da k; cursor R tg; field mYy NaE dlGñ kcg ;  ¬]>  Employee ID¦ 
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-cuc elI Sort Ascending button        edIm,ItMe ro b tam l Md a b;BIt Uce TA FM. ehI ycuc elI Sort Descending 

button        edIm,ItMero b t am lMdab ;BIFMe TA t Uc.  
b¤mü:ageTot 

-cuc Mouse x agsþaM rYc cuc elI                             b¤ 
 

UsingUsingUsingUsing    Filter by SelectionFilter by SelectionFilter by SelectionFilter by Selection    

eR bIsMrab;R s g; ykE tt Mél NaE dl cursor fitenA .  
Using Using Using Using Filter Excluding SelectionFilter Excluding SelectionFilter Excluding SelectionFilter Excluding Selection 

eR bIsMrab;R s g; ykE tt Mél NaE dl cursor minfi tenA .  
Using Using Using Using Filter ForFilter ForFilter ForFilter For 

-ebI table C aTMrg ; DataSheet View 

 -da k; cursor R tg; field mYy NaE dlGñ kcg ;  ¬]>  Employee ID¦ 

-va ylk çx ½N ÐcU lkñ úgR b G b; Filter For ¬dUckñ úgr Ub ¦ 

-cuc Enter key 
 

 
] T ah r N _] T ah r N _] T ah r N _] T ah r N _ ³³³³   enA kñúgR b G b; Filter For GñkG ac eR bInUvl kç x ½NÐd Ucx ag eR kam ³  

 

sBaØa ]TahrN_ mann½yfa 
= = 5 rk Employee E dlm an ID e lx  5 
> > 5 rk Employee NaE dlm a n ID FMC a g 5 eL IgeTA     ( 6, 

7, 8, 9 ) 
< < 5 rk Employee N aE dlm a n ID t UcC ag 5            ( 4, 

3, 2, 1 ). 
> = > = 5 rk Employee NaE dlm an ID c ab;BI  5 eL Ige TA    ( 5, 

6, 7, 8, 9 ). 
< = < = 5 rk Employee NaE dlm an ID c ab;BI 5 cuH eR kam    ( 5, 

4, 3, 2, 1 ). 
< > < > Sales Manager eG ayb gð aj mux ga r rb s;b u K Álik NaE dlx us BI Sales 

Manager 
Between ... 
And ...  

Between 2 and 5 rk Employee NaE dlm an ID cab ;BI 2 e TA dl ; 5   ( 2, 
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3, 4, 5 ). 
Or 1 Or 3 Or 5 rk Employee NaE dlm an ID elx  1 elx  3 nig elx  

5 ( 1, 3, 5 ).     
Like  Like “D* ” rkeQ µaH rb s ; Employee E dlcab;e pþIm eL Iged a y 

G kS r D (Davolio, Dodsworth). 

Like “K???” eG ayb gð aj  eQ µaH rb s;  Employee E dlc ab;ep þI m  
eL Iged ayG kS r K  ehI yeR ka yG kS r K R tUvm an  
G kS r 3 tY eTo t / b:uE nþG kS r GVIk¾) an ( King ). 

 
VII.  RELATIONSHIPS 
 

7 .1  Understanding Keys 

m an2R b ePT³ 

1- Primary Keys: K WC a field mYy b¤eR cIn enA kñ úg table Edlvam ant Mélx us ² K ñ a enA kñúg Record. 
eK eR bIedIm,Is MK al;e TA elI Record nimYy² enA k ñúg table. 

2- Foreign Keys: KWC a field enA kñúg table mYyE dlm an TM nak; TM ngeTA n wg Primary Keys én table 

mYyeTo t.  
etI Primary Key eRbIsMrab;eFIVGIV? 
 -Primary Key K WC a field mYyE dleR bIsMr ab;b eg Iá t index sMrab; table E dlm antYn aT Ib egI án  
el,Ó nkñú gka rT aj y kT inñn ½ y, R s g;T inñn ½y, E sVg rk n ig  tMero b T inñ n½ y.  
 - eBle yI gb Ba© Úl Tin ñn½ ye T A kñúg record fµIeyI gR tUvb B a© Últ Méle TA kñ úg Primary Key field(s) 

access minG nuB aØa tieG ayb B a© Úl Null Value enA kñúg field enaH eT.  
 - eBle yIgb B a© Úl Tin ñn½ ye TA kñúg record fµI enA elI table E dlm an Primary Key, Access 

nwgR tY tB ini tü eTA el ITi nñn ½yE dley Ig) a nb Ba© Úl enaH m an enA kñúg record ehIy b¤enA  edIm,I ka rBa r 
kuMeG ay Tin ñn½ yE dle yI gb B a© Úlen aH sÞÜnK ñ a.  

7 .2 Relationship 

- Relationship K WeFVIkar P¢a b;rvag  field nig field ehIy field TaMgen aH R tUvm a n DataType nig 
Field Size dUcK ñaenA k ñúg tables nimYy²  .  

- eK eFVI Relationship edIm,IP ¢ab; TMn ak; TMn g Table cab;BI 2 eL Ig eTA E d lm anki c©kar 
TMn ak;T MngK ñ a ed Im,Ik at ;b nß ynU vka rva yT inñ n½ ysÞÜ n ehI ynig ka t;b n ßy TMhM rb s; Database .  
RbePTén Relationship: E ckecj C a 3 R b ePTK W³   
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-  One to One Relationship. 

- One to Many Relationship. 

- Many to Many Relationship.    
 

 7.2.1 one to one relationship: 

R K b; record E dlm anenA kñúg  Table mYym an TM nak ;TM nge TA nwg record E tmYyK t; E d lm anenA k ñúg  

Table mYyeTo t. 
* kñúgk arP ¢ab ; one to one relationship KWeK P¢ab; field E dlC a Primary key enA k ñúg table 

mYyeTA nwg field E d lC a Primary key enA k ñúg tables mYyeTo t . 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Example: 

- buK Álikmñ ak ;G acm a nbþI r W R b BnæE tmña k;K t ;  
- buK Áli kmñak ;G acC ab; short list E tmYyK t ;  
 
7.2.2 one to many relationship. 

 eR bIedIm,IP ¢ab; TMn ak ;TM ng Record mYyE dlm a nenA kñúg Table mYye TA nwg  records 

C aeR cInE dlm anenA k ñúg Table mYye To t.  
* kñúg ka rP¢ab ; one to many relationship KWeK P¢ab; field E dlC a Primary key enA kñúg table 

mYyeTA nwg field E d lC a foreign key e nA kñú g tables mYy eTo t .  
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Ex:  - buK Áli kmñak ;G acm ank UneR cIn  
 - R b ePT Category mY Yym a n Products eR cIn  

7.2.3   A many to many relationship: 

Record E dlm anenA kñú g Table A G acm anka rP¢ ab;e TA eR cIn records E dlm anenA kñúg Table B 

ehIy ¬pÞ úym k vij¦. C a TUe TA many to many relationship dac;x atR t UvE t m an Table cMnYn 3 
eL IgeTA enA kñúg enaH  eh Iy many to many relationship K Wm an one to many relationship cMnYn  2  enAkñ úg 3 
Table enaH  . 
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Ex: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7 .3 c,ab;TaMgc,ab;TaMgc,ab;TaMgc,ab;TaMg    3 én 3 én 3 én 3 én Relationship:        

- Enforce Referential Integrity: ral;k arb Ba© Úl data enA  sub table R tUveFVIka reK ar BeTA nwg  

data E dlm anenA kñú g main table . vam annaTIs Mr ab;b gð a j nUvt Mél rb s;; relationship .  

