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This ebook is designed as a step-by-step practical guide for beginners,
especially students, who want to learn how to build a simple and
functional database system using Microsoft Access. It provides clear
instructions, real-life examples, and practical exercises to help readers
develop essential database skills.

Readers will learn the fundamental concepts of database design and
understand the importance of organizing data effectively. The guide
introduces Microsoft Access as an easy-to-use tool for creating databases
without advanced programming skills.

Throughout this guide, readers will be guided through a hands-on project
— designing and building a Student-Course Management System. This
project allows users to create and manage tables, build relationships,
develop user-friendly forms, run queries and generate reports for
decision-making.

By the end of this ebook, readers will be able to:
e Understand the basic components of a database system.
e Create and design tables with appropriate field data types.
e Establish relationships between tables.
e Design forms for easy data entry.
e Perform queries to search, filter, and analyze data.
e Generate reports.

This ebook is perfect for students, beginners and anyone looking to
develop practical database skills using Microsoft Access.

Scan to discover Video Introduction with AR /6\|
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INTRODUCTION @

Microsoft Access is a powerful and user-friendly database management system
that enables users to create, store, and manage data efficiently.

This eBook provides a step-by-step guide to designing a simple database system,
covering essential components such as tables, forms, queries, and reports.

By the end of this guide, you will be able to build a fully functional database
system to manage real-world data.
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GETTING STARTED WITH MICROSOFT

ACCESS

&

e 2.1 What is Microsoft Access?

T -

Microsoft Access is a relational database management system
(RDBMS) that allows users to store, retrieve, and manipulate data.
It is commonly used for small to medium-scale applications,
offering features such as tables, forms, queries, reports, and
automation tools.

[ T ———

© 2.2 Advantages of Using Microsoft Access @
)

User-Friendly

Cost-Effective Interface
More affordable than Simplifies database
enterprise-level RDBMS management with an
solutions intuitive GUI
Integration with
Microsoft
a8 N Products
' ;
Provides pre-built I: - 4 Ensures seamless
templates to streamline % compatibility with other
development N Microsoft tools

Customizable
Solutions

Allows creation of tailor-
made database
applications

e 2.3 Microsoft Access layout

Scan to discover Microsoft Access layout with AR m

IMAGE AR
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PLANNING YOUR DATABASE SYSTEM @

e 3.1 Key Components of Microsoft Access ‘$

To understand how to build a system in Access, it is essential to familiarize yourself
with its core components:

Store raw data in a Retrieve, manipulate, and
structured format. filter data efficiently.

Tables Queries

Provide a user-friendly
interface for data entry
and interaction.
Forms Reports

Use Visual Basic for
Applications (VBA) to

Automate repetitive add advanced
functionality.

tasks without

coding.  Macros Modules (VBA)

e 3.2 Defining the Purpose of Your Database _C¢
’

Before building a database, identify:

Who will use

What data needs the system?
to be stored?

How will the data
be retrieved and
analyzed?




PLANNING YOUR DATABASE SYSTEM

c
e 3.3 Designing a Simple Database System: The Student Management System%

A practical example used in this guide:
e Store student details
e Manage course enrollments
e Track student grades
e Generate reports

N ————————————

You are tasked with developing a Student Management System using
Microsoft Access. The system should store student information, track
their courses, and generate reports on student performance.

Your database should allow users to:
1.Store student details (e.g., name, age, contact details, etc.).
2.Manage course enrollment (which students are enrolled in which
courses).
3.Record student grades for each enrolled course.
4. Retrieve specific information using queries.
5.Generate reports summarizing student records and performance.




For this task, we need to create four(4) tables:

Table Name

Fields

Description

Students

StudentID (PK),
FirstName,
LastName,

DOB,

Gender,
Address,
ContactNumber,
Email

Stores student personal details

Courses

CourselD (PK),
CourseName,
CourseCode,
Instructor

Stores course information

Enrollment

EnrollmentID (PK),
StudentID (FK),
CourselD (FK),
EnrollmentDate

Tracks which student is enrolled in

which course

Grades

GradelD (PK),
StudentID (FK),
CourselD (FK),
Grade

Stores students' grades

» (PK = Primary Key, FK = Foreign Key)
Scan to discover definition of Primary Key and Foreign Key with AR /6\'
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We need to identify the relationship between the tables. Here are the
relationships between the tables:

H 6

Relationships Between Tables:

1. Students & Enrollment
o One-to-Many Relationship
o Asingle student can enroll in multiple courses, but each enrollment
record belongs to only one student.
o Primary Key: StudentID (Students)
o Foreign Key: StudentID (Enrollment)

2. Courses ¢ Enrollment
o One-to-Many Relationship
o Asingle course can have multiple students enrolled in it, but each
enrollment entry links to only one course.
o Primary Key: CourselD (Courses)
o Foreign Key: CourselD (Enrollment)

3. Students & Grades
o One-to-Many Relationship
o A student can receive multiple grades (one per enrolled course), but
each grade entry is assigned to a single student.
o Primary Key: StudentID (Students)
o Foreign Key: StudentID (Grades)

4. Courses © Grades
o One-to-Many Relationship
o A course can have multiple students with different grades, but each
grade entry corresponds to a single course.
o Primary Key: CourselD (Courses)
o Foreign Key : CourselD (Courses)

