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| Microsoft Access 2013 |
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Open Other File Templates ready to use SkyDrive Login

? - 8 X

Searenierninelemplales mohamed abou elela | e
Ccess - m.aboelela@hotmail.com iii‘t,"f-lt‘
Suggest

Business Contacts Employse Inventory Project Sales Switch account

Recent

\
You haven't opened any files recently. To browse for AN
a file, start by clicking on Open Other Files. |
[ Open Other Files D I
i e

Custom web app Blank desktop database Asset tracking Contacts

Issue tracking Project management Task management

Access Recent Used Files
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Aldilapid o

Database 2013 : Database- C\Users\mohamed\Documents\Database 2013.accdb (Access 2007 - 2013 file format) - Access T T v <

mohamed abou elela ~ E
Open

p
S Recent

. Database 2013
(A B

My Documents

mohamed abou elela’s S@D{iye

Computer

Add a Place

Account
Options

Add-Ins~

Banaad) L) Bacld au) ALS, A8

Blank desktop datat
File Name ’
Database 2013

Baaal) clityl) sacld Bda (lSa daaly A8

C:\Users\mohamed\Documents\

0

Create

L) Jsaall g Bagaad) cliLyl) S8 LY Great o

Zeabinl! A ) ALE 1) Jsdal) aly 4dLd) g calal) ) 4LUS 2y
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Address BAr

HOME CREATE EXTERNAL DATA

Views Clipboard F1
All Access Obje... ® «||= “"';’5
ol
ables N
B Tablet

‘ Record: 14

Datasheet View

Z Access 2013 Interface :

DATABASE TOOLS
! Ne z Totals

Ylj Advanced ~ = =
gle pa Delete DMme-

Sort & Filter

1ofl

Group Bar (Ribbon) Tab Bar

TABLE TOOLS Databas€ 2013 : Database- C\Users\mohamed\Documents\Databa... ? -
£
mohamed abou elefa ~

FIELDS TABLE

ADD-INS
| Arial (Detail)

= GoTo~
I U -
l.;: Select - = A
Text Formatting

ABC

+ Spelling

Find

- | Click to Add -

NUM LOCK

Bs
==

B

Status Bar

Navigation Pane

QLS o gy 23 Y1 2013 gl A gara (10 galize o) 9 Access 2013 gabin ga Jalailly i) ¥
U g Lgra Jalacil] g gali pul) 381 93 ISt i ol Ml

Jualilly gali ) Agal g ¢ s A £LE O ) g3 i gy
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; Adress bar ; Z

Database 2013 : Databaze- C:\Uzers\mohamed\Documents\Databaze 2013,accdb (Access 2007 - 2013 file format) - Access

ustomize Quick Access Toolbar £15a) 4 uj‘ ("‘"“3‘ 'h.'.U*“." SR
New 235 Undo 12 LA salaiud g Redo @is)aY) o8 aal g Save Bis i 5 4 aa gy ) ¢ Jal)
o Quick Access Toolbar gasd Jgash Jay yé (avais
;‘a“e‘[ Lgaa Jaladi o1 ciliLnl) 3ae 8 Cila a9 Database gl sl Ay aa gy Ja Y 5 Al
-mal
Quick Print Min gaill g Max =il g Close (@MYL gealisal 838U pa Jaledl) ) 540 88 g1 (pad¥) & 3l
Print Preview
Spelling ! E
Unda : G
Reda QA-‘-A
Mode Access 2007 A dilud) Asaill el ao) 88 e aaiay Access 2010 gabie o) O siadl Jay pdi aad (pa 222y

Refresh All

Sync All
Mare Commands.,,

Show Below the Ribbon

F Tab Bar z

HOME CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS mohamed abou elela ~

5 4 2ag LS gl by e AT G B LA 23S Ge paaall RALAT () (ool (ha g e pannal) ay iy DalS Unleti ) o pa 130 gl Jay pi (o
LaS @l LA Al YA (e gail) oy ph CilipSa s iy 9 HOTIAIIS 8L 2 an) (5% B3le 98 5 &y GalAl) SKyDrive aiiua aul (pasl) qad)
WY Lgle o jath i gan Al g grali ol Al jal) iy 5l (14 9 g gl

File Tab

Home Tab

Create Tab
External Data Tab
Database Teols Tab
Add-Ins Tab

FG;OUp Bar (Ribbon) : g

d B ‘ pmEeeg e | S 2. Totals  ac REPISEE [a ) (Detail)

f E Y\j Advanced ~ Hienk 8 Save o Spelling = GoTo~
View Filte 2efres [ -
¥ X Format ‘ ; Toggle | All~ Uelets = More~ [y Select~ B I U A4

Views Clipboard S ecords Find Text Formatting

Jeard) daubs G gl Al 5 AY) e ganall Garg g ey Tab Bar qusdll b jd e siddy il 8138 Group Bar @ie gaaall by o Uale 28
il gSa aan 77y g BaY L2 o Al Ll g () 9 dilsal) o

4
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F File Tab ?

Microsoft Access 2007 4dwui 0 b gl 45 Jas alha Cila cu g ald Cua Access 2013 gl (B S JSdn aaiinial) dgal g avanal Bale ) o

? g X

mohamed abou elela - [

L

Options

Add-Ins~ Blank desktop database Asset tracking [ssue tracking

e
S

=

Project management Task management Desktop asset tracking Desktop contacts Desktop issue tracking

23130 ) g ABS ) g Al Lua g Alaida g Ll eid) MicrosOft Office 4 Ak <l laa) 8 5 A gia ilS A1 dpadd) sal ) (i (5 sim File cugs (§sd AL die
Jia daa Jaladll

( Info SNeWw=i@pen - Savel, Salle’as - Print - Close — Account - Options —Add-Ins)
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Save (Ul 318 Bia )

Save as( AlE auly Sl 31018 Lia )

Print (454 5 Aslial) fud a3 5 deLidal) 48y o g dagldal) £ 65 LA 9 clibud) aeld il ga Aol (e lisal )

Close ( gkl Gaa@libyl s2o@ 21
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1. General

ey umaSi gl (B Lo gad JASY) Col LAY yuis 8 ADA (e (Sl ale

N gala il g Al Laa ol gll ADE G gali ) AdLE ¢y gf A& aSadl

clib) 3acld Bia ey asdioiadl acd gy 3390 LS o8I gaballg
Homasl) o Al

2. Current Database
Bl gsine R LES it DA (e (Sag el Gl Sactd
clibd) 3l (o e JS& waad dliSey LaS Lgiishyl (S g LgatlyEabibet
A sehall 48y pha g Lgd (il piionall Lol