- Cascade Update Related Fields: ral; karE kE R b data enA  field primary key 

R tUv) an eFVIk arE kE R b eTA nw g field foreign key e nA kñú g sub table .  

- Cascade Delete Related Records: r al;k arl ub  data enA kñúg main table 

R tUveFV Ika rlub n Uvr al;        sub table E dlm anT Mna k;T MngK ñ a  . 
7.3.1 rebobénkarP¢ab; (Relationships) 

 1-b iT Data Object E dlkMBu gG nuv tþeG a yG s; TukE t Database Window 

 2-kñú g Tool menu yk Relationship (or Click Relationships button on the Toolbar       ) 

 3-kñú g Show Table Dialog Box eR C Is erIs yk Table or Query Object E dlR tUveFIV Relationship 

BI Table/Query List rYccuc Add Button eR CIs erIs r Yc c u c Close Button 

 

Primary key from Teacher List 
 

Primary key from 
Subject List 
 

One teacher can teach 
many subjects... 
 

And each subject can have many teachers.... 
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 4-eR C Is erIs  Field Name E d lR tUvP¢ ab; TMn ak; TMn ged ay d ak; Mouse Pointer eG aycM Field Name 

NamY yE dlGñ kcg; P¢ab; rYcE lg Mouse eBlenaH pÞaMg Edit Relationships nwgb gðaj  
 5- eR C Is e rIs c, ab;T aMg 3 rb s; Relationship eTA tam tMrU v kar.  
 

7.3.2 karEksMrYl Relationships: ebIeyIg cg;c U leTA E ksMr Ylc, ab;rb s; Relationship 

eyIgR tUv Right click elIE x S rb s; Relationships → Edit Relationship. 

 

7.3.3 lb;ExS Relationships: ebIeyIgcg ;pþ ac; TM nak ; TMng rb s; Relationship eyIgR t Uv Right 

click elIE x S rb s; Relationships → Delete. 
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lMh at ;G nu vt þn¾  
1. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa Category_tbl rY cb Ba© ÚlT inñ n½ yeG a yva pg. 

 
 
 
 
 
 
 
 
 
 
 

 
 

2. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa Product_tbl r Yc b Ba© ÚlT inñn ½y eG a yvap g. 

 
 

 
 
 
 
 
 
 
 
 

3. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa Product_tbl r Yc b Ba© ÚlT inñn ½y eG a yvap g. 
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4. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa Customer_tbl rYcb Ba© Ú lT inñn ½y eG a yvap g . 

 
 
 
 
 
 
 
 
 
 

5. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa Employee_tbl rYcb Ba© Ú lT inñn ½y eG a yvap g . 

 
 
 
 
 
 
 
 
 
 

6. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa Order_tbl r Ycb Ba© ÚlT inñ n½ yeG a yva pg. 
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7. cUreFV Ika rb egá It Table mYY y d ak;eQ µ aH fa OrderDetail_tbl rYcb Ba© Úl Ti nñn ½yeG ay va pg. 

 
 
 
 
 
 
 
 
 
 

8. cUrP¢ ab; Relationship eG a y Tables Ta MgenH eG a y) a ndUc rUb x ageR k am 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Good Luck!!! 
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ChapterIII: 
 
 
 

 Query m ant Yna TIR b mUlp þúM  E sVgrk ni g eR caH  Information, Data BI Tables mYyb¤e R cIn dUcC a³ 
eQ µaH  TIlM enA  G ayu > > >  Rs g;Tin ñn½ ybME b kC aR kum dU cC a sisS R bus enA mþúM sisS R sIenA mþú M 
rYcr kS a Tuk enA eBle yIg Save va. eR kA BIenH vaG aceFI Vka r K Nna bUks rub  s egçb Tin ñn½ y> > > .l.  
 

1. RbePTrbs; Query 

enA kñúg kmµv iFI Microsoft Access m an Query eR cInR b ePTx us ² BIK ñ a .  ehI yeK G acb Ba© Úlv a 
eTA C a 4 R kum ³ 

� Select: vaC aR b ePT Query E dleK eR bIjwkj ab;C ag eK . Select Query eR bIsMrab;eR C Is erIs  
Bt’m a necj B I Table mYyb¤ eR cIn G aR s½y eTA el I lkçx ½ NÐE dle yI gda k;eG ayv a ed ayb eg Iá tC a Dynaset 

ehIyv ab gð aj Bt ’m an TaM gen aH enA kñú g Datasheet E dleyI gG acemIl va n igviP aK eTA e lI Ti nñn ½y NamY y.  
� Action: Query R b ePTenH  G aceG ayey Igb eg Iá tC a Table fIµ (Make Table), b¤pøa s;bþÚr Ti nñn ½y  

(Delete, Update nig Append) enA kñúg Table E dlm anR s ab;.  
� Crosstab: Query R b ePTe nH G ac b gðaj T inñ n½ ys egçb C aTMr g; Cross-tabular E dldU cK ña eTA n wg 

Spreadsheets E drC amYyn wg Row and Column Heading E dl) anm kB I Field enA kñúg Table.  

� SQL: m kBIBakü  Structured Query Language m anR b ePTdU cC a³ Union, Pass-Through, and 

Data Definition E dleR bIsMr ab;R K b;R K geTA elI Advance SQL Database ( dUcC a³ SQL Server, Oracle ...) 

eyIgG acb eg Iát Query Ta Mge nH ) aned ayk ars res r SQL Command. 

2. How dynasets work 

 Access yk Record E dlCalT §plén  Query b gðaj en A kñúg Datasheet. Record nimYy² enA kñ úg  
Datasheet enaH K WC a Dynaset. C aF mµta Dynaset m anlkç N³d UcC a Table k¾b:uE nþ k arB itv aminE m nC a  
Table eT. Dynaset K WC a dynamic set of record (vaminrkS a Tu kenA k ñúge nA kñúg Database eT 
vab gðaj E tenA eBlE d le yI g Run (Execute) Query ena H b:ueNÑ aH . 

enA eBlE dle yIg run query, Access dak;lT §plT aM ge naH enA kñ úg dynaset. enA eBlE dl eyIg  
Save query vamin Save record TaMgen aH eT vaR K an ;E t Save structure rb s; query E tb:ue NÑ aH  (m andUcC a³ 
tables, fields E dleyIg) a ne R bIenA kñúg query, ka rt Mero b Tinñ n½ y, lk çx ½NÐ elI record, R b ePT query...). 

 

QUERYQUERYQUERYQUERY    
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3. plRbeyaCn¾³ 
 -C Yy ka t;b nß y space enA elI Hard disk  

 -Ti nñn ½yE d lva ykm kb g ða j K WC aTin ñn½ yE dl) an update cugeR ka yeK .  
karb eg Iá t Query m anB Irebo b K W karb egI át Query Wizard nig Query Design View.    