5. Enrollment © Grades
o One-to-One Relationship
o Each enrollment record should correspond to a grade record to track the
student’s performance in that course.
o Primary Key: EnrollmentID (Enrollment)
o Foreign Key: EnrollmentID (Grades)



CHAPTER

4



4.1 Understanding Data Types

>

e N

When designing tables in Microsoft Access, it's essential to assign a
data type to each column. The Short Text data type is a common choice
since it allows the entry of letters, numbers, and symbols. However,

| |
I I
I I
1 1
1 1
i !
- E selecting the appropriate data type enhances database functionality, E
E enabling features like data validation and built-in functions while i
E ensuring greater accuracy in stored information. i
i The following table provides an overview of the data types available in i
| Access desktop databases (.accdb and .mdb). )
Data Type Description Example
Short Text Stores alphanumeric characters Names, phone numbers,
(letters, numbers, symbols) with addresses
a maximum length of 255
characters.
Long Text Stores large amounts of text (up Comments, descriptions,
to 64,000 characters). notes
Number Stores numeric values used in Age, quantity, product
mathematical calculations. stock

Large Number | Stores very large numeric values | Scientific calculations,

(available in .accdb format). financial data
Date/Time Stores date and time values. Birthdate, meeting time
Currency Stores monetary values with Salary, product price

currency formatting.

AutoNumber Generates a unique number Customer ID, Order ID
automatically for each record.




Data Type

Description

Example

Yes/No Stores Boolean values Active status,

(True/False, Yes/No, On/Off). subscription
confirmation

OLE Object Stores objects like images, Word Employee photos,
documents, and Excel scanned documents
spreadsheets.

Hyperlink Stores clickable links to Website URLs, email
websites, email addresses, or contacts
file locations.

Attachment Allows files (images, PDFs, Product images, scanned
documents) to be attached to receipts
records.

Calculated Stores values derived from a Total price = Quantity x

calculation based on other fields

Unit Price




4.0 | CREATING TABLES

Data Type

Short Text
Calculated letters, numbers
) symbols, 255 Long Text
values derived from characters. text, up to 64,000
calculations based on other characters.

fields.

Attachment T Number
Allows files to be R ﬂ numeric values (age, quantity,

attached to records. stock)

~ Hyperlink Large Number
clickable links to

websites, email % l :::—e % large numeric values,

addresses, orfile available in .acedb
locations. format.

OLE Object / L \/ Date/Time
objects like images,

date and time
documents, and values
spreadsheets. ‘

Yes/No
Boolean values AutoNumber Currency
(True/False, Yes/No,

Generates unigue currency formatting.
On/0ff). d Y g

numbers automatically
for each record.




Quizizz

Understanding Data Types in Ms
Access

Created by * Nurul Huda
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e 4.2 Basic Creating Tables in Microsoft Access with AR /6\,

CREATING TABLE

e 4.3 Creating Tables in Microsoft Access @

To understand how to build a system in Access, it is essential to familiarize yourself
with its core components:

Step-by-step guide to creating the required tables:

=1

Database Structure

prs Students Table

Stores student details essential for
database management

Courses Table

Stores course information to facilitate
academic tracking

III'l Enrollment Table

Tracks student enrollments to monitor
course participation

@* Grades Table

Records student grades to assess academic
performance
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,l»m Create the "Students" Table

1. Open Microsoft Access and create a Blank Database.
2. Click Table Design to create a new table.

Home

Create External Data

==

L

tes

3. Define the fields as follows:

tion Table | Table

Design

SharePoint
Lists ~

Tables

7] STUDENTS X
Field Name Data Type
f Student_ID Short Text
Name Short Text
‘DOB Date/Time
‘Gender Short Text
‘Address Short Text
‘Contact_Number Short Text
Email Short Text

Unique ID for each student
Student’s name

Date Of Birth
Male/Female

Student’s home address
Phone Number

Email address

4. Set Student_ID as the Primary Key (Right-click » Primary Key).

e ———

Description (Optional)

Field Name

Student 1D
¥ Primary Key

| % Cut

- Bz Copy
I AD Paste

a
€= |nsert Rows

-

= Delete Rows

- [32] PBroperties
L

| Data Type

Short Text
Short Text
Date/Time
Short Text
Short Text
Short Text
Short Text
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5. To save your Table, click the Save button on the Quick Access
Toolbar or right click on the report’s tab > select Save. When

prompted, enter a name for your table and then click OK. For
this table, name the table as Students and close it.

B
STEP 2
,|)> Create the "Courses" Table
1. Open Table Design View.
2. Define the fields as follows:
5 COURSES X
Field Name Data Type Description (Optional)
L Course_ID Short Text Unique ID for each course
CourseMName Short Text Name of the course
CourseCode Short Text Course code (e.g., SFC10393)
Instructor Short Text Mame of the instructor

3. Set Course_ID as the Primary Key. (Right-click » Primary Key).
4. Click Save, name the table Courses, and close it.
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» STEP 3 Create the "Enrollment" Table

1. Open Table Design View.
2. Define the fields as follows:

] ENROLLMENT X
Field Name Data Type Description (Optional)
B EnrolimentlD AutoMumber Unique ID for each enrollment record
Student_ID Short Text Links to Student_ID in "Students" table
Course_ID Short Text Links to Course_ID in "Courses" table
EnrollmentDate Date/Time Date the student enrolled

3. Set EnrollmentID as the Primary Key. (Right-click » Primary Key).
4. Now, we want to set the Student_ID and Course_ID as Foreign Keys by:
o Clicking on the Lookup tab under Field Properties.
o Choosing Display Control » Combo Box to allow selection from Students and
Courses tables.

