


YCSD

MS ACCESS

How to Start MS Access

Click on Start Menu
Click on All Programs
Click on Microsoft Office

Click on Microsoft Office Access

HyperSnap 6
Kaspersky Anti-Virus 6.0 for Windows W
Logitech
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Microsoft Office Netwaork

!;4 Microsoft Office Access 2007 [+,
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17 Microsoft Office Outlook 2007
1@ Microsoft Office PowerPaint 2007
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How to Create Database

v" Click on Blank Database option

Template Categories
|- Featuring
Local Templates
From Microsoft Office Online

New Blank Database
Business

Personal
Sample Blank Database
Featured Online Templates

Education

Microsoft Access

Getting Started with Microsoft Office Access
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Issues
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Contacts
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Office Online

Ch
A

What's new in Access 20077
- to help you quickly track, report, and share

infarmation in a manageable environment. Learn
maore about the new features and improvements.

v Set file Name & File Location
v Click on Create

o

The new Access 2007 contains more powerful tools

Marketing projects Projects Sales pipeline

More on Office Online:

Training | Templates | Downloads

Get the latest content while working in the 2007
Microsoft Office system

Guide to Access 2007 User Interface

Organize all your objedts using the new, easy access
Mavigation Pane

Automatically update this content from Office Online




Microsoft Access

Local Templates
From Microsoft Office Online

Getting Started with Microsoft Office Access

Business
Personal
Sample

Education

Eﬁﬁcemline
What's new in Access 2007?
ﬁ The new Access 2007 contains more powerful tools

to help you quickly track, report, and share
information in a manageable environment, Learn

Marketing projects Projects Sales pipeline

Mare on Office Online:
Training | Templates | Downloads

Get the latest content while warking in the 2007
Microsoft Office system

Guide to Access 2007 User Interface

Blank Database

Create a Microsoft Office Access database that does
not contain any existing dats or objects.

File Name:
|stugents | &
C:\Users!ycedi\OneDrive\Documentsl

mare about the new features and improvements.
P Organize all your objects using the new, easy access

Navigation Pane

from Office Online

¥"  Right click on Table
v" Click on Design View
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‘Home  Create  BxemalData  Database Tools || Datasheet Il

I g a % ﬁ W Insert Data Type: +|[] unique @
# Delete Farmat: Formatting o f D Is Required =l

View Mew Add Existing Lookup Relationships Object
- Field  Fields  Column =0 Rename | | & % |5} 1 Dependencies

Views ] Fields & Columns | Relationships.
All Tables v
EL S
1 Table1: Table

Students : Database (Access 2007) - Microsoft Access

Open

Design View

Jmpart

Export
Collect and Update Data via E-mail

Rename
Hide in this Group
Delete

Cut
Lopy

Paste

Linked Table Manager
Table Properties

Record: 4 4[1of1 | » W+ | & NoFiler | Search




v’ Set Table Name
v Click on Ok

Save As

Table Name:

Student Details|

v' Set field Name & Data Type
v' Then Save

M Table Tools

Home Create External Data Database Toals |I Design ‘l

Students : Database (Access 2007) - Microsoft Access

@ ? }3\ @ g’“lnsmkows _g

= Delete Rows
Primary Builder Test Validation Property Indexes

Key Rules @Laokup Column Sheet
Tools Show/Hide

All Tables -«
Student Details S Field Name Data Type

T student Details : Table Student Id Number
Student Name Text
Address Text

Class Text

Roll Number
Date of Admission Date/Time
Email Hyperlink

Field Properties

General [pokup

The field description is optional. It helps you
describe the field and is also displayed in the
status bar when you select this field on a
form. Press F1for help on descriptions,

Design view. F6 = Switch panes. F1 = Help.

v Then Double Click on Table

Home [ Create External Data Database Tools
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- ¥ Format Painter
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All Tables
Student Details
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v Insert Records

s Table Toals Students : Database (Access 2007) - Microsoft Access
—,m‘ Create External Data Database Tools | Datasheet
) 7z B
ﬁ # cut Calbri = New X Totals {7 Selection
23 Copy =Hsae Y spelling V5 Advanced ~
Paste Refresh Filter
- j Format Painter All™ )( Delete ~ E More~ || 35 7 Toggle Filter