4. ka rbe gI át  Query m an 2 R b ePTK W 
 4.1 t am r yt am r yt am r yt am r y ³ ³ ³ ³ Query Wizard K WC ak arb eg áI t QueryE dlm anR s ab;²  ehI ym a n 4 R b ePT 

  1.  Sample Query Wizard   : K Wk arb eg áI t Select Query E dleR C Is erIs   
Field BI Table b¤ Query . r ebo b eFVIsUm G nuv tþd Ucx ag eR kam ³  

o cuc Create Tab => eR C Is e rI s yk Query Wizard enaH vanw gelce cj 

dUcr Ub x ageR k am  b nÞab;m k eR C Is erIs yk Sample Query Wizard 
 
 
 
 
 
 
 

 
   
 
 
 

o cuc OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o cuc  > eR C Is e rIs y k Field rb s; Table d ak ;kñ úg Selected Fields 
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o cuc Next 

 
 
 
 
 
 
 
 
 
 
 
 
 

o cuc Finish en aH van wgT TY l) anlT æpl dUcx a geR kam 

 
 
 
 
 
 
 
 
 
 
 

  2.Crosstab Query Wizard : K Wka rb egáI t  Query E d lb gaðj C a rag Spread Sheet K Wb gðaj  
tam r y³k arR b s BVK añ rv ag Field nig Field . rebo b eFVIsUm G nuvtþ dU cx ageR k am ³ 

o cuc Create Tab => eR C Is e rI s yk Query Wizard enaH vanw gelce cj dU cr Ub x ag 

eR kam  b nÞab;m k eR C Is erIs yk Crosstab Query Wizard 
 
 
 
 
 
 
 
 

o cuc OK 
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o eR C Is erIs y k Table NamY y rY ccuc Next  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o eR C Is erIs y k Field NamY yeFVIC a Field heading rY ccu c Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o eR C Is erIs y k Field NamY yeFVIC a Field heading rY ccu c Next 
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o eR C Is erIs y kd Ucr Ub x agel I rYcc uc Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

o eR C Is erIs y k View the query  rY ccu c Finish enaH n wg) anlT æpl dUcx a geR kam 
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 3. Find Duplicates Query Wizard  : K Wk arb eg áI t  Query E dlb gð aj Ti nñn ½y C a 
tMéls ÞÜn . rebo b eFVIsUm G nu vtþ dUcx a geR kam ³  

o cuc Create Tab => eR C Is e rI s yk Query Wizard enaH vanw gelce cj dU cr Ub x ag 

eR kam  b nÞab;m k eR C Is erIs yk Find Duplicates Query Wizard 
 
 
 
 
 
 
 

o cuc OK 

 

 
 
 
 
 
 

o eR C Is erIs y k Table NamY y rY ccuc Next  

 
 
 
 
 
 
 

o eR C Is erIs y k Field mY yN aE dlm an Duplicates values rYc cuc Next 
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o eR C Is erIs y k Field mY yN asMr ab;eFVIC alk çx NÐ r Ycc uc Next 
 

 
 
 
 
 
 
 

o cuc yk View query 
o rUcc uc Finish b nÞ ab;m k yk Yes enaH v anw gb gðaj dUc rUb x ageR kam  
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4. Find Unmatched Query Wizard :b egáI t  Query E d lE sVgrk Records én Table  
E dl K aµn TMn ak; TMn gnwg Record én Table mYye To t. re bo b eFVIsUm G nuvt þd Ucx ageR k am ³ 

o cuc Create Tab => eR C Is e rI s yk Query Wizard enaH vanw gelce cj dU cr Ub x ag 

eR kam  b nÞab;m k eR C Is erIs yk 4-Find Unmatched Query Wizard 
 
  
 
 
 
 
 

o cuc OK 

 
 
 
 
 
 
 

o eR C Is erIs y k Table NamY y rY ccuc Next  
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o eR C Is erIs y k Table NamY yE dlm an Relate rY ccu c Next  

 
 
 
 
 
 
 
 

o eR C Is erIs y k Field mY yN aE dlm an Relate rv ag Tables TaM gBIr rYc cuc Next 
 
 
 
 
 
 
 
 

o  eR C Is erIs y k Field mY y NaE dle lakG ñkcg ;b gð aj lTæpl rUc cuc Next  
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o    cucy k View query 

o rUcc uc Finish b nÞ ab;m k yk Yes enaH v anw gb gðaj dUc rUb x ageR kam  
 

 
 
 
 

 
4.2 ka rbe gI át  Query Design View: K Wkarb eg áI t Query ed ayx ø ÜnÉg.  

rebo b eFVIsUm G nuv tþ dUcx ageR kam ³  
o cuc Create Tab => eR C Is e rI s yk Query Design en aH vanw gelce cj dU cr Ub x ag 

eR kam ³ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o eR C Is erIs  Table E dlcg;y km keR bIkñ úg  Query 

o cucel I Add rYc cuc elI Close 

o rYc Save e da yd ak;eQ µaH eG a y Query 

o b nÞab;m ksUm cab; Taj  Field NamY yE dlc g; Query  sUm emIlrUb x a geR kam 
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� Sort : eR bIsMr ab;t Mero b Ti nñ n½ye nA kñ úg Query . e ro b C a Ascending (tUceTA FM) 
b¤ Descending (FMeTA t Uc) . 

� Show : eR bIsMrab;b gðaj  Field eda yey I gcuce TA elIs B aØ a  

edIm,IeG ay vab gð aj  .  
� Criteria:eR bIsM rab;E sVg rk Bt’m a nb¤R s g;T inñ n½ yE dle yIgs Yr tamDynase 
� (DynasetKWC aDataSheetE dlpþl; cMel Iy ehIyE dle yI gG aceFIV ka rE ksMr Yl) an) 

.  
sBaØaEdleRbIkñúg Criteria 

sMrab;EsVgrkBt’man b¤ Rsg;Tinñn½yman³ 
Symbol Example  Result Usage  
= =7 7 rkelx 7 
> >7 8,9,10... y kca b;BIelx 8eLIgeTA  
< <7 6,5,4,3,2,1 y kR twmelx 6cuHeR ka m 
>= >=7 7,8,9,10,... y kca b;BIelx 7eLIgeTA  
<= <=7 7,6,5,4,... y kca b;R twmelx 7cuHeR ka m 
Between and Between 2 and 5 2,3,4,5 y kca b;BIelx  2 eTA d l;elx  5 

Like Like "M*" 

Mom 
Sarath 
Moon 
Mara  
Meng 
Ravoth 

rkeQµa H b¤ T inñ n½y E d lca b;epþImed a y  G kSr M 

Like Like "*Ra" 

Moon 
Mara 
Chay Sara 
Yan Dara         

rkeQµa H Ra ed a y minK itR tkUleLIy 
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<> <>F M pÞúy BIePTR sI )a nn ½y fa  y kEtePTR bus  
* An* 

Anne, 
Angkor,... eR bIsMra b;d a k;enA BImux  rW BI eR ka mG kSr b¤elx  

? Ro? 
Rob, Rom, 
Roc,… eR bIsMra b;d a k;C MnYs [G kSrmYytY  

# 6#6 
616, 626, 
636, eR bIsMra b;d a k;C MnYs [elx mYytY  

 
o b nÞab;BI kM Nt ;eTA tam t Mr Uvk a rrYc ral ;ehI y sUm c uc Run C akar eR s c 

  
 