Field Properties

General
|Di5pla~; Control Combo Bo W

5.Click Save, name the table Enrollment, and close it.

» - Create the "Grades" Table

1. Open Table Design View.
2. Define the fields as follows:

] GRADES X
Field Name Data Type Description (Optional)
% Grade ID AutoNumber Unique ID for each grade entry
Student_ID Short Text Links to Student_ID in "Students" table
Course_ID Short Text Links to Course_|D in "Courses" table
Grade Short Text Grade (e.g., A, B, C, etc.)

3. Set GradelD as the Primary Key. (Right-click » Primary Key).
4. Now, this time, we want to set Student_ID and Course_ID as Foreign Keys using
the Lookup Wizard.
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CJ-»In the Data Type column for Student_ID field, click the dropdown and
select Lookup Wizard.

‘ T7 GRADES X
Field Name Data Type
% Grade ID AutoNumber
I Student ID Short Texti >
Course 1D Short Text
Grade |Long Text
[Number
Large Number
|Date/Time
Date/Time Extended
:Currencv
|AutoNumber
Yes/No
OLE Object
Hyperlink
GeneTl Lookup — -A:tI:ch ment f
Field Size 255 l
Format
Input Mask ] «

(J-» In the Lookup Wizard, select “l want the lookup field to get the values
from another table or query.” Click Next.

I*E Lookup Wizard

LU 1 B ——

1)

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its
values?

o,] want the lockup field to get the values from another table or «
query.

()1 will type in the values that I want.

Cancel Mext = .




Q-» Choose the table that contains Student_ID (e.g., Students Table). Click

Next.

(j’ Select Student_ID as the field to be used for the lookup. Click Next.

5 Lookup Wizard

Which table or query should provide the values for your lookup field?

[Table: COURSES
Table: ENROLLMENT
Table: GRADES

View

O TIables () Queries () Bath

s

Cancel < Back . Mext > j

1" 1)

1%

; Lookup Wizard

Available Fields:

Which fields of STUDENTS contain the values you want included in
your lookup field? The fields you select become columns in your

lookup field.

Selected Fields:

DOB
Gender

b -
Address
Contact_ Mumber
Email <

<<

Cancel < Back

16



Q-» Optionally, adjust sorting order and column width. Click Next.

io

}_E Lookup 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.
[
r 1| > Ascending
e (None)
i

3 S

4 v

Cancel < Back Next =

C}» Choose whether to store just the ID number or show additional fields

(e.g., Student Name). Click Next.

f

h Lookup Wizard

How wide would you like the columns in your lookup field?

[ right edge of the column heading to get the best fit.

To adjust the width of a column, drag its right edge to the width you want, or double-dick the

o

Student_ID

1 ]

4

Cancel < Back

Next >

Einish

Q-» Click Finish to complete the setup.

Repeat the same steps for Course_ID, selecting values from the Courses

Table.
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5. Click Save, name the table Grades, and close it.
6. Open the Datasheet View of your table and check that the lookup fields work
correctly by selecting values from the dropdown.

£ GrADES X
Grade |ID ~ Student ID ~ Course ID - Grade -~

* (New)| [~]

CJ" Now, Student_ID and Course_ID are Foreign Keys referencing the Students
Table and Courses Table, respectively.

» - Establish Relationships Between Tables

Cj’ Click on Database Tools - Relationships.

External Data  Database Tools Help

=] Ly
: =] (1Ce
< A

Run Relationships Object
Macro Dependencies Iﬁj Al

0 Relationships

Relationships

Define how the data in tables is
related, such as ID fields or name
fields in different tables that should
match.

C/ Add the Students, Courses, Enrollment, and Grades tables

Add Tables B 2

Tables Links Queries All

A T

Search ﬂ

J |COURSES
ENROLLMENT
GRADES
1 |STUDENTS I

b Add Selected Tables
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C}» Drag Student_ID from the Students table to StudentID in the Enrollment
table (One-to-Many).

Edit Relationships ? X
Table/Query: Related Table/Query: Create
STUDENTS ENROLLMENT
Cancel
Student_ID ~| Student_ID 4
I Join Type..
)
Create New.. 4

Enforce Referential Integrity

[ ) Cascade Update Related Fields

[ ] Cascade Delete Related Records

Relationship Type: One-To-Many

X 1 1 I

C;' Check Enforce Referential Integrity and click Create.

Drag Course_ID from the Courses table to CourselD in the Enrollment table
(One-to-Many).

CJ" Drag Student_ID from the Students table to StudentID in the Grades table
(One-to-Many).

CJ" Drag Course_ID from the Courses table to CourselD in the Grades table (One-

to-Many).
Check Enforce Referential Integrity and click Create.