Clipboard {F} Rich Text Records Sort & Filter

All Tables S
Student Details A Studentld - StudentMan~| Address - |Dateof Adm ~| Email - Add New Field
T Student Details : Table 100 Akash Kolkata 5/11/2022 akash@gmail.c
101 Sudip Pune 5/3(2022 sudip@gmail.c
102 Rahul Maharastra 5/5/2022 rahul@gmail.c
103 Sukumar Pune 5/13/2022 sukumar@gma
104 Sudesh Kolkata 5/6/2022 sudesh@gmail
105 Prakash Delhi 5/11/2022 prakash@gmai
106 Amit Delhi 5/2/2022 amit@gmail.cc
107 Sujoy Pune 5/4/2022 sujoy@gmail.c

Recordi W 4[8of8 | b W b [ G iofiier |[searcn
Datasheet View Num Lock  Bxtended Selection

How to Create Form

v" Click on Create
v" Then click on Form for readymade form
v" And save the Form

@ = Students : Database (Access 2007) - Microsoft Access
Home Create -[ B 1 Datab. Tools

I
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Table Table SharePoint Table Split  Multiple Form Report Report Query Query Macro
Templates ~ Lists =  Design)| Form Items %MME Forms ~ pesign HREPM‘ Wizard pesign || Wizard Design -

Tables Forms Reports Other

All Tables




Database Tools [ meat‘ Arrange |

Home Create External Data

Students : Database (Access 2007) - Microsoft Access

| calibri T I. | -1l @ = Width - |
Style ~
View Conditional

Views

Gridlines
- & Calor ~

Formatting Gridlines

All Tables
Student Details
I student Details : Table

/ Student Details
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1[4 Page Numbers
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@ Date and Time & Line Color
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Fields
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AutoFormat

i Student Id:

Student Name:

Address:

Class: ‘x

Roll: |10

Date of Admission: |5,f11,f2022

Email: |akssh@gmail.com

Record: W < [10f8 | b M b= [ 1o Fiier [[earch

Layout View

v Click on Create

¥"  Then click on Report for readymade report
v"  And save the Report

:
Home Create I ‘Bxternal Data

Database Tools

Students: Database (Access 2007) - Microsoft Access

Mum Lack  Extended Selection ||ED
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D Blank Form Jank Report
Table Table  SharePoint Table Farm  Split  Multipl

orm|
Templates~ Lists~  Design Form  Items (= More Forms - Desigr
Tables Forms.

Reports

All Tables
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‘Num Lock  Extended Selection
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Home Create

| Report Layout Tools

| Students: Database (Access 2007) - Microsoft Access

External Data  Database Tools Format  Arrange [Pagei!lup

Show Margins
b
Print Data Only
Size e Page

o Columns Setup
Page Layout e}

All Tables |«

Student Details £

=3 Student Details ; Table

(’ Student Details

StudentId Student Name

Tuesday, December 27, 2022
4:11:09 PM

Address Roll Date of Admission

Email

100 Akash
101 Sudip
102 Rahul
103 Sukumar
Sudesh
Prakash
Amit

sujay

Kolkata 10 5/11/2022

Pune 15 5/3/2022
Maharastra 5/5/2022
Pune 5/13/2022
5/6/2022
5/11/2022

5/2/2022

Kolkata
Delhi
Delhi
Pune 5/4/2022

Page1of1

akash@gmail.com
sudip@gmail.com
rahul@gmail.com
sukumar@gmail.com
sudesh@gmail.com
prakash@gmail.com
amit@gmail.com
sujoy@gmail.com

HNumlock  Extended Selection

Append Update Crosstab Delete

Query Type

Select Query

v" Click on Create
¥v" Then click on Query Wizard

P Es]

Home | Creaste | EdemnalDats  DatabaseTools

Students: Database (Access 2007) - Microsoft Access
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Templates~ Lists~  Design

Tables
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Forms.
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Repo
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v Click on Ok

Crosstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
fram the fields you pick.

v Click on >> Simple Query Wizard
v" Click on Next

T .
[Table: Student Details

Available Fields:

Student Mame
Address

Class

Rall

Date of Admission
Email

Simple Query Wizard

) What title do you want for your query?
v" Then Click on Next

|Select Query

v"  Set Query Name
v" Click on Finish

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?

(O Open the query to view information.
(®) Modify the query design.
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Please Ensure Your Enrollment Ver

ENROLLMENT VERIFICATION

Student Registration No. Date Of Birth

Check Now

Please Login Via Franchise Id & Password

CENTER LOGIN

User Mame Password
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