  

o sUm emIllT æplx a geR kam  
  

 
 
 
 
 

5. karKNnaenAkñúg Query 

 
Execise1: 

 ]Tah r N¾³ e yI gcg; eFIVk ar K Nna tMéls rub rb s;p li t plC aeR cIn E dl cMn Ynpl it plda k;k ñúg Field 

Quantity nig tMé lpli t plnImY y² da k; Field UnitPrice én Order Detail Table enaH eyIg 
®tUveF VId Ucx ag eR kam  .  
 1-b e gIá t Query ed ay yk Order Detail Table m keR bI 
 2-Double Click elI Quantity, UnitPrice 
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 3-da k; Cursor R tg; Field fµIb nÞab;BI Field UnitPrice  

 4-cuce lIs B aØa Build                              b¤ mouse sþaMel I Field fIµ ehIy eR C Is yk Build 

 5-s res r dUcx a geR kam ³  
 
 
 
 

 
 
 
 
 
 
 
 
 
 

  6-s Um emIll Tæp lx ageR k a m  
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6. karbegIát Crosstab Query 

 Crosstab Query b g ðaj  Data edays eg çb T inñn ½y  ni gC a Spread Sheet eyIgeR bI  Crosstab Query 

sMrab;b eg Iá t Row nig Column Heading ed Im,IeFI Vka rs rub t Mél (Summarize value) s egçb Tinñ n½ y  
(Summarize data) edayeR bI  With wizard nig Without wizard . 

1. k a rb eg áIt  k a rb eg áIt  k a rb eg áIt  k a rb eg áIt  Crosstab Query e d ayx øÜn É g e d ayx øÜn É g e d ayx øÜn É g e d ayx øÜn É g Without wizard 

re bobe F IV³  
o dMbUgc uc Create Tab =>Query Design 
o cuc Add Table(Student_tbl,Study_tbl,Point_tbl) 
o eR C Is erIs y k Field NamY yE dlel akGñ kcg ;) an  
o b nÞab;m kc uc Design =>Crosstab Tab 

 
 
 
 
 
 
  

 
 
 

o eR C Is erIs  Row Heading( C Yredk ), Column Heading ( C YrQ r ), Value ( tMél ) 

eTA tam kar gar rb s; Field nImYy² dU cx agel I .  
 * cMn aM³  Column Heading and Value   dak;) anE tmYy² b:ueN ÑaH  .  

o b nÞab;m kc uc Run en aH vanw g elcecj l Tæp ldU cx ageR k am ³ 
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7. Action Query  

7.1 Update Queries: K WsM rab;bþÚ rt Mél én Record C aeRcInenA k ñúg Table ) any:agr h½s  . 

 viFIe FIV ³  
  1-Open Query In Design View 

  2-Add Table         Add Fields E dlcg;eFIV kar Update 

  3-cuce lI Design Tab y k Update  Query 

  4-s res r kñúgR b G b; Update to: nUvlT §plE dl ey Igcg ;e G ayecj  
  5-Criteria : vayb Ba© ÚlnU ve Q µaH  b¤ tMélE dle yIgc g;e G ayv apø as;bþÚ r  
 
 
   
 
 
 
 
 6-cuce lI Run  eBlen aH vae cj  Dialog box mYy  
 
 
 
 
 
  7- cuce lI Yes Button ehIy cUle TA ebIk Table edIm,IemI lTin ñn½ y E dl) a npø as;bþ Úr  
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  8- b nÞab;m k cuc elI View e naH van wgel cecj n Uvl Tæp ldUcx ageR kam  
 
 
 
 
 
 
 
 
 
 
 
 

7.2 Delete Queries: K WeR bI sMrab;l ub T inñn ½y én Record enA kñúg Table. 

 viFIe FIV ³  
  1-Open Query In Design View 

  2-Add Table         Add Fields E dlcg;eFIV kar Delete 

  3-cuce lI Design y k Delete Query 

 
 
 
 
 
 
 
 
 
 
  

  4-R tg; Row Delete (Where): K WC alkçx ½N Ðrb s; Delete 

  5-Criteria : vayb Ba© ÚlnU ve Q µaH  b¤ tMélE dle yIgc g; lub  
  6-cuce lI Run eBle naH va ec j  Dialog box mYy  
 
 
 
 
 

6- cucel I Yes Button ehIycU leTA ebIk Table edIm,IemIl Tinñ n½ y E dle yIg) anl ub  
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�cMn aM ³  
  ral; Ti nñn ½yE d l) anl ub  K Wmi nG ac Undo ) aneL I y .  

7.3 Append Queries: eRbIsMrab; cMl gTi nñn ½yB I Table mYyeTA dak ; Table mYye To t b¤ BI  
Queries mYye TA dak ;enA  Queries mYyeTo t E t Table b¤ Queries TaMgenaH R t Uvm an Data Type dUcK ña.  
 viFIe FIV ³  
  1-Open Query In Design View 

  2-Add Table         Add Fields E dlcg;eFIV kar cMl gTi nñn ½ yeTA d ak ;enA  kE nø gepS g 

  3-cuce lI Design y k Append Query 

 
 
 
 
 
 
 
 
 
   
 
 
 
 

  4-R tg; Table Name : eRC Is erIs eQ µaH  Table E dlR tUvcM lgeTA d ak;  
  5-cuc OK eBlen aH  Row Append To nigelceL IgenA e lI QBE rb s; Query 

  6-R tg; Append To eR CIs erI s  Fields sMrab;c Mlg Tin ñn½ y cUl  
  7-cuce lI Run eBle naH vae c j  Dialog box mYy  
 
 
 
 
   
 
 8- cuce lI Yes Button ehIy cUle TA ebIk Table edIm,IemI lTin ñn½ y E dle yI g) anc Ml g 
 

 9- enaH va nwg elcecj lT æp ldUcx ageR kam  
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7.4 Make Table Queries: 

   Make Table Queries K WeR bIsMrab;b e gIá t Table fµIt am ry³ Query m an n½ yf a eBlE dley Ig  
R s g;Tin ñn½ yenA k ñúg Query e naH eyI gG acb eg Iá t Table edIm,IpÞúk Ti nñn ½ye naH  .  
 viFIe FIV ³  
  1-Open Query In Design View 

  2-Add Table         Add Fields E dleyIgc g;R s g; e dIm,I yke TA b egIá t Table fIµ 
  3-cuce lI yk Design cuce lI  Make-Table Query 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  4-R tg; Table Name : eRC Is erIs  b¤ kM nt; nUv eQ µaH  (dak ;e Q µaH) fIµrb s; Table  
  5-cuc OK eBlen aH   
  6-cM; eBaH  Current Database KW Table E dleTIb E tb eg Iá tnwgs iß tenA k ñúg  Database 

E dley IgkM BugeFI Vk ar rIÉ Another Database KW Table E dleTIb E tb egI át nwgs iß tenA kñ úg Database 

d¾é TeTo t .  
  7-cuce lI Run eBle naH va ec j  Dialog box mYy  
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  8- cuce lI Yes Button ehIy cUle TA ebIk Table E dleyI g) anb egI át  
 
 
 
 

 8-enaH v anwg elce cj lT æp ldUcx ageR kam  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
  

Good Luck!!! 
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ChapterIV: 
 
 
 

Form eR bIsMr ab;b gð aj  T inñ n½yE d l) anB I Tab l e b¤ Q uery eh Iye yI gG aceF VIk a rE klMG  rUb rag 
G acbþÚr Font C aG kS rE x µ r G acb Ba© Úl Ti nñn ½y G a cK Nn a > > > > . 