3. Datasheet
b il Ay (20 LS oA ADA (e Gley JLd g g i) 48
e M A g dadl) J8& 9 Jglandh JSi ) ggds AdiS g unnsy) gali
Aal) i) 5ac e Jaad)

Access Options

Access Options

Current Database

Access Options

eneral options for working with Ac

User Interface options

[7] Enable Live Preview
ScreenTip style: |Show feature descriptions in ScreenTips
7] Show shortcut keys in ScreenT

"] Disable hardware graphics acceleration
Creating databases

Default file format for Blank Database: |Access 2007 - 2013!3
Default database folder: C:\Users\mohamed\Documents\

New database sort order: General - Legacy

Personalize your copy of Microsoft Office

User name: mohamed

Initials: m

7] Always use these values regardless of sign in to Office.
Office Background: |No Background [

Office Theme: White  [+]

2 Options for the current database.

Application Options

Application Title:

Application Icon:

(none]B
{non
Status Bar
Document Window Options
Overlapping Windows
© Tabbed Documents
[¥] Display Document Tabs
e Access Special Keys
Compact on Close
| Remoye personal information from file properties on save
Use Windows-themed Controls on Forms
Enable Layout View
7] Enable design changes for tables in Datasheet view

V] Check for truncated number fields

Dirture Dennarh: Ctnrame Enrmst

ﬁ Customize the way datasheets look in A

Gridlines and cell effects
Default gridlines showing
|| Horizontal
[¥] vertical
Default cell effect
@ Flat
) Raised
Sunken

Default column width: |1"

Default font

1 [+]
Weight: |Normal E
"] Underline

[T Htalic

=

Microsoft Access 2013

OK H Cancel |

oK ] \7 Cancel

[ ox |7\ Cancel
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4. Object Designers
U JSd it clilby) el o aildl) adiicy Lgia g cililbll gasas
was kg iy pilallly cladaind) g Jglaadl (e IS praal
praall) ¢LE) il i) pUadl)

5. Proofing
daal e Jary uesY) galipd glawd) DA (0 (Say LA sagiggds
pacaal) o9y g Al 301 8N G galially alll cily giaal 3855
usald LAY g ALY GENN lawd) e 8l 03 JMA Eoa Lgbinsy

gl all aadicaal) (g8l

6. Language
B (i e Oy i Agal g skl DA (e (Say Jd sy il
dad 8 asadl) Lo BliCe; LaSTAS A adga (o Uhaa Lgdiaad oy cildd
iy Miad 5 A0 Aaly Al ) dgal oo Blal) aa Jath clial cila glaall jLgdil
DS slanly il gadl T ledal g 4 5udady) dallly gali ) dgaly Jaa
L S g A ) dallly Lgadulig

Access Options

Access Options

Proafing

Lan

Access Options

ofing
Language

Client Settings

Microsoft Access 2013

hange the defaul
datasheet and lay

Table design vi

Default field type Short Text [
Default text field size: 255 3
Default number field size:  |Long Integer
Autolndex on Import/Create:

7] Show Property Update Options buttons
Query design

[¥] Show table names

[] Output all fields

¥| Enable Autojoin

Query design font
Font: | Tahoma
siee (8 [+]

SQL Server Compatible Syntax (ANSI92)
[T] This database

Default for new databases

ok | [ cancel

nge how ess automatically corrects and formats the contents of your databases, and how it
2 indicates th at it finds

AutoCorrect opt
Specify how Access corrects text as youtype | AutoCorrect Option

When correcting spelling in Microsoft Office programs

/| Ignore words in UPPERCASE
7] Ignore words that contain numb:
[¥] Ignore Internet and file addresses
Flag repeated words
| Enforce accented uppercase in French
Suggest from main dictionary only
| Custom Dictionaries.. |
French modes: Traditional and new spellings|~ |
Tuteoverbformsonly [ ]
7 Arabic: Strict initial alef hamza

Spanish modes:

7] Arabic: Strict final yaa

7] Arabic: Strict taa marbgota

Dictionary language: |Arabic (Egypt) []

H ‘ Settings that change the client behavior. These are user settings that don't move to the
experence,

Editing
Move after enter
© Don't move
© Next field
Next record
Behavior entering field
@ Select entire field
Go to start of field
Go to end of field
Arrow key behavior
© Next field
Next character
[ Cursor stops at first/last field
Default find/replace behavior
© Fast search
General search
Start of field search
Confim
[7] Record changes

¥ Document deletions
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Access Options.

Editing

Move after enter
© Don't move

@ Next field

7. Client Settings e gl
) Ty S JAY ighaly Ak b Satll gag Gl cililie] |
iy Lgad ppancll Alaa G L) 21y il 508 piians o) oot (| et
48, Jal (gl Jglaal) ypant ol il Ly sl Jalgal) any yaady oLl |1 ik
Jpanl) 0 G il 3228 M) L) i e i

Default find/replace behavior
© Fast search
General search
) Start of field search
Confirm
[#] Record changes

V| Document deletions

Access Options.

Customize the Ribbon,

Choose commands from: Customize the Ribbon:

8. CUStomlze Rlbbon = Popular Commands Main Tabs
oo UiSay (i Tl 8 sall ol A pe &l oy d auadd s o —
Coal) JA e UiSay LaS o gaill g cile ganal) dda ) cligla (asadl :
b Agal sly Ll alaiin Jgaw oy guiliall da gl S jLaid) e .
L) Jguash) A ggny sl 20 lilalin) g ol sdidf ks consa aohcesTeob || 2 D | - - e

Descending
" Design View
Email
T Excel
5 Excel
Find...
Font
Font Color
Font Size
=] Form View
¥ Format Painter
Layout View | Import/Export 4

FNTab‘ |

Customizations: | Reset v |

Access Options.