75 Relationships X
EMROLLMENT
ﬂ EnrollmentiD
— Student_ID
Course_|D =,
- EnrollmentDate
STUDENTS v COURSES
f Student_ID = f ;L— % Course_|ID
Mame kS 3 CourseMame
DOB , CourseCode
Gender ™, GRADES nstructor
Address ™ . E Grade_ID . i
Contact_MNumber B Student_ID
Email Course_ID =/
Grade

(J" Click Save to store the relationships
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5.1 Importance of Forms 4

ot S S ~

e

~,

Creating forms in your database helps to make data entry easier and
more user-friendly. Forms can be customized and designed to suit
the structure of your database and to provide a clear and organized
way for users to input information.

INA

v

o — —
o e

7’
~

5.2 Creating Forms for the Student Management System

» SUEPC Create a Form for Student Details

This form will allow users to enter and view student information.

1.0pen Microsoft Access and go to the Navigation Pane.

2.Select the Students Table (which contains fields like StudentID, Name, Contact
Number etc).

Filee Home Create External Data Database Tocls Help

,}:‘5 Cl..lt -\ : )
— [[3 Copy .
: %
Views Clipboard M= Sort & Filter
All Acc...© <
Search... ,O
Tables &
=] COURSES
=] ENROLLMENT

=1 GRADES
T STUDENTS |

3. Click on the Create tab in the ribbon and click Form Wizard.
File Hage

Create External Data Database Tools Help L Tell me what you want to do

— | — = = 45
H [ B EBEO ] 1
Application Table Table SharePoint  Query Query Form  Form  Blank I Navigation Report Rep
Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ™ Desi

E# Form Wizard

Templates Tables Queries Forms
All Acc...c
Show the Form Wizard that helps

<
Search... ,O you create simple, customizable
farms
~

Form Wizard

Tables




DESIGNING FORMS FOR DATA ENTRY

4. In the wizard, select all fields from the Students Table and click Next.

- A L | 1 | | | |
Form Wizard
ﬁ [ Which fields do you want on your form?
| 22 ’ — < You can choose from more than one table or query.
Tables/Queries
| Table: STUDENTS v
Available Fields: Selected Fields:
Student_ID
>
Name
DOB
= Gender
Address
< Contact_Number
<<

s

Cancel < Back Finish

o
—_

5. Choose a layout (e.g., Columnar) and click Next.

——ET

. Form Wizard

What layout would you like for your form?

- _

= © Columnar |
' () Tabular

o Datasheet

O lustfied

i
Il

'

Cancel < Back Next > I Finish




DESIGNING FORMS FOR DATA ENTRY

6. Name the form (e.g., Student Form) and click Finish.

Form Wizard

- Cg

o/
r |
4 |

What title do you want for your form?

STUDENT FORM|

That's all the information the wizard needs to create your form.
Do you want to open the form or modify the form's design?

© Open the form to view or enter information.

() Modify the form's design.

Cancel < Back

MNext >

'

Finish

v

C‘J" Now, your STUDENT FORM is created and opened in Form View

T3 STUDENTFORM X
STUDENT FORM

-|

Student 1D

Mame

DOB

Gender

Address

Contact Number

Email

Record: 14 4 |10f1 e YA

| Search
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DESIGNING FORMS FOR DATA ENTRY

1.Go to the Create Tab - Click Form Design.

File Home Create External Data Database Tools Help £ Tell me what you wan|
= ——-| Tl | —| =1 E# Form Wizard
= @ = P BN ESl| E

Application Table Table SharePoint  Query Query Form | Form |Blank B Navigation ~
Parts ¥ Design  Lists v Wizard Design Design Form  [E§] More Forms v

Templates Tables Queries Forms

Form Design

Create a new blank form in Design
view.

L]

In Design view, you can make
advanced design changes to forms,
such as adding custom control
types and writing code.

2. Click Add Existing Fields in the ribbon, then drag the fields from the Students
Table onto the form.

hbe Home Create ExternalData DatabaseTools Help Form Design Amange Format £ Tell me what you want to do

E o [ colors ~ '_' B |ng0 ] DI__JJ h B
E _C AGDD%@\: Elmmﬂi«n B Tite MEfﬁ.g-,mﬁJ” @

A Fonts ~

- Irmage = Chart = Emleamﬂ'ﬁme Fields Sheet  Order E
\iews Themes Controls Header / Footer Tocks »
—
B Ferml X X - = X
= IR T R R R e e R R R e R e e e N R R Py e Field List
* Detail [ snow andy fields in the current recond source

Figlds availabde in other tables:

B COURSES Edit Table

il | i i I i i I i T I i T B B ENROLUMENT Edit Tabie

1B GRADES Edit Table

STUDENTS Ediit Table
Stusden_iD

Address
Contadt_Mumber
Email
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3. Use the Design Tools to arrange labels and fields neatly.

File  Home Create External Data DatabaseTools Help  Form Design  Arrange  Format P Tell me what you want to do
IE :—|_.: 2| ::.g % Ei% (E:D elect Layout ! [3”1 “D: E . C_'
Gridlines Stacked Tabulsr Remowe  Insert Insert Irsert 8] select Column split split Size/  Align Bingto Send
- layout  Above Below  Left Select Row Vartically Horizontally Margins Space¥ ¥  Front toBack
Tak Rows & Ci Merge / Split Maove Position Shzing & Ovdering i
H % Forml X
8 T O ORI T = = = -
=
)
. Student_ID Student D
! Name | Name
1 OB T TDOB
. [Gender | | Gender
T Address Address
M : A
- [Gontact_Number Contact Number
H | ! 1
_ [Email Email

4. To save your form, click the Save button on the Quick Access Toolbar or right click
on the form’s tab > select Save. When prompted, enter a name for your form and
then click OK. In this practical, you can save the form as Student Form.