I>  >  >  >  k arb e gáIt  k arb e gáIt  k arb e gáIt  k arb e gáIt  Form 

1.1ka rb eg áIt t a m r yka rb eg áIt t a m r yka rb eg áIt t a m r yka rb eg áIt t a m r y ³³³³ Form  

• cucel I Create Tab 

• eR C Is ykeQ µ aH  Table or Query E dlelakG ñkcg ;b egá It  Form 

  
 
 
 
 
 

• cucel I Form dUc rUb x age lI enaH van wgel cecj n Uvp ÞaM gdU crUb x ageR k am  
 
 
 
 
 
 
 
 
 
 
 
 

- cucel I Save en aH van wgel ce cj dUc rUb x ageR k am 

 
  
 
 
 
 
 
 

• ehIy dak ;eQ µaH eG a y Form rUccu cy k OK C ak areR s c 

Form 
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1.2 k a rb eg áIt t a m r yk a rb eg áIt t a m r yk a rb eg áIt t a m r yk a rb eg áIt t a m r y ³³³³ Split Form 

• cucel I Create Tab 

• eR C Is ykeQ µ aH  Table or Query E dle lakGñ kcg ;b e gáI t Form 

 
 
 
 
 
 
 
 
 
 

• cucel I  Split Form dUc rUb x agelI e naH va nwg elcecj nUv pÞaM gdU crUb x a geR kam 

 
 
 
 
 
 
 
 
 
 

- Save dak ;eQ µaH eG a y Form 

 
 
 
 
 
 
 
 
 
 
 

- ehIy dak ;eQ µaH eG a y Form rUccu cy k OK C a kar eR s c 
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1.3 k arb eg áIt t a m r yk arb eg áIt t a m r yk arb eg áIt t a m r yk arb eg áIt t a m r y ³ ³ ³ ³ Multi Form 

• cucel I Create Tab 

• eR C Is ykeQ µ aH  Table or Query E dle lakGñ kcg ;b e gáI t Form 
    
 
 
 
 
 
 
 
 
 

• cucel I Form dUc rUb x ag elI e naH van wgel cecj n UvpÞ aMg dUc rUb x ageR k am     
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 

- Save dak ;eQ µaH eG a y Form 

 
 
 
 
 
 
 
 
 
 

- ehIy dak ;eQ µaH eG a y Form rUccu cy k OK C a kar eR s c 
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1.4 k a rb eg áIt t am r yk a rb eg áIt t am r yk a rb eg áIt t am r yk a rb eg áIt t am r y ³ ³ ³ ³ Form Wizard 

• cucel I Create Tab =>More Form =>Form Wizard 

   
 
 
 
 
 
 
 
 
 
 

• eR C Is ykeQ µ aH  Table or Query E dle lakGñ kcg ;b e gáI t Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• b nÞab;m keR C Is ykeQ µ aH  Field E dlela kGñkc g;b egá It Form  

• b nÞab;m kc ucel I Next enaH v anwge lcecj nUvp Þa Mgd Ucr Ub x ageR kam  
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- sUm eR C Is erIs ykR b ePT Layout rb s; Form eTA t am  Options x ageR kam ³ 

o Columnar: C akarb eg áI t Form m anra gC a Column ehIyvab g ðaj Tin ñn½ ymþg mY y 

Record E tb: ueN ÑaH . 

o Tabular: C ak arb eg áI t Form m anragC at ara g ehI yva b gðaj T inñ n½ yeR cIn tam 

C Yredk .  
o Datasheet: C a karb e gáI t Form m anra gC a Table. 

o Justified: C akarb eg áI t Form m anragC a dU c Columnar E dr b:uE nþv aR K an;E t tM rwm  
Field nImY y² rb s; Form e G ayesµ IrK ñ aT aMgs gx agE tb: u eNÑaH .  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- \ lUveR C Is erIs yk Columnar b nÞ ab;m kc ucy k Next 

 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
   

• eR C Is erIs y k Style NamY yE dlel akGñ kcg ;) an b nÞ a b;m kcuc Next 
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- dak ;eQ µaH eG a y Form rY c yk Finsih en aH van wg) a nl Tæpl dUcx a geR kam 

 

 
 
 
 
 

 
 
 
 
 
 

1.5 k a rb eg áIt t am r yk a rb eg áIt t am r yk a rb eg áIt t am r yk a rb eg áIt t am r y ³ ³ ³ ³ Design View 

• cucel I Create Tab =>Form Design 

 
 
 
 
 
 
 
 
 
 
 
 
 

• b nÞab;m kv anw gelc ecj nU v Blank Form dU crUb x a geR ka m  
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• eR C Is yk Property => All 

• R tg; Record Source eR C Is ykeQ µ aH  Table or Query  E dlR tUv ykT inñ n½ ym keR bI   
• cucel I Add Existing Field 
• cucel I Field E dl cg; ykm keR bI rYcGUs eTA d ak; kE nøgE dlcg ;da k;é n Form 

• b nÞab;m ke lakG ñkG ac eFVIk a r Design eTA tam GVIE dlel akGñk cg;) a n(G acd ak; BN’ e G ay  
Form G acs r es rb E nßm ) an G acBR gIkBR g Ym  Form……). 

 
 
 

 
   
 
 
 
 
 
 

• cg;emIlR tUv cuce lI Form View b¤ Print Preview 

 
   

 
 

 
 
 
 
 
 

- Save dak ;eQ µaH eG a y Form 
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- ehIy dak ;eQ µaH eG a y Form rUccu cy k OK C a kar 

II. k arE s Vg yl ;B I k arE s Vg yl ;B I k arE s Vg yl ;B I k arE s Vg yl ;B I     Property Form 

Property Form sMr ab;k M Nt; lkç N³eG a y Form ni g Object rb s;     Form . 

rebo b kMN t; Property eG a y Form K WR tUv Right Click elI Form=>yk Property…en aH van wgel c  
ecj nUv Properties mY ycM nY ndUcx ageR kam ³ 

2.1 Format: sM rab;k MN t;R T g;R Ta yeG a yT inñn ½yE dlR tU vb gðaj  d UcC ak MN t; TMhM m: Ud B N’ eG a y  
G kS r b¤ elx C aed Im… 

- Caption : sMrab;d ak; cMN ge C Ig 

- Default View  

o Single Form :sMrab; emIl Record enA k ñúg Form mþgmY y Record 

o Continuous Form : sMrab; emIl Record e nA kñ úg Form b nþb nÞab; kñú geBlE tm Yy  
E dlG aR s½ye TA t am TMh Mrb s; Form.  

o Datasheet : sM rab; emIl Record enA k ñúg Form t am TM rg;  Datasheet 

- Allow Form View  

o Yes : G nuBa Øa teG a yb gð aj tam  Form View 

o No : minG nuB aØa teG a yb gð a j tam  Form View 

- Allow Datasheet View 

o Yes : G nuBa Øa teG a yb gð aj tam  Datasheet View 

o No : minG nuB aØa teG a yb gð a j tam  Datasheet View 

- Scroll Bars 

o Neither : mineG aym a n Scroll bars epþ k nig b BaÄ reT 

o Horizontal Only : m anE t Scroll bars epþ kx ageR kam 

o Vertical Only : m anE t Scroll bars b BaÄ rx a geqVg 
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o Both : m an Scroll bars e pþ k nig b BaÄ r 