Customize the Quick Access Toolbar,

Choose commands from: Customize Quick Access Toolbar:

Popular Commands =] For all documents (default)

9. Quick Acgess Toolbar R g
o Wiy (punsS) gabis 3 5nall 538" DA (e o pead) Jgaa gl il gaf day pi e \; scending S Undo

Close Database | Redo

LAA Le—.‘,-.‘:' d‘,ﬂ‘j C)‘JM‘ -h:')& ‘.’é 3-’*‘9‘1‘ Q‘jJY‘ QUJSA " re C gs 2 Close Master View
R..MS a*u UJQ &Lﬁ.ﬂ:‘ g o):.'\s...i FORECIA( )A\Jm JJJ.AJS\ d@-‘"‘:‘ o 7 Datasheet View

Delete
X R Add-ins Delete Record
l‘d‘*“ ‘JAM‘J u‘\,@“ Descending
Design View
Email
Export to Excel spreadsheet
Find...
Font
A Font Color
Font Size Il -
= : Customizations: | Reset ¥
| Show Quick Access Toolbar below the
Ribbon ort/Export vl 0

| OK Il Cancel V
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Access Options.

. View and manage Microsoft Office Add-ins,

Add-ins
Name Location Type

Active Application Add-ins
Send to Bluetooth c\..MM\Bluetooth Software\btsendto_office.dll COM Add-in |

10. Add-Ins g : :

u&\é\’\ @\Jg kw Ué LQA.‘JJ\ eﬁ 8.\3.\9 FIPRTS 2L u‘-ﬁa‘g‘ dﬁl.k'ul\ asp . o lated Add-

Talig aladin) Ala 8 Jalaill gbaad g 48y jh daas i Lgia g 2013 n

3asaga s A 2‘.‘-‘51".4‘ 3 o) o) gishll e clibud) Juw) u'é S| o == : SendtoBluet;t;th
DoY)l B gy Llaiudl) & g5 olil) A e ) adieds Lgdad o gy o S e R

Location: c:\Program Files\WIDCOMM\Bluetooth Software\btsendto_office.dll

Description:

Manage: |COM Add-ins [+ |

J | Cancel

Access Options

Protecting your privacy

bje ners Microsoft cares about your privacy, For more information about how Microsoft Access helps to protect your privacy,

11. Trust Center Pracfing ple: 'eseethepnvacystatemir
el 388 Ak oo claglall plry dasluy Lday S S e
A,d U8 o GG 3Sal M) Jas DA e il g el i)
b g g Sls

Trust Center

Microsoft Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your e
computer secure. We recommend that you do not change thes ings. Trust Center Settings...

OK I l Cancel

4 galldll Group Bar cile gaaall Juy pdy Lali Usli ) Jafi e Tab Bar gt qusidl) Jupd of 38 (e <83 LS
33y oy oY dﬁdwgcﬂuw\&\ﬁﬁmﬁ&&wmmgﬂ\ Tools < s e 5,9 (533351‘;:4‘3
4 b pal) e gannall Jay jdi g 8 JS le Adausa
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Z Home Tab )

z Totals
= J T Advanced + Sav o Spelling =2 GoTo~
e Pajte f t Painte o Rem t Toggle Fiit All~ elet DMore' ‘ [¥ Select~ B I U A-
Views Clipboard 1 Find

Arial (Detail)

Text Formatting

Groups <le ganall Ao dpi ) dadial) cu g (s giay g
(Views Grougmhua s (@b 4s saa
( Clipboard jpdkélal) de gana
(Sort & Filter) dubaly ju dc sana
( Recordg)hedlawde gaze
(Find )&y ds saxa
(At Formatting) uail) g s saa

2 Create Tab

B B8 M RE EGOTm B[ [ Fm= -

= et — =] - L Py
= , ¢ (= Navigation - | Labels £ Class Module
Application  Table Table SharePoint Query Query Form Form  EBlank _ Report Report EBlank Macro

Parts ~ Design  Lists~ Wizard Design Design Form IEl Mere Forms - Desigh Report (= Visual Basic

Templates Tables Queries Forms Reports Macros & Code

4L Groups il gaaall e JS Ao £LAS) qui (5 55
( Templates ) <l 8 4 gana
(Tables ) Jslia de sana
( Queries ) ciladai) dc gana
(Forms ) g ds gaxa
(Report ) s ds gara
(Macros & Code ) 709 58k &lia g de gana

Z External Data T;b é

[_'F,‘ Text File 3| f_m Access

==z == =W ]
!__' £ R [; 5 -_ :
EIXMLFile 2 S s w9l Sl Cfy Word Merge

Excel Access ODBC Saved Excel Tedt XML PDF Email -
Database '+ More~ Exports File  File orXPS 5" More~

Impart & Link Export

AU Groups @le saxal) Ga S (le A A Gliby Gu s s i
(Import & link ) iy Jsiul de gana ]
(EXport) smiaide gaza 2
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¥ &
i \ 7

Compact and Visual
Repair Database  Basic

ns Microsoft Access 2013

Z Database Tools Tab

]ﬁr - = [ [3 Database Documenter ._:HF]
- ' = ‘CD E Analyze Performance e’ lD}‘

Run  Relationships Object = ” N Access SharePoint  Add-
Macro Dependencies 0/ Analyze Table Database ins~

Tools Macro Relationships Analyze Move Data Ada-ins

40 Groups cile sanall (e JS o LY B BlBilgs cust s siny o
(Toolg) sl degena
(Macro )y sk de sana
( Relationships ) cilSlal i gana
(GAnalyze ) Jual ds gaxa
(Move Data,) <kl JEde saxa
( AddIns) 48L&y Gillgl e gaza

Z QAdd-Ins Tabf— g

Bluetooth ~

Menu C

Navigation Pane

ommands

LN Group 4s gaxall (e JS o AdlaY) il gl cued s giny o
( Menu Commands ) 4ai@ll jalgi de gana 1

Z Design Area — é

Cladlaiad g Jglaa (o el ully Y EGX EAR TS s Jardl pawedal) s 3all Ay
3 (R e gl Al bl da il LSl o Wyl g Ty gilady
dihia & daa Jalaill g g te QLS (5) USRS (e iSay i) g cllilSl) o SRS

ol Jaal)
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Z Navigation Pane S

il JAIE £ 3 DA e cililyl) Bac B L8 dladaal) LS oda aa Jalail) alyg Objects cliisll (s s gaza (8 3 e cilibnll 301 68 &) Gaw Laa Lid o
Al gl o ciliilsl) cilid aran JS (5 ging