» STEP 2 Create a Form for Course Enrollment

This form will allow users to enroll students in courses.
@, Using the Form Wizard

1.Select the Enrollments Table (which includes StudentID, CourselD, and
EnrollmentDate).

2.Go to Create > Form Wizard.
3.Choose all fields from the Enrollments Table and click Next.

External Data Database Tools Help ,O Tell me what you want to d
0 BE = 5 CEee— «
Applic¥ion Table Table SharePoint Query Query Form  Blank Navigation »
Parts v Design  Lists v Wizard Design Design Form More Farms ~
Templates Tables Queries Forms
All Acc...@ < Form Wizard
Search... _,O Which fields do you want on your form?
Tables i You can choose from more than one table or query.
=1 COURSES
=1 ENROLLMENT Tables/Queries
=1 GRADES Table: ENROLLMENT
=] STUDENTS Available Fields: Selected Flelds:
Eome hf EnrolimentiD
Student_ID
Course_ID
EnrollmentDate
<
Cancel MNext = Einish




DESIGNING FORMS FOR DATA ENTRY

4. Select a Tabular or Columnar layout and click Next.

Form Wizard

What layout would you like for your form?

== U E= Ofolumnar |
E : E = () Tabular
| S5 EE™S Osten
L== == () Justified

'S

Cancel < Back _ Finish

5. Name the form as Enrollment Form and click Finish.

ENROLLMENT FORM X

ENROLLMENT FORM

EnrollmentiD

Student 1D

<]

<

Course 1D

EnrollmentDate

Record: 14 4 [10f1 | » 10 | SZnoFilter |[Search




DESIGNING FORMS FOR DATA ENTRY

Ly,

©2 Toadd a Combo Box for StudentID: '

1.0pen the Enrollment Form in Design View.
2.Right click on StudentID Field, then go to Properties.

ENROLLMENT FORM X

T T T T - T
# Form Header

. ENROLIMENTFORM -

Z+Er‘irt+|.!.r‘hérﬁ'lt[}ﬁﬁﬁﬁﬁﬁﬁﬁ EnrollmentlD |ﬁﬁﬁﬁlﬁﬁﬁﬁﬁﬁﬁﬁ
I o .. .

[Student:D[ .. - {istudent_ID ] :

. [— Build Event...
: -|Er:+urse_ID I | |Cc-urse_ID N

[s5]

| |
- -|Er'|rrz+|.l.mer-'|t[}ata S | |Enrollment[)ate| R Change To 3
# Form Footer EE Tab Order...

Cut

Emy Copy
m Paste

%4 Paste Formatting

B Select Entire Row
2
B Select Entire Celumn

Anchoring ]
Fill/Back Color 3
Font/Fore Color 3
Special Effect 3

Conditional Fermatting...

Form Properties
Properties pE— : '

FIE s K B o Y X




3. On the Property Sheet, Set the Row Source to STUDENTS.

b4

Property Sheet

Selection type: Combo Box AsL

Fi

Student_ID s

Format [ata  Event Other  All

Control Source Student_ID
(o Souce el ] T
Row Source Typ COURSES

Bound Column EMROLLMENT

Limit To List GRADES

Allow Value List Edits

List Items Edit Form

Inherit Value List Yes
Show Cnly Row Source Valug Mo
Input Mask

Default Value
Validation Rule
Validation Text

Enabled Yes
Locked Mo
Auto Expand Yes

4. Save the changes.
5. Repeat for CourselD (using the Courses Table).
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» DUES 2 Create a Form for Recording Student Grades

This form will allow users to enter student grades for each course.

29

1. Select the Grades Table (which includes StudentID, CourselD, and Grade).
2. Click on the Create tab in the ribbon and click Form Wizard.
3. Choose all fields from the Grades Table and click Next.

File Home

Create

Application Table
Parts ~

Templates

All Acc..@ <
Bearch... /O

Tables >
= COURSES
|25 ENROLLMENT

|: T GRADES

T STUDENTS

Forms hd

External Data

= U B ES

Database Tools

Help £ Tell me what you want t

|;!=|,E lill E# Form Wizard |

Farm  Blank B Nevigation -
Design Form  [EF More Forms v

Forms

Which fields do you want on your form?

¥ou can choose from more than one table or query.

Table SharePoint  Query Query
Design  Lists v Wizard Design
Tables Queries
Form Wizard
Tables/Queries
Table: GRADES
Available Fields:
<
<<
Cancel

Selected Fields:

Grade_ID
Student_ID
Course_ID
Grade

Mext > | Finish

pitl

Report
Design
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4. Select a Datasheet or Columnar Layout and click Next.