- Record Selector 

o Yes : m anb nÞH eR C Is er Is  Record e nA C ab;C ayx agsþ aM Form 

o No : minm anb nÞH eR C Is er Is  Record enA C ab;C ayx a gsþa M  Form 

- Navigation Button 

o m anb nÞH b Ba¢ arM kil Record enA BIeR kam  Form 

o minm anb nÞH b Ba ¢a rMk il Record enA BIeR k am  Form e T 

- Dividing lines 

o Yes : m anb nÞH x NÑ BI Record eTA  Record mY ye To tkñ úg  Form 

o No : minm anb nÞH x N ÑBI Record eTA  Record mY yeTo t kñúg Form eT 

- Auto Resize 

o Yes : eBlebI k Form e da yy kE tT MhMép Þ Form E d l ) ans g;E tb: ue NÑaH 

o No : eBlebIk Form ed a y ykE t TMhM épÞ Form eTA ta m TMhMrb s; Form border 

- Auto Center 

o Yes : eBlebI k Form b Ba ¢a  Form eG a yenA c MkN þal e G R kg; 
o No : eBlebIk Form b Ba¢ a Form eG a ysßi te nA cMT It aMgE dl) anbi T 

- Border Style 

o Sizeable : eBlebIk Form G acpøas ;bþÚ rT MhM Form ) an 

o None : eBlebI k Form eG aym a n Border qµ are nA C Muvi j C ay Form E tb:ue NÑ aH 

o Dialog : eB lebIk Form mi nG nuBa ØteG ayp øas ;bþÚr TMh M Form ) aneL Iy 

- Min Max Button 

o Both enable: G aceR bI) an T aMg Minimize nig Maximize 

o Min enable : G aceR bI) a nE t Minimize b:ueN ÑaH 

o Max enable : G aceR bI) anE t Maximize b:ueNÑ aH 

o None : minG ac eR bI) anT aMg BIr 

- Close Button 

o Yes : m an Close button G acbiT Form ) a n 

o No : K µan Close button edI m,biT Form e T 

 

 2.2 Data : C aE pñ ksMr ab;Bi ni tü BIT Mna k;T MngC am Yy Table or Query sMr ab;s g; Form. 
 - Record Source: sMr ab;b gðaj  b¤ eR C Is er Is  Table or Query E dl ykm k eR bIsMra b;s g; Form.  
 -  Filter : sMr ab;eR C Is er Is yk E tTin ñn½ yN aE dl) aneR caH e G ayk MN t;e TA elI Field  NamY y.  
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 -  Allow Edits  

  + Yes : G nuB aØ ateG ayp øas; bþÚr b¤ E kE R b Tinñ n½ yE dlm an . 
  + No  : minG nuB aØ ateG ay pø as;bþÚ r b¤ E kE R b Tinñn ½yE d l m an.  

-   Allow deletions: 

  + Yes : G nuB aØ ateG ayl ub  Record N amY y .  
  + No  : minG nuB aØ ateG ay lub  Record NamY y .   

-   Allow additions: 

  + Yes : G nuB aØ ateG ayE fm  Record f µIE fm eTo t .  
  + No  : minG nuB aØ ateG ayE fm  Record f µIE fm e To teL I y .  
 -  Data Entry 

  + Yes : s g; Form sM rab;E tb Ba© Úl Tin ñn½ yf µIb: ueN ÑaH . 
  + No  : : s g; Form sMrab ; b Ba© ÚlT inñn ½y fµ Ik¾) an E kE R b  b¤ lub  Tin ñn½ yc as;k ¾) an.  
 2.3  Event:C aE pñkmY yE dl G aceG a yela kGñks res r C a Macro, Module, Event Procedure  
sMrab;b B a¢a nUvs kmµPaB Na mYyE dl) a nkM Nt ;eG a yd Me NIr kar(Run). Event sMx a n;² m and Ucx ag eR kam   

- On Current : eG a yek It m ans kmµPa BenA eBlE d l Cursor rMk ile TA elI Record NamY y 

kMBug eR bIeBl Form ebIk.  
- Before insert : eG aye kI t m ans kmµPa BenA eBlE d l cab;ep þIm b Ba© Úl Record f µImY yeTo t 

enA elI Form.  
- After insert : eG a ye kI tm a ns kmµPaB enA eBlE dlb B a© b;karb B a© Úl Record f µImY y eTo t. 

- Before update : eG ay ekI t m ans kmµPa BmuneB lE dl cab;ep þIm  Save Record. 

- After update : eG ay ekI tm ans kmµP aBeR ka yeB l Record mY y) an Save. 

- On Open : eG a yek Itm a n s kmµPaBmu neBl Record ) anb gðaj elI Form. 

- On Load : eG a yekI tm a n s kmµPaBeR k aye Bl Record ) anb gð aj elI Form. 

- On Close : eG ayek Itm an s kmµPaBe nA eBlbiT Form ) at;B IeG R kg;. 

- On Click : eG ayek Itm a n s kmµPaBe nA eBlcu c Left mouse button elI Form e hIyE lg 

Mouse button vij .  
- On Double Click : eG aye kItm ans kmµP aBenA eB lcu c left mouse button elI Form BIr 

dgehI yE lg Mouse button vij .  
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 2.4 Other : C aE pñkb n Þab; b nSMkñú g Form E dlG aceG ayel akGñ kP¢ ab; Menu or Toolbar, Help 

filer b¤ dak ;eQ µaH r Um K ñae G ay object NamY yE dlm an enA e l I 
Form.E pñk enH m ans a r³sM x an;N as;k ñúg kar eR bI 
R ) as;kmµviF I Help k ark MN t; bMlas; TIrb s; Cursor enA e BlépÞ Form E dlk MBug ebIk eR bI. 
 - Pop up 

  + Yes : G nuB aØ ateG ayeb Ik GVIeTo t eR kA BI Form E dlkM BugeR bI E tmineG aym ans k mµPaB.  
  + No : G nuBa Øa teG a yebI k Form epS ge To t eB lkMB ug eR bI Form enH  ehI ym ans kmµPaB.  
 - Menu bar: C a kE nøgE dl e lakGñkG ac dak ;eQ µaH  Menu bar N aE dl) a nb egáI te hIyenA k ñúg File 

Tinñ n½ yE dle lakGñ kkM BugeR bI. 
 -Tool bar : C akE nø gE dle lakGñkG ac dak ;eQ µaH  Tool bar NaE d l) anb eg áI tehI yenA k ñúg File  

Tinñ n½ yE dle lakGñ kkM BugeR bI. 
 - Shortcut: 

  + Yes : G ac cuc Right click edIm,IeR bI Shortcut Menu E dl) anb egá It .  
  + No : minG ac cuc Right click edIm,I eR bI Shortcut Menu ) aneL I y.  
 2.5 All :s rub cMnu cT aMgbY nx agelI .  
III. k ar eR bIR ) as;k ar eR bIR ) as;k ar eR bIR ) as;k ar eR bIR ) as; Toolbox 

rUb PaB rb s; Toolbox: 

 
 
 
 
 
 
 

 
 
 

Select Object 

Label 

Option Group 

Option Button 

Combo Box 

Control Wizards 

Text Box 

Toggle Button 

Check Box 

List Box 

Image 

Bound Object Frame 

Tab Control 

Line 

Command Button 

Unbound Object Frame 

Page Break 

Subform/Subreport 

Rectangle More Controls 
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eQµaHrbs; Button kareRbIR)as; 
 Select Objects eR bIsMrab; Select All 

 Control Wizards eR bIsMrab; Control én Toolbox edayeR bI Wizards 

  Label eR bIsMrab; dak ;cM NgeC I g b¤ s res rG kS r 

  Text Box sMrab;K U rR b G b;edIm,I da k;r Ub m nþepS g² 

 Option Group eR bIsMrab; dak ;C aR kum n Uv Control mYyc MnY ndU cC a³  
  Check box, Option button, Toggle button. 