(Table ) dghaad 1
Jda Cme JSI e (o giad ) cililud) Bac L8 (Say g Lgd ALalS) cilild) o (s giag A) Eua cilily 3o (6Y bl joaall A Jy ciliilsl) o aa) A
Al g cila glaal) Lgd 7 a3 Jalad) A Baee¥) g il A Cighiall (pe die o o giay aa) gl Jgaadl
Jmand) Jagual pualdd) g lRal) 333k o cilibnl) 2oy J gland) gaan (o Jai) GSan g J gaadl Jila Lghada
clibed) ac 1 s A8, Laa lgday ;5 cililud) o

All Access Objects @ «
Search.. yel

Tables
B Tablet (Queny) Ciladlatin
%;er:zm . (=T dima (ailad gl g i cun Lghiiar g Lgs 5l o) Laasaad ait J glaad) il e dadaa is gana
— . elilul) sacld pidla i ) i

j Tablel Query

Reporss (Forms ) gl
; bl S&ﬁﬁmubﬁab pasanalil) &) jaaa Asd yedaySliM QUI*\I\L@'A& e g.il.g.m JeAd) A
L) a0 g8l andicial) o Jlaaia) Algu ¢ ST aia JS g cililil) puda g oy ¢)) AN 9

( Report ) i
k@\ﬁJJMjMW&AJQﬁY\&JWJL@J&%#&\ Glild) paadl addiud g

(Macro )sustke Slaag
e Llas Sl @l o ddaa Alas DA (pe Uacial) cile) jaY) A gana 2

( Module ) dshaal ciaa g
Glisigdas o gl ol g UM aMn g (pina ) Ao AL die Cpma sal 513l 5l B ks gl o A

S G S LaS gl Cpa g JAIHN £ Ja B Lgil giaa i ALalS clily Bacld L ¢ 65 AGladd) il gSall JS DA (e
3 g5 okind Y19 JBY) o aalg Jgda o ity Bacld o) s giad o)) 2 ¥ g Jglaadl A ciliLy Basld o) ulad ()
Johaadl cilily o adiad Jua¥) B LY cladain) o) zilaill g) &S e o

Z Status Bar — é

Datashest View NUM LOCK bz

praall) die Jaall dadia 2 £ ik daa Jalaiial) gl £ 5l
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Z Cr;ate New Datal;ase g

SLAGY daa Jalail) oy gali yal) geid dind dyde Jaal) a5 Y o) cilibal) 3ac 18 Cila ¢ L&) (pa &Y A83L) I 1) (e 8 € g AcCess 2013 gabie o) S e < Sd Las
AUNS Baaa clily Bacld

aa clily sacld e LY New Ao AL ‘

Datsbase7 : Database- C:\Uses\mohamed\Documents\Database7 accelb (Acezss 2007 - 2013 file farmat) - Access 7 - B2 X
mohamed zhou elela - ﬂ

New

Seareh for anine templates

Suggh:d A8 b clily saeld s

Create e il a5 Y gl cilibul) sacd dpand

File Name

Database2013

C:\Users\mohamed\Documents\
Account
Options

Add-Ins~

S) MY pamiiy Chlal) acl day 22 g8 Ciguadl (e Ao gana cililal) o3 jaaiy Ara Jaladi ) clilal) (ha
d oy £lgily) 2ie 5 Database2013.Accdb (SIS Slals Gilal) aud (398 &) e Accdb sa i) o g8 cililal

gLl a3 A i) Sasid
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QUQ,J\S.\Q@@M\JAJIJJQMQJ&EJJQ&%\&LASQUQ,\S\Sm@@&&@\#yﬁﬂ\ﬁﬁU@éé&w\uﬂd\;Lﬁdid&aQJS.'ALAS
gilﬂlsulal\b;\AUA@AUJ,\I\SEUMOJ%JHQJj‘A@J\@&hﬂ\hhé%ﬁjdjé@l\ﬂ\jéi%jﬁ%w

daa Jalall oy (5 M) Cilal) a4y g O gind) oy Jgaall ¢l gal qu gt

s Database 2013 : Database- C:\Users\mohamed\Documents\Dat... TABLE TOOLS ?2 - 0O X

HOME CREATE EXTERNAL DATA ATABASE TOOLS ADD-INS FIELDS TABLE mohamed abou elela ~

N w R T . . L . e Réailired =1

b‘/ AB 12 E P 1 (25 Date & Time e st £ = : . [1;/
1 es/No Default Value B ) » = o

View Short Number Currency Defat ASan s ) ' | =

Text Eul More Fields - Fiel i | ‘ :

Views Add & Delete Properties Formatting Field Validation

All Access Obje... @ «|[F ™o\
e - 5 ID - [ClicktoAdd -

* (New)
Tables N

i"l Tablel L Jaladl) oy AN Jgaad) J s
B L2 Jalal oy A1 () gand) Sl
el ULt Bac B bl ga g bl Jgan

‘ Record: 14 1ofl Search
Datasheet View NUM LOCK 24

L S A

Sl g JE By | ) Ay &y qua sa g Alal) By 5

Sad Bac ) o o Ladudii Al <) Bac il gl o)) A il BaclB e Jaally £ g pdd) B Ta o) J oSl
¢ oda il Smﬁaﬂd\guajﬂu ¢l s
¢ cilibl) 3acld L8 Ly 5 Al il glaall dals
¢ atdioiall cila glral) oS Audiail ciladatiad ) g liaiu Ja
¢ 520 al) o3gd de gadaa sy U5 Jany o685 O 3 5 OB
i) Bac Al dafading dapds sl ULyl Saclil ardiiceal) dagay alil) alaly)
¢ (9USka) libl) 301 68 (g A gal g day ) ) Ay pdad ) Aga 5 SLALE gl 0 2 5 A
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( Crosstab Query Wizard ) 4 gaad) claMai) laa .2
JsBall (a0 AT Jia (oY £ ganall o (a jag Jangl) g Baas) g gl (B J gand dlaiu) Jas (e dliSay

Fi
Find Unmatched Query Wizard

e | 4 pand) ciladlaiod) gllaa jLadly of

ft{i;;vizard creates a cosstab 3
query thatdisplays dataina ( Crosstab Query Wizard )
compact, spreadsheet-like format.

