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tables« you plan the field ( columns ) for each table« and you set a data type for each
field.
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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.
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.

VT XN 'Gwl.__g 220 oVl & 0auh 03ld i A Ax g3 L
1- Which of these actions can be done in the getting started with Microsoft Office access
page?
a) Create a new database b) Open an existing database
¢) Use a template for creating a database d) all of them
2- To open one of the most ................... 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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There is no primary key defined.
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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 (Fieldl, 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.

13983 Eawly p3) DVlgaw &3 VU (yio 43 Aagi by
1- Which view lets you to set field properties?
a) PivotTable b) DataShee ¢) 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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Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.

oo pwr 9 LYo Sl
Tables/Queries PRI
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Query: books Query
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Simple Query Wizard
Which fields do you want in your query?

You can choose from more than one table or query.
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Simple Query Wizard

Would you like a detail or summary query?
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3 | cc O Summary
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Simple Query Wizard

What title do you want for your query?

|
[pooks Query1] = Gl el w35 Sy
SRR OB

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

Do you want to open the query or modify the query's design?
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(*) Open the query to view information.
() Modify the query design.
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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.
1342 Fuwly ya) Vg &g Jud (yile 4 dagi by

1- A query can get its data from ...

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

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

report.

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

(%) Preview the report.
(C) Modify the reporfs design.

sles D> G b
ol s Jeel sl » Design

Cancel ” < Back ]

OBIS L usss Wizard Report yis) a ol S il s o iy oppaT 7-YE JSb
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Label Wizard

S e Slass

PY-TPRE IR

This wizard creates standard label

What label size would you like?

Product number: Dimensions: MNumber across:

52 mrn x 70 rarn 2
21 mm x 15 mm 5
72mm x 72 mm 2
1
1

246 mm x 166 mm
110 mm x 146 mm

Label Type
nglish (&) Metric (%) Sheetfeed () Continuous
slasl
S 0 ilter by manufacturer: |Avery ~

o o elw yuss Label Wizard o )iy (sl Y7 JSis

Next GaoSs 90 5 38 Hus b a1 i wolud 9 ) Sl wigd cWizard gasy ala jo 0> =Y
CE-PY JSb) oS s

) 9 plwanisd uss o Label Wizard e y=iy ¢yross -V JSi
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Label Wizard

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.

Prototype label:

{lsS aylo-{Egnga}

Jolio o5 &y adys Jlassl sl
S IS aeSS ol 590

Cancel ][ < Back ] Mext = l[ Finish

s p slaalsd s Label Wizard o jziy ¢yue su #-YA S

23 Sl aald (yl 335 (5o il B3 55 ) (il o e Sl (B8 cWizard I sasy o pzip 0> -0
(7-Y JSh) oS ST Next saass (590

Label Wizard

‘You can sort your labels 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?

L

So0n aER000000 00000

Available fields: Sort by:

wilgo ol
Ego9a
itusil UL

[ Cancel ][ < Back ] Mext > I[ Einish ]

6w 5 50 e Al s Label Wizard o p=iy opuoolis #- ¥4 JSi
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The Report tool provides the fastest way for you to create a reportc because it
generates a report immediately without prompting you for information.

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.

P 3u0 Tl ) DVlgan & Ggd (plo 42 Axgi by
1- The Report tool provides the ..... way for you to create a report

a) Fastest b) most difficult ) easiest d) earliest
2- how can you have more selection about what fields appear on your report..
a) by using the Form Wizard b) by using the Report Wizard

¢) by using the Chart Wizard d) by using the table Wizard

S8 50 el Dla 33 L T (5l Aol g SileMbol Sl (sl Jsa Jl osls sl )glbio 4 (i)l sl

bl 50 Report Wizard s Report Tool 1l jl eslaiwl i)l 35 skl slagbsy Jl @
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