  Toggle Button eR bIedIm,Ib eg Iá t Button sMra b;eR C Is erIs ykb¤min yk  
  Option Button eR bIedIm,Ib eg Iá t Button sMra b;eR C Is erIs ykb¤min yk  
 Check Box eR bIedIm,Ib eg Iá t Button sMra b; Check b¤ min Check 

 Combo Box eR bIsMrab;b eg Iá tR b G b; Combo Box 

  List Box eR bIsMrab;b eg Iá tR b G b; List Box 

 Command Button eR bIsMrab;b eg Iá t Button Click  

 Image eR bIsMrab;b eg Iá tR b G b;dak ;r Ub PaB  
 Unbound Object Frame sMrab;b eg Iá tR b G b;E dlminT ak; Tgnw g Table/Query 

 Bound Object Frame sMrab;b eg Iá tR b G b;E dlTa k; Tgnw g Table/Query 

 Page Break eR bIsMrab;bME b k TMB ½r  
 Tab Control eR bIsMrab;b eg Iá t Tab Control 

 Subform/Subreport eR bIsMrab;e gIá t Subform/Subreport 

 Line eR bIsMrab;K U rb nÞ at ;  
 Rectangle eR bIsMrab;R b G b;c tuek aNE k g 
IV. r ebo b K N n aenA el I r ebo b K N n aenA el I r ebo b K N n aenA el I r ebo b K N n aenA el I Form     

1. k a rK N na k a rK N na k a rK N na k a rK N na Field n ig  n ig  n ig  n ig  Field 

eyIgG aceFV Ika rK Nn aed ay yk Field bUk(+),d k(-),K u N(*), E ck(/)C amY ynw g Field. 
]Tah r N_³ b eg áI t Form mYY yed ay yk Table: orderdetail m kb egáI tt am r y³ Form Design 

b nÞab;m kK Us  Text box mYy ehI yda k;eQ µ aH fa Total Sale rYc Save da k;eQ µ aH  Form(sale_frm).  
b nÞab;m ksUm va yrUb m n þcUl eTA kñú g Text box dUcrUb x ag eR kam ³ 
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b nÞab;m ksUm cuce lI View e dIm,I View Form enaH va nwg b gáaj lT æpl dUcx a geR kam ³ 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

2.     ka rK N naka rK N naka rK N naka rK N na ed a yeR b Ir Ub m n þed a yeR b Ir Ub m n þed a yeR b Ir Ub m n þed a yeR b Ir Ub m n þ 
a. Sum(field name): sMr ab;e FVIka rK Nn aplbUks rub . 

b. Avg(field name): sMr ab;eFVI karK N na tMél elx C am Fü m . 

c. Max(field name):sMr ab;;eF VI karK N na tMél elx FMbMpu t . 

d. Min(field name): sM rab;; eFVI karK N na tMél elx t UcbMp ut . 

e. Count(field name):sMr ab;e FVIka rK Nn arab ;cMn Yn. 

f. IIF(Expression,True,False):s Mr a b;e FVIk a r k MN t ;lk çx N Ð.s Mr a b;e FVIk a r k MN t ;lk çx N Ð.s Mr a b;e FVIk a r k MN t ;lk çx N Ð.s Mr a b;e FVIk a r k MN t ;lk çx N Ð. 
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] T ah r N _: ] T ah r N _: ] T ah r N _: ] T ah r N _: ³³³³ sUm R k el kem IlsUm R k el kem IlsUm R k el kem IlsUm R k el kem Il Form x a g eR kam enH nwgb g áa j B Irebo b K Nn ae d ay eR bIr Ub m nþx a g eR kam enH nwgb g áa j B Irebo b K Nn ae d ay eR bIr Ub m nþx a g eR kam enH nwgb g áa j B Irebo b K Nn ae d ay eR bIr Ub m nþx a g eR kam enH nwgb g áa j B Irebo b K Nn ae d ay eR bIr Ub m nþ     
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

លំហត់លំហត់លំហត់លំហត់ 

 ១. ចូរេធវករបេងកត Form ដូចរបូខងេរកម?បនទ ប់មក 

  ក. ចូរគណនពិនទុសរបុរបស់សិសសនីមួយៗ? 

  ខ.ចូរគណនមធយមភគរបស់សិសសនីមួយៗ? 

  គ.ចូរកំណត់និេទទសេអយសិសសមន ក់ៗ? 

  ង.ចុងេរកយចូររបកសលទធផលេអយសិសសមន ក់ៗ? 
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 ២.ចូរេធវករបេងកត Form ដូចរបូខងេរកម? 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 ៣.ចូរេធវករបេងកត Form ដូចរបូខងេរកម? 

 
 

 

  

Good Luck!!! 
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ChapterV: 
 
 
 

 eyIg eR bI Report sMrab; View nig Print Information, Data, kareFIV Group Record, K Nna Total, 

Average kñú geBlE tm Yy. Tinñ n½ yT aMge nH yke cj BI Tables or Queries . Report G aceFIVGI V²  dUc Form 

vax us BI Form R tg;m inG acb Ba© ÚlT inñ n½ y) anK W vaT TY lTi nñ n½yB IeK sMr ab; Print . 
I. karbegIát Report  

 kkkk ) k a rb eg Iát e d a y  k a rb eg Iát e d a y  k a rb eg Iát e d a y  k a rb eg Iát e d a y  Report  

 1-kñú g Database Window � Click Create Tab 

 2-eR C Is erIs  Table or Query E dleyI gcg ;eFIV Report  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 4- e Blen aH van wgb gð aj  Report edays½V yR b vti þ  
 
 
 
 
 
 
 
  
 5-Save da k;eQ µ aH eG ay Report 

  

Reprots 
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 x >  k a rb eg áIt e d a yx >  k a rb eg áIt e d a yx >  k a rb eg áIt e d a yx >  k a rb eg áIt e d a y Report wizard 

-  Click Create Tab => Report wizard enaH vanwgelx ecj nUvpÞ aMg dU cx ageR kam 

- b nÞab;m ksUm eR C Is e rIs yk Table N aE dlel akGñ kcg; eFVI Report b nÞ ab;m ksUm eR C Is erIs yk 

Field  E dlelakGñk cg;b gð a j C ar) ay ka rN_ s Um R kel kemIlr Ub x ageR kam ³  
 
 
 