Crosstab Query Wizard

Which table or query contains the 3

fields you want for the crosstab query Table: «s

results? [ Table: acwtyul slgoll
Table: LAl (0 deus

To include fields from more than one
table, create a query containing all the
fields you need and then use this
query to make the crosstab query, =
lew

@ Tables Queries

DAL & 5 A J gl LAl a8
A cila glaall

Headerl [ Header2 Header3
TOTAL

Crosstab Query. Wizard

Which fields' values do you want as Available Fields: Selected Fields:
row headings?
wJlall oowl

You can select up to three fields.

Select fields in the order you want
information sorted, For example, you
could sort and group values by Country
and then Region.

. a . N e - v b
sl A gl GOl a5 LAl 8
il pwl | Ui paas |Headerl Header2 Header3 UM U‘J‘d u‘““m
Lol powl |1l yads | TOTAL
200l powl  [20Uall peads

3 i)l puwl |3l yads
Al pal (Sl s

Cancel ” < Back ” Next >




ENG. M. ABO EL-ELA Microsoft Access 2013

Crosstab Query Wizard:

Which field's values do you want as
column headings?

For example, you would select
Employee Name to see each
employee’s name as a column heading.

Il pwl | Ul k| Tt G| 2l G| Bl Oty| | BAas M o glinS gsﬂ" ) ad LOAL a3
Tl powl  (1oJiali pads | TOTAL i ?'-'ﬁ SRS eﬁ
20l powl (2 bl ads
)l pusl 13 lal] i
4l pol (Al yinds

Crosstab Query Wizard

Fields: Functions:

[ cpiaSantll 035 Avg

TOTRT | Count
First

For example, you could calculate the sum Last

of the field Order Amount for each I

employee (column) by country and region -
{row).

Do you want to summarize each row?
[7] Yes, indude row sums, Ql@)" (.S:‘a ujs 6)93 u:m 4?.""“"“ Jlézslé (‘3
A5 0 o) Max < sa) ba g ool

What number do you want calculated for
each column and row intersection?

wtiall pwl | ltiall 044 | 1enosall 254|209t 55,)| 3unosalt 29| |
Tl ool (TldBall pads  Max{Jlall Olys)

20l powl (20Ul yesds

3l ool 3ol yads

N T T O B = N T TV

Crosstab Query Wizard
What do you want to name your query?
wALkJI_Crosstab
That's all the information the wizard needs to treate the query,

Do you want to view the query, or modify the query design?

| Modify the desian. -
i () Ay jh g aSaiu) sl Ul
slg) o i) o plgany)
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Y cending Y Selection ~ Ne > Totals

Arial (Detail) 111
%l Descending =] Advanced ~

3 = GoTo~
Filter Find _ My
5 D More ~ L;; Select - B

Find

V Cl d
All Access O...
Search.

Tables
Queries

ormatting

B oei_Crosstab
Forms

Reports

Macros

Modules

“& K K

B L) 3acld ) A58l af aaad) qadlal) abladi

| Record: 14 4 4 0f4 Search
Datasheet View NUM LOCK

( Find'Buplicates QueryWizard ) )il ¢ Cagl) adladiu) gllaa
3 ha oM o Jgaal) A5 % o () (o Cagll andiey

Find Unmatched Query Wizard

|, -3, Sall daanl) adladia) el LAl 3
This wizard creates a query that J i ¢ @ 3 — ‘d
finds records with duplicate field ( Find Duplicates Query Wizard )
values in a single table or query,

Find Duplicates Query Wi
Which table or query do you want to search for duplicate field values?

For example, to find cities with more than one customer you would
choose a Customer table below,

View

——— OF Gl & 5 oA Jgand) LAl A8
A8 5, Kall Jghal)
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Find Duplicates Query Wizard

Which fields might contain duplicate information?

For example, if you are looking for cities with more than one customer, you
would choose City and Region fields here.

Available fields: Duplicate-value fields:

Cancel H < Back " Next > H Einish

Find Duplicates Query Wizard

Do you want the query to show fields in addition to those with duplicate values?

For example, if you chose to look for duplicate City values, you could choose
CustomerMame and Address here.

Available fields: Additional query fields:

| s me ]|

Find Duplicates Query Wizard
What do you want to name your query?

Find duplicates for a.wi i sigal!

Do you want to view the query results, or modify the query design?

@) View the results.

(7) Modify the design.

o8 a4 55 o) Jial) LAl o
Ad 3y Sal) il

B LY ¢ A Jsla LAl of
?M\ )

Aok ) g aad) adaiud) dsandy o8
il pa e

Microsoft Access 2013
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HOME CREATE EXTERN

Text Formatting

All Acces
Search..

Tables
Queries

TR losll shaall b 1,50 05 dod
Forms

»

Reports
Macros
Modules

€ KK«

|Record: 4 <[1of2 | b b » # Search
Datasheet View NUM LOCK U B

@ﬂ\&ﬁ\)ﬂ\eﬂﬂu\dﬁ

( Find Uamatched Querydiizard )dliaiall & oo o) adaial gllas 4
Aldsn o (B Al BLI ) () Led Gudd dstally 5393 gal) Bl (o Ciall 4

Simple Query Wizard
Crosstzb Query Wizard
Fin icates Query Wi

cliUaiall b ce i) adlatiud gellaa JLEAL o

finds records (rows) in one table ( Find Unmatched Query Wizard )
that have no related records in
another table.

This wizard creates a query that

Find Unmatched Query Wizard

The query you create will list records in the table you select below that have
no related records in the table you select on the next screen, For example,
you can find customers that have no orders.

Which table or query contains records you wantin the query results?
[Table: e i0dl slowl |

Table: acwlyul slgoll
Table: LMl L0 deuw

C8 adadiual) 4 5 o) Jgaad) JLaly B
AslaUata
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Find Unmatched Query Wi
| Which table or query contains the related records?

For example, if you've already selected customers and you're looking for
customers without orders, you would choose orders here,

[Table: ¢auwsi00l sloowl

| Table: LAiall (30 Qs

View

@ TIables | Queries

’ [ < Back

Find Unmatched Que(y Wi

| What piece of information is in both tables?

For example, a Customers and an Orders table may both have a
CustomerID field, Matching fields may have different names.

Select the matching field in each table and then dlick the <=> button.

Fields in "okl ¢ Fields in 'acwiyal sleadl’ ¢

[ uieSaall 03) | .
— [ewlawa
L 5 |<=> HHM...A Puiar)
]‘—‘"‘f‘a‘:’)
wwsdll pdyll | fao3

Matching fields: wllall gl <=> qwﬁ

Cancel ‘ l < Back [WI | Finish

Find Unmatched Query Wizard:

What fields do you want to see in the query results?