Form Wizard

What layout would you like for your form?

i

|
— — == ‘ © Columnar
E : ; E () Tabular
= ‘: E I_ o (") Datasheet
B == 1 E () Justified

V-

Cancel < Back Next = Finish

5. Name the form as Student Grades Form and click Finish.

poara ] SOTL &L Fier Retoras Fimnd

-5 Student Grades Form X

Student Grades Form

Grade ID
Student 1D

L<]Le]

Course ID

Grade
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6. Open the form in Design View and adjust the layout as needed.

File  Home (Create External Data Database Tools Help Form Design Arrange  Format £ Tell me what you want to do
=] EEE =) T o on A B i =8 —, = vw| == =] = On
LA B5 B E E&BE 88 EE BEH B == @A B B RPET®
Stacked Tabular E: Contral Anchoring Size Akgn Bringte Send
[iE] Marging ~ - Space ¥ - Front  to Back
Tabie Riows & Columrs Merge / Split Mave Pasition Sizing & Ordering A
A” ACC...@ < “8| Swdent Grades Form b4 Pro Sheet
R R I L L L A T Perty
o Selection type: Multiphe selection A
i P # Form Heades z
Tables ~ |- I I
= ~ v
- Student Grades Form
I courses ; i | Format Dats  Event Other ANl
I ewroument (- g 0 Cattin
T GRADES | = .L | | T T visible Yes
- L L Widh 4.3030m
] STUDENTS Grad Grade 1D Height 0.859cm
1 .
Forms S - = F T 1 ¥ 1 1 Top
: tudent_ID Left
: $_L}student D = Sack S Transparent
= - - - - - = Back Color Background 1
. Courge_ID | =ourse 1D - Border Style Transparent
= " = . . . . . : Border Width Hairline
. | Grade | Grade Bosder Color Test 1. Lighter &
B | [ Special EHect Flat
B I T T T T T T Fom Name Agitos (Detail)
* Farm Footer Font Size 11
Test Align Raght
. Font Weight Bold
1 Font Undesline No

» - Create a Form for Registering the Courses

This form will allow users to register courses and instructor for each courses.

& Method 3 Using the Form Command

1. Select the Courses Table
2.Click on the Create tab in the ribbon and click Form command.

File Home  Create External Data  Database Tools  Help O Tell me what you want

— = |

= | ‘_-1— Z,‘}‘? ::@ = ;E Naviaation ~

Application Table Table SharePoint Query  Query Form | Form Blank avigation
Parts ~ Design  Lists ~ Wizard Design Design Form Maore Farms ~

=  [==- n T — “% Form Wizard
| 3 =3

Templates Tables Cueries Forms

All Access Obj...@ < Form

Create a form that lets you enter

|Search O infarmation for one record at a
- time.

Tables L

E5 COURSES
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COURSES FORM.
E COURSES >(|
"] COURSES

I
| CourselD

7]

3.Now, your COURSES FORM is created and opened in Layout View. Save the form as

! CourseMame

CourseCode

: Instructor

..0000000000000000000..
(]
(]
o
(]
°
°
°
°
°
°
%
Fle  Home Creste  ExtemalData  DatabaseTools  Help P Tell e what you want 1o d
I}E 4 S7 #la 3 A7 select B b :
L L0 U z . E5) u =l
= - yce } , B /8 S * Spe e -
2 & 7 10 £-2-|5 =2
Wiews | Clipboard & Sort&Filter erds | Fed | TetFon matting
All Access Obje... @ «
searcn
Tables
M co
B suoae oo
Forms
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~

5.3 Modifying Your Form (e}

e Once a form is created in Microsoft Access, you may want to
‘ customize it to improve its functionality and appearance.

Modifying forms not only enhances the user experience but
/ also ensures your database system looks professional and is
e easy to navigate.
v e This chapter will guide you through the step-by-step process of
modifying a form, including adjusting layouts, adding buttons
and images, and applying consistent formatting.

» S Open the Form in Design or Layout View

1.Go to the Navigation Pane and right-click on the form you wish to modify.

2.You can use Design View if you want full control over your form, or try Layout
View for quick and easy formatting

3.In this practical, we will begin by opening the Student Form in Layout View.

=5 STUDENTFORM X

STUDENT FORM
[ »]
Student_ID
Name

Gender

Address

Contact_Number

Email
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» S Rearrange or Resize Fields

1.Click on any field (e.g., Name or Contact Number) to select it.
2.Drag the field to a new position or use the resize handles to adjust its size.
3.Use Ctrl + Click to select multiple fields for group movement.

e
-2| STUDENTFORM X

STUDENT FORM

Student_ID
MName

DOB

Gender
Address
Contact_Mumber

Email

(@, e Using the Property Sheet to Resize Fields

e The Property Sheet in Microsoft Access allows you to fine-tune form controls,
including the size of text boxes and other fields

o If the Property Sheet is not already visible:

e Go to the Design tab and click on Property Sheet in the Tools group.

B |
Add Existing| Property «

Fields Sheet

Tools
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o Click on the text box or control you wish to resize (e.g., the DOB field).

o The Property Sheet will update to show the properties of the selected control.