 
 
 
 
 
 
 
 
 
                             

     2 >2 >2 >2 >) Tabular 

 
 
 
 
 
 

 3333 >>>>) Justified 

 
- Click Next 
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- b nÞab;m kc uc yk Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

- b nÞab;m keR C Is e rIs yk Field NamY ym keFV I Group r Yc cuc Next 

 
 
 
 
 
 
æ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- rYcc uc Next  vanw gelce cj nUvd Ucr Ub x ageR k am 

+ Orientation sMrab; eR C Is erI s R b ePTR kdas  
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o Portrait : eR C is erIs ykR b e PTR kdas b B aÄ r 

o Landscape : eR C is erIs y k R b ePTR kdas ep þk 

 

K  K  K  K  ) k arb e gIátk arb e gIátk arb e gIátk arb e gIát e d a y e d a y e d a y e d a y     Report Design 

  
  
 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 

+ Layout sMrab;eR C Is erIs R b ePT Layout rb s; r) a yka r N_  
o Stepped 
o Block 
o Outline 

- eR C Is erIs y k Stepped r Yc cuc Next 
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- cuc Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
- Click Finish 
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KKKK >  k a rb eg áIt e d a y>  k a rb eg áIt e d a y>  k a rb eg áIt e d a y>  k a rb eg áIt e d a y  Report Design 

- Click Create Tab => Report Design enaH van wgelx e cj nUvpÞ aMg dU cx ageR kam 

 

 
 

 
 
 
 
 
 
 
 

- Click on Property => Click All => eR C is er Is y k Table NaE dlel akGñk cg; ykeFV I 
r) ay kar N_ b n Þab;m k cuc y k Add ExistingField sUm emIlrUb x a geR kam ³ 

 
 
 
 
 
 
 
 

 
 
 

 
- b nÞab;m ksUm cab; Taj yk Field E dlel akGñ kcg; yk r) ay kar N_m k da k;el I Report 
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- b nÞab;m ksUm eF VIk ar Design eTA tam tM rUv kar rb s;el akGñ k 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 
  
  

Good Luck!!! 
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Chapter VI 

         
I. n iy m n ½yn iy m n ½yn iy m n ½yn iy m n ½y 

Switchboard eyIgeFIV  Main Switch Board sM r ab;da k;k ug tak ;  (Switch) ebIk (Open) 

Tables, Queries, Forms, Report eda yminc aM) ac; cUl Database Windows nig bi T (Close) 

Databased Windows..  
II. r ebo b b eg áIt  r ebo b b eg áIt  r ebo b b eg áIt  r ebo b b eg áIt  Switchboard 

 -  ebIk Database E dlcg;eFI V   
 -  Click Database Tools �  Switchboard Manager 

 -  kñú gR b G b;Bt’m a nvas Yrf a Would you like to create one? 

 -  Click Yes rYcrgc aMrh Ut d l;vae cj rUb dUcx ageR kam  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- click New  edIm,Ib eg áI t Label eG ay Switchboard 

 
 
 
 
 
 
 

- click  Ok 

- click New mþgeTo t 

 
 
 
 
 
 

SWITCHBOARDS  
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- click Ok 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. karbegIátqñúckugtak; karbegIátqñúckugtak; karbegIátqñúckugtak; karbegIátqñúckugtak; Main Switchboard 

 1-kñú gR b G b; Switchboard Manager  

 2-cuce lI Main Switchboard (Default) � Edit vanwgecj R b G b;dU cx ageR k am  
 
 
 
 
   
 
 
 
 3- Click New 
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 3- Click OK 

4- Click New mþge To t  
 
 
 
 
 
 
 

 
 
 5- Click OK 

6- Click New mþge To t  
 
 
 
 
 
 
 
 
 

7- Click OK 

8- Click New mþge To t  
 
 
 
 
 
 
 

 
 
 

9- Click OK 
 

 
 
 
 
 
 
 
 
 
 

10- Click Close 
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2. karbegIátqñúckugtak; karbegIátqñúckugtak; karbegIátqñúckugtak; karbegIátqñúckugtak; Openform.... 

 1-cuc Select Openform =>Edit enaH van wgel cecj p Þa M gdUc rUb x ageR k am   
 2-cuc New… en aH van wgel c ecj pÞa Mgd Ucr Ub x ageR k am  
 
 
 
 
 
 
 
 

- Text : sMrab;da k;eQ µ aH eG a yqñúk rb s; Form(ex. Employee) 

- Command: sMrab;eR C Is er I s  Commnad epS g² dUcC a Open Report, Open Form…. 

(Open Form in Edit Mode) 

- Form : sMr ab;eR C Is er Is  Form epS g² E dlel akGñk cg; ebIk (ex. Employee_frm) 

3- cuc yk OK enaH v anw gel cecj pÞ aMg dUc rUb x ageR k am 
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 ebIsinC ae lakGñ kcg ;m anqñ ú g Form eR cI n ela kGñkR t Uv G nuvt þdU cx age lIdE d l²   
 
 
 
 
 
 
  
  
 4-cuc New… mþge To t  
 
 
 
 
 
  
 

 5- cuc OK 

 

 
 
 
 
 
 
  
 
 
 

 4- cuc Close 
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3. karbegIátqñúckugtak; karbegIátqñúckugtak; karbegIátqñúckugtak; karbegIátqñúckugtak; Open Report.... 

cMeBaH k arb eg áI tqñúk ebIk Report vij R tUv eFVI dUcC a ka reFVI k arebIk Form x ag elIE d r.  
 
 
 
 
 
 
 
 
 
4- cuc Close 

 
 
 
 
 
 
 
 
 
 
 

 

x agelIe nH C arUb  Main Switchboard 

 
 
 
 
 
 
 
 
 
 
 
 
 

x agelIe nH C arUb  Openform 
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x agelIe nH C arUb  Openreport 

 
�cMN aM³  c MeBaH k arb eg Iá tenH ey IgR t Uvm an Form, Report, ... rYcC amuns in.  ehIyka reFIV Main 

Switchboard kñúg Ms-Access va) anb egIá t Table mYyeQ µaH  Switchboard ehIyenA el Iép Þ Form 

vaE tg ykeQ µ aH  Database m keFIVC ac MNg eC Ig (Label). 
III. k a rb g ðaj  k a rb g ðaj  k a rb g ðaj  k a rb g ðaj  Switchboard enA eBl ebIk  enA eBl ebIk  enA eBl ebIk  enA eBl ebIk  Database 

� edIm,I eG a yeBlebI k Database ehIyeG a ye cj  Main Switchboard E tmþge yIg eFI Vd Ucx ageR k am ³  
- Click office button =>Access Option 

- kñúgR b G b;; Display Form cu c R BYj cuH rYc yk Form mY ye Q µaH  Switchboard  

ehIyc uc OK  
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IV.  Administering Your Database 
 

1. Compact and Repair Database 

a. cucel I Office button� Manage => Compact and Repair Database.... 

 
 
 
 

 
 
 
 
 
 
 
 
 

2. Back up Database 

a. cucel I Office button� Manage => Back Up Database 

- 
 
 
 
 
 
 
 
 
 
 
 

b. eR C Is erIs T It aMgs Mrab ;Tu k Database 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Click Save 