Available fields: Selected fields:

fl_.z.s...m p3)
[ttt 500
| o098l o3I

Microsoft Access 2013

Bl 4y a8 5 2l) adlata¥) Jgan AL A8
il J gaadly Alag )

O 32 Gy B i il o

Cplial) cpn AB%ad) yansl 311 e AU o3

W ledi) & 8 AN Jgiad) jLadly o8
pdlaiuy) A
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Find Unmatched Query Wizard
| Whatwould you like to name your query?

u\L’n.“ Without Matching a.w!u! sigod)

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

Do you want to view the query results, or modify the query design?

‘ (@ View the results,
i ) Modify the design.
\
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Command Button Wizard:
Y What action do you want to happen when the button is
pressed?

Different actions are available for each category. wy et T . " . o o - -
CUA ATA Cpe cblaad) G JATH) LEAL A2 e

Categories: Actions: e - 2o o0

[Frd i Gleloal HA Ga A dad) ) JEN) BT e

|Record Operations | Find Record - - Fs

Form Operations ; Go To First Record u-“-m u-‘; Ju‘ e-\ [}
Report Operations | Go To Last Record

Appiication o To NextRecod |

Miscellaneous | Go To Previous Record

Command Button Wizard

1 Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

| Text: NextRecord

Fonts -
Browse.,,
Go To First ‘ A

o JLEAN) sy eyl 5l o S ALy o
&m‘ﬂ‘eﬁJ}‘uﬁQ)@EﬁSJﬂj‘uﬁ

o] |

| What do you want to name the button?

A meaningful name will help you to refer to the button later.

Commandﬂ

That's all the information the wizard needs to creats your
command button, Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.

a5 i) BB (313 30 s Al
slgd o il

Cancel ‘ | < Back
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Option Group Wizard

An option group contains a set of option buttons, check
1 kR = boxes, or toggle buttons. You can choose only one option.
@ 3Ry wRwy 3"

LI R ‘

& What Iabel do you want for each option?

Label Names
Arabic
Englush
£ Frangaus]

Gl JLadY) DA & cladl) 4408 g aaay a3

Option Group Wizard

Do you want one option to be the default choice?
~ RRERER

| SRR
()
CRRE HYR

C
RRHE RS )No, T don't want a default.

Lol i) Aall) o A ad) Al yaas, B

Cancel H < Back “ Next > ‘ ‘

Option Group Wizard

Clicking an option in an option group sets the value of the
=~ RRRRRE option group to the value of the selected option.
(& i =1
) RRRRRR =2 What value do you want to assign to each option?
L s B = Label Names Values
Arabic

dad ) g AN Bale (9 SR S ab (B

‘ Cancel H_ < Back “ Next >
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Option Group Wizard
What type of controls do you want in the option
group?
Sample © Option buttons
(@) Arabic 7] Check boxes
(7) Englush [ ] Toagle buttons
A What style would you like to use?

| Shadowed

T T asallls LAY Ao gana e Jaal g JSA (Bama Caatty o

(- Raised

Cancel H < Back ’ Next > H FEinish ‘

Option Group Wizard

What caption do you want for the option group?

Language|

That's all the information the wizard needs to aeate your
option group.

sV g il i) A gana dpand ob
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List Box Wizard

This wizard creates a list box, which displays a list of values you can
choose from, How do you want your list box to getits values?

o 1 want the list box to get the values from another tabl

1~ I will type in the values that I want.

List Box Wizard

Which table or query should provide the values for your list box?
3100 sl

| Table: awwlyal slgadl
[Table: WMl 0 v

View

@ Tables | Queries

[ cancel ] [ < Back ” Next >

List Box Wizard

Which fields of il contain the values you want induded in your
list box? The fields you select become columns in your list box,

Available Fields: Selected Fields:

L=

[=<]

(st (oot Jotens ]

List Box Wizard
What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.,

)l Ol B

[=] [ Ascendng |

Cancel ‘ [ < Back “ Next >

Microsoft Access 2013

L) gl Jghanl (om il o gl Ay e ALy o

Aaildl) ay ol dia il o Jguand) &5 s Jgand) daaciy o3

Aadlil) 5 B gash ) il &y 5 0 ghal) apaay B
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List Box Wizard

How wide would you like the columns in your list box?

To adjust the width of a column, drag its right edge to the width you want, or double-dlick the
right edge of the column heading to get the best fit.

4 da el 2l Cauilial) o) giadld @l g BaasY) (e B aSall) elica,

(o ] [<ma o) |

List Box Wizard

When you select a row in the list box, you can store a value fram
that row in your database, or you can use the value later to
perform an action. Choose a field that uniquely identifies the row.
Which column in your list box contains the value you want to store
or use in your database?

Available Fields:

gl 2y clibl) Bacld L33 A gial) J gial) (e Ciua aaly o

Cancel ‘ [ < Back ] Mext >

List Box Wizard

What label would you like for your list box?

[eowiot ——

:—Lg.ﬂuk—)m\‘,umt@fwg

Those are all the answers the wizard needs to create your list box.

Ce=]
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SubForm Wizard
You can use an existing form to create your subform or subreport, or

create your own using tables andjor queries.

What data would you like to use for your subform or subreport?

{Jse existing Tables and Querie

) Use an existing form

[formosal

& A Zisall L Lgalily alaiiu 5aga ga Jglaa JLIAL a8

SubForm Wizard
Which fields would you like to indude on the subform or subreport?

You can choose fields from more than one table and/or query.
Tables/Queries

Table: oowysoll ol [=]
Available Fields: Selected Fields:

] et

As=oll pod

2558 anad g Balall J g8a daa g G pdall pla Jgan U

| Cancel H < Back H Next >

What name would you like for your subform or subreport?