Property Sheet

Selection type: Text Box

DOB

v X

A"
Format Data Event Other All
Format =
Decimal Places Auto
Visible Yes
Show Date Picker For dates
Width 2.822cm
Height 0.547cm
Top >.016cm
Left 5.065cm
Back Style Normal
Back Color Background 1
Border Style Solid
Border Width Hairline
Border Color Background 1, Darker 35%
Special Effect Flat
Scroll Bars None
Font Name Aptos (Detail)
Font Size 11
Text Align General
Font Weight Normal
Font Underline No
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¢ |nthe Property Sheet, go to the Format tab to adjust the size of the DOB text box

e Locate the Width and Height properties.

e Enter specific values (e.g., 5cm or 2"), or use the arrow buttons to increase/decrease
the size incrementally.

e Example :-

STUDENT FORM

-]

Student_ID

Mame

DOB

Gender

» - Edit Title or Heading

¢ Right-click on the form tab and select Design View.

STUDENT Fq

STUD

E Save

[Ix Close
D Close All

Form View b

Layout View

Name ﬁl Design View |ﬁ

Student]




o Adefault title (e.g., "Student Form") will appear at the form header.
e Click on it to edit the text (e.g., change it to "Student Information").

"3 STUDENT FORM X

L - - A e A A A A - L - A - - L

* Farm Header

~ 'STUDENT INFORMATION i

» SLIELE Add Buttons for Navigation or Actions

o -

e Access forms come with default navigation buttons, but adding
your own makes the form easier to use—especially for beginners.
Custom buttons guide users clearly, simplify the interface, and
give your form a cleaner, more polished, app-like feel.

@0 /

v e Now, we will add command buttons to the Student form to make

it easier to navigate and perform common tasks

-

___________________________________________________________________

(@, Add a “Next Record” Button
e Click the Design tab on the Ribbon.
e In the Controls group, click the Button tool.

g 1

Button ﬁ

N ——————————————————
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e Click on the form where you want the button to appear.

Email - --|{---- - | Emai

e The Command Button Wizard will open.

Command Button Wizard 1

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:

avigation Find Mext
Record Operations Find Record
Form Operations Go To First Record
Report Operations Go To Last Record
Application Go To Mext Record
Miscellaneous o To Previous Record

Cancel < Back Mext = | Einish
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@ Select:

o Category: Record Navigation
o Action: Go to next record
@f Click Next.

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each cateqory. i

Categories: Actions:
Find Mext
Find Record
Form Operations 30 To First Record
Report Operations 30 To Last Record
Application :Go To Mext Record

Miscellaneous 3o To Previous Record

Cancel < Back Mext = ﬂush

i

@f You can choose to display either text or a picture on the button. In this
practical, we’ll use the default picture, but you can also browse and select
your own image if you have one.

Command Button Wizard
Do you want text ar a picture on the button?

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

() Text: Next Record |

(o] Picture: Arrow Right Browse...
[ ]Show All Pictures

Cancel [ < Back ]l Mext = ] Einish

J
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e Click Finish.

- | |Email

You can further customize the button’s font, size, and color using the
Format tab after placing it on the form.

L JE—

C.J*Add a “Previous Record” Button
o Repeat steps above but, but choose:
m Action: Go to previous record
» Picture : Go to previous

(® Add a “Close Form” Button
o With the form still in Design View, click the Button tool again.
o Place a new button below your navigation buttons.
o Inthe wizard:
= Category: Form Operations
= Action: Close Form

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each categary.

Categories: Actions:

Open Form

Print a Form
Application Print Current Form
Miscellaneous Refresh Farm Data
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o Set the button to display the text “Close

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.

O Text: |CI:::5E |

Picture: Browse...
O Stop [OWS

Show All Pictures

| I -

o Click Finish.

(® Arrange and Format the Buttons

o Use the mouse to move buttons into a neat row or column.
o Go to the Format tab to:

= Align buttons using the Align group
m Change font, color, or size for better readability

Q r(':) 'I. <7 Shape Fill ~

[& S
Quick Change L& Shape Outline
Styles ~ Shape ~ & Shape Effects ~

Contral Formatting
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» - Test Your Buttons

(‘J’ Switch to Form View (click View > Form View).

@~ click your buttons to check:

STUDENT FORM

STUDENT INFORMATION
7]
e “Close” close the form » Closs |

Gender

Address

Contact_Number

“Next” moves to the next
student record

Email

“Previous” goes back

Y

L]




DESIGNING FORMS FOR DATA ENTRY

» - Change Form Colors and Fonts

@ Now, we will continue editing the form in Design View.

CO;» Go to the Form Design tab and use options like Theme Colors to apply a consistent
color palette.

E |n Colors v | N | —

Themes | Office

&
] (I I | office
STUDENT Office 2013 - 2022
R Office 2007 - 2010
_ Grayscale

e —

Blue Warm

N

Blue

Blue Green

Stude

5T
Green

Green Yellow

Ngme Yellow

Yellow Orange

DOB

Orange

Orange Red
Gendé

Red Orange

[ Red

Addre

Red Violet
T Violet
\=aupagis |

Violet |1
Erhail Median

Paper

v
| -
——m

Customize Colors...

|
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C.f Alternatively, you can use the Shape Fill command in the Format tab to apply
colors to each section of your form

|2 Shape Fill ~ |

Automatic

Theme Colors

| I B
| |
1T

Standard Colors

H

Recent Colors

Transparent

e You can also add a background image to your form using the Background Image
command in the Format tab.