Coains 33001 ;ln... subform

Those are all the answers the wizard needs to create your subform
or subreport.
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"‘5 Convert Macros te Visual Basic T .
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Tools Collaps S
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Program Flow
J [@ Comment
4810 dalas @ Group
5Stal) dLia) dilaie 8
|a Submacro
Actions cﬂ\;\ﬁ‘i\ Gﬁus
Data Entry Operations
Data Import/Export

Navigation Pane

ystem Commands
User Interface Commands
Window Management

In this Database
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mro Design Tools Tab

Single Step
1 Convert Macros to Visual Basic < .
Expand Collapse Expand Collapse  Action Show All
Actions Actions  All All Catalog Actions

Collapse/Expand Show/Hide
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Comment

Group

If
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AddContactFromQutlook

BrowseTo
CancelEvent
ClearMacroError
CloseDatabase
CloseWindow
DeleteRecord
DisplayHourglassPointer
EditListitems
EMailDatabaseObject
ExportWithFormatting
FindNextRecord
FindRecord
GoToControl
GoToPage
GoToRecord
LockNavigationPane
MaximizeWindow
MessageBox |
MinimizeWindow
MoveAndSizeWindow

@M‘ JJSLA.“ 833 | Type |Information
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Computer Leam Books-
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Command Button Wizard

C.U.A.m & sk Adlaly ) ghadl ey 7

l  \What action do you want to happen when the button is

Command Button Wizard

pressed?

Different actions are available for each category.

Categories: Actions:

[Record Navigation i Auto Dialer
Record Operations Print Table
Form Operations
Report Operations | Run Query
Application

sl aY) Gag £ giia Adl) JLAAL B
ISk il AL of

| What macro would you like the command button to run?
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Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

 Text: Run Macro

Show Al Pictures U‘é J).S‘ ua s 133}: dacly ?5
SStally Galdll 73 gall

What do you want to name the button?

A meaningful name will help you to refer to the button later.

Command20

That's all the information the wizard needs to\create your
command button, Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.
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alill) 3as1d

HOME CREATE EXTERNAL DATA DATABASE TOOLS ADD-INS
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‘5 Spelling

5 Cl rd
All Access
Search..
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Forms
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Computer Leam Books

Record: 4 Search
Form View
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Refresh
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" Access Options

Options for the current database.
Current Database

Datasheet Application Options i
=2 Application Title:
Fropfing Application Icon: Browsey,
nic o

Language U

Client Settings Display Form: (none)
Web Display Form: |(none)

[V] Display Status Bar

Customize Ribbon

Quick Access Toolbar § .
Document Window Opticns

Add-ins ) Overlapping Windows

Trust @ Tabbed Documents

Display Document Tabs

V] Use Access Special E:—,i
[7] Compact on Close
[7] Remove persenal information from file properties on save
7| Use Windows-themed Controls on Forms
[V] Enable Layout View
[¥| Enable design changes for tables in Datasheet view
[V] Check for truncated number fields
Picture Property Storage Format
@ Preserve source image format (smaller file size)

Convert all picture data to bitmaps (compatible with Access 2003 and earlier)
Navigation

[¥] Display Navigation Pane

vigation Options... l
Ribbon and Toolbar Options
Ribbon Name: | B{—|—
Shertcut Menu Bar: ‘(defrault)l_l
[¥] Allow Full Menus
[¥7] Allow Default Shortcut Menus
Name AutoCorrect Options

[¥] Track name AutoCerrect info

[Z] Perform name AutoCorrect

| og name AutoCorrect changes

Filter lookup options for 1 . =i Database
Show list of values in:
[¥] Local indexed fields
[¥] Local nonindexed fields
[7] ODBC fields

Don't display lists when more than this number of records is read: |1,000

Caching Web Service and SharePoint tables

Use the cache format that is compatible with Microsoft Access 2010 and later
7| Clear Cache on Close

] Never Cache
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1 oz =i ¢ Database- C\Users\mohamed\Desktop\l . jetaccdb (Access 2007 - 2013 fite format) - Access ?2 - 0O X
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mohamed abou elela ~

Save As

File Types Save Database As

[ . 6 Database File Types
| ave Database As
uv__\ 07 Access Database / Database
Default database format. - be compatible with
Save Object As atabase 0 Template
y that will be compatible with Sav {atabase as a database

Make ACCDE
e and apply a digital File will be compiled into.an executable

anly file
Account

yases regularly fo

Options

Add-Ins~

Save As
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TExpressions i
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Queries

2 . Build sléd) %) JLidly a8 3 puaidal) daildl) ¢p

PSS ) S iy g (L i Jial ) JLA] i€y g ) e gy
el a5 94 0 G "Exprn:" Access 2013 Cludadiilan) Ja al 13)

Lomaall s

* Database2013 : Databas rs\mohamed\Desktop\All prac...  QUERY TOOLS ? o ox
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,5“' /~| Unien E: tRows | “FInsert Columns z I Property Sheet
S = 3 X Delete Columns B Table Names

i g Totals Paramet

N Builder @ Return: |All

)bject Properties

Tables
B Tablel
Queries

3 Quent

Field:
Table: Totals
Sort: [us
Show: o
Criteria:
or:

Table Names

SN Build.,.
Q  Zoom..

E Properties,.,
NUM LOCK

Expression Builder

Enter an Expression to define the calaulated query fisld:
|| (Examples of expressions indude [field1] + [field2] and [field1] < 5)

L

Expression Elements Expression Categories Expression Values
Query1 |
Functions
S’J Database6.accdb
-2 Constants
Operators
~{&r Comman Expressions
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; Expression Builder g

seob LaS JAud oY) fha Lgad) ga aaay cadilia 4 o pual] (e g giag

Expression Builder

Enter an Expression to define the calculated query fisld
{Examples of expressions indude [field1] + [field2] and [field1] < 5)

§
H

Expression Elements Expression Categories Expression Values

+ | -

-|-{f&) Functions ié"aYS [ .iifcessError
; ﬁ Built-In Functions }’Dg?;;;:fn [A sg.\ "
i lf) Web Services { Date/Time £l A

+-(&] Database6.acc }Domaln Aggregate |Avg
; Constants | Error Handling | BuildCriteria

% & | Finandal | CBool
A Qpoats ) | General |CByte
{r Common Expressions | Inspection |ccur
| [math - | |cDate x

Abs({number)

Returns a value of the same type that is passed to it spedfying the absolute value of a

(Expression Area) sl a s
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> Exercise Step
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Field Name Data Type Description (Optional)
AutoNumber
Short Text
Short Text
Short Text
Number
Number
Number
Short Text
Short Text
Number
Number
Date/Time
Date/Time
Number
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/Expressidn Builder
‘ Enter an Expression to define the calaulated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
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'.Expression Builder

| Enteran Expression to define the calaulated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
alladl 3oy Left([1usas] [accloay attdi], 1)
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Expression Builder

Enter an Expression to define the calailated guery fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)

J| Returns the maximum of a set of values contained in a specified field on a query.
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‘ Enter an Expression to define the calaulated

{Examples of expressions indude [field1] + [field
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Expression Builder

| Enteran F;X;ression to define the calculated query field:

{Examples of expressions indude [field1] + [field2] and [field1] < 5)
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Expression Builder

| Enter an Expression to define the calaulated query fie
{Examples of expressions indude [field1] + [field
Expr2: IIf([Expr 1] >=70, 2", "culy?)|
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>Expression Builder
‘ Enter an Expression to define the calculated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr2: Switch([Expr1] <70, ;" [Expr1] Between 70 And 74, "Jg.a0", [Expr1]

Between 75 And 90,"..>", [Expr1] Between 91 And 120,"l2> 1", [Expri]
Between 122 And 150, "jLzol")]
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“Expression Builder
{ EnterExpression to define the calaulated guery fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr1: Choose{[1dsas]! [arwudl],” Span %, "o, o, " Lsup=0”, " ailagn”) [II
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[ hep ]
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:'Expressibn Builde;

‘ Enter an Expression to define the calaulate E

{Examples of expressions indude [field1] + [field

Expr1: Sum{[1usas)! [aslod| Olzao sic])|
[conce |
[ Heb |
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::Expressibn Builder
| Enter an Expression to define the calaulate
{Examples of expressions indude [field1] + [ﬁele] and [field1] < 5)
Expr1: Count{[1Js2>]i[ast wull Oilzaa sac])|
[Cance |
[ Help ]
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Expression Builder
‘ Enter an Expression to define the calculate =
(Examples of expressions indude [field1] + [ﬁeldz] and [ﬁeld 1] <5)
Expr1: Avg([1Jgaz]! [asludl Slzus sac])
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xExpressidn Builder
‘ Enter an Expression to define the cala
{Examples of expressions indude [field1] + [field2]

Expr1: Date()|
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'VExpressibn Builder
‘ Enter an Expression to define the calaulated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
Expr1: Format(Now(), ww")
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::Expressibn Builder |

Enter an Expression to define the calaulated guery fisld:

{Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr1: DateAdd("y", +30, [1da:]! oMo &06])
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JExpressibn Builder_

‘ Enter anEx;ression to define the calaulated ¢

{Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expr1: DateDiff("d", [1us ] [edl 256], [10gax]i LotV 2u,b]) & "oas” ok ]
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Enter an Expression to define the calculated query fisld:
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Expr2: Switch([Expr1] <30, iy, [Expr1] Between 30 And 35, Ja.a0", [Expri] OK I
Between 36 And 40,"..>", [Expr1] Between 41 And 45, 11> 1", [Expri] —
Between 46 And 50, jLzol”)| | cancel |

[ Help |
{ <<less |

Expression Elements Expression Categories Expression Values
o) Ja g i) oyl A5 70 auppell aall [<cParameters>— ]
a <3 %) Functions ! ﬁ' '°-°’)|
- = P
_ Jols oupai.accdd e el sSav il A5
i -’-J Constants :i..r).cﬂ.nl auilell 83501l Ay
#-H] Operatars [Buss A=l &S Lo axys
% Common Expressions [Fwps axl JgVl all ax)s
|fasse @zl AL 3puall @y
i Expri
Expr2

’




ENG. M. ABO EL-ELA

ns Microsoft Access 2013

LA

C8 W AT Jsia AdLa) g Salal) cila 43 7)) 4d ol Baa o Bale JSI Juaidia adatiad) Jas (e 4 AS) BadU
pdladical (S & palil) g £ ganall (Aia Lad g paail) (pdiia 33k

danil)

.-

3) gall 338 cila 43 aan Jualald ISY) pail) g ALl 3) gall grand ASH cila al) £ gana 4 A adlaidl Ao e lasd gatada i gad (8 Bl g
e

Ul psl
dSJl ggnceonldl
ol paazll ..

Ul Aol a ad g3 gad

111 L [

[ cbtdibe | ol gawosis || b po o

AL £ serall @
&y@a}\u.bMQiQ&&LJSh&DSA&JS&QM&QﬁJM@%A& @AZ\JM@M\‘:&M& u\JOJS:JeMMY‘uéJgJ%d:\AJﬂJ
ABIS (9 i 12 ua) (F ) Jaladl i aladiiady Aabeal) 44U of sum AN aladialy A8LA) 3) gall cily, ot )

‘Expression Builder

Enter an Expression to define the calculated query fisld:

{Examples of expressions indude [field1] + [field2] and [field1] < 5)
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Enter an Expression to define the calaulated query fisld:
{Examples of expressions indude [field1] + [field2] and [field1] < 5)
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Enter an Expression to define the calculated query fisld:
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You are about to delete 1 record(s).

If you dick Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?
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Access Options
Options for the current database.

Application Options

Application Title: s salll dus joall UL Bo2lS
Proofing ApplicationIcon: | E\SOURCE\MY FOLDER\icon\bus.ico
Language ("] Use as Form and Report Icon
Client Settings Display Form: LAl 1 EI

™ (nonej
| Display Status Bar
Document Window Opticns
@ Overlapping Windows

Tabbed Documents

se Access Special Keys
Compact on Close
Remoye persenal information from file properties on save
Use Windows-themed Controls on Forms
Enable Layout View
| Enable design changes for tables in Datasheet view
V] Check for truncated number fields

Picture Property Storage Format
@ Preserve source image format (smaller file size)

Convert all picture data to bitmaps (compatible with Access 2003 and earlier)
Navigation

[ Display Navigation Pane

Navigation Options
Ribbon and Toolbar Options

Ribbon Name:

Shortcut Menu Bar: | (default)[ =]
Allow Full Menus

[¥] Allow Default Shortcut Menus

Name AutoCorrect Options

7| Track name AutoCorrect info
Perform name AutoCorrect
"] Log name AutoCorrect changes
Fiiter lookup options for &3 s ;=% Database

Show list of values in:
[¥] Local indexed fields
[#] Local nonindexed fields
[C] ODBC fields
Don't display lists when more than this number of records is read: |1,000 =
ing Web Se

i1 Use the cache format that is compatible with Microsoft Access 2010 and later
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