Arrange  Format

~ | B

.00 Background | Alte

=20
Image ¥  Row {

I Background

[Background Image]
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) 2 p—

(®, Format the Field Labels
e Selectall the field labels in the form. Then, use the Format tab to adjust the
font style, size and colours.

File  Home Create External Data Database Tools Help Form Design Arrange Format 0 Tel

it «  (Aptos (Detai o - , [}
53 Select All Aptos Display (Header) i s G M Ba:i(g;;uvnd
. Aptos (Detail)
Selection Number Background

| m Adabe Devanagari AT

vtz pgency B NI O I I I T AT
* Form Header mm
A Lo —

: $leD Arial

1
= ! Arial Black

Arial Bl
e N I

' |
.| "Studentir  Arial Roundefl MT Bold

Arial Unicode M ¥ ¥ I I : 1 T

1
2 " _ 0 =
- ! Artifakt Element] E& Mox WA Dd Wy
2 —ﬁ)l)ﬂ Artifakt Element Medium
L Bahnschrift

a : ?‘:ﬁanden Bahnschrift Condensed
5 = . i i
- Bahnschrift Light L - I T I I T
. !\c dress fAddrefs 3
N - I I I I I I I I I I I
7 —?GBMEGH:N-HMR-' Contdct Number 1
g

i . - | I I I I I I I I I I ]
: ;Eqnall Emai

(@, Edit the Label Text
e Double-click each label to edit its text as follows:
o Change Student_ID - Student ID
o Change DOB - Date of Birth
o Change Contact_Number » Contact Number
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@, Adjust Text Alignment
o Select all the text boxes in the form, and on the Format tab, set their text
alignment to Left.
o Switch to Form View to see the effect — all the data in the text boxes will
now be aligned to the left.

(@, To add effects to your text boxes, select all the text boxes in the form. On the
Format tab of the Property Sheet, choose the Special Effect command, and
select any effect you like.

Special Effect IT
I Scroll Bars Flat

Font Name Raised

Font Size Sunken K
Text Align Etched

Font Weight Shadowed

Font Underline Chiseled

» SERE Use Layout Tools for Alignment

e Select multiple text boxes or labels.

e Go to the Arrange tab.

e Use Align or Size/Space options to make your layout more balanced and visually
neat.

1 Bo|fy %

- < 41 O
Size/  Align |Bring to Send
Space~ ¥ Front to Back

Sizing & Ordering
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Practice

Modify all your forms to make them more attractive.




5.4 Create a Main Menu Form

A Main Menu Form serves as the central navigation hub for your
Microsoft Access database. It provides users with a simple, user-
friendly interface to access different parts of the system—such as
student records, reports, queries, and data entry forms—without
having to browse through the navigation pane.

/

v Next, we'll create a Main Menu Form to provide easy access to all

other forms in the database.

o —
o ————————————————

B e e e e

1. Go to Create > Blank Form.

File Home _ Create External Data  Database Tools Help O Tell me what you want to do
== T ' E— =11} ] | =% Form Wizard —|‘
= I BR E&ROF ] {d
Application Table Table SharePoint  Query Query Form Form | Blank (=] Navigation ~ Report Report
Parts ~ Design  Lists ~ Wizard Design Design| Form More Forms v Design F
Templates Tables Queries Forms
b Blank Form
@ Create a form with no controls or
a format.
=
2
-—
k-
=
]
=

48
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File

TNOUTgaTTon Famme

Home Create External Data DatabaseTools Help Form Design Arrange Format £ Tell me what you want to dg

— Bd
.&- B colors ~ = _ ﬂ_il 2 logo
Themes S b AG |:I |:|] =) @ v Insert Insert Modern B Title Ad
i Image ~ Chart ~ [@ Date and Time
Themes Controls Header / Footer

| Form1 X

Trrastresbrss et iis s e LT | Command Button Wizard ' ©

What action do you want to happen when the button is pressed?

Different actions are available for each category.

Categories: Actions:
Record MNavigation
Record O

| Command0 r

Print Current Form
Refresh Form Data

Application
Miscellaneous
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3. Set each button’s On Click event to Open Form and select the respective form.

'__ Command Button Wizard

- =

What form would you like the command button to open?

Student Grades Form

4

Cancel < Back ‘ Next = ‘ Einish

4. Choose “Open the form and show all the records”.

' Command Button Wizard

H |

Do you want the button to find specific information to display in
the form?

For example, the button can open a form and display the data for
a specific employee or customer.

O Open the form and find specific data to display.

© Open the form and show all the records.

'4

Cancel < Back ‘ Next = ‘ Einish

| | |
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5. Then, you can choose either text or picture on the button. In this practical, we will
choose text on the button.

! 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
STUDENT choose Picture, you can click Browse to find a picture to display.
FORM
O Text: STUDENT FORM|
() Picture: M5 Access Form Br
= . rOWSE...
Show All Pictures
Cancel < Back ‘ Next = ‘ Finish

T —
6. Then, you can save the name for the button and click Finish.

' Command Button Wizard

What do you want to name the button?

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

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.

| '4

Cancel < Back MNext = l Finish J
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7. To test the button, right-click the form's tab and select Form View to open the

form, then click the button to see if it works.

> [l

ISTUDENT FORM |

L Search

8. Repeat the steps to add buttons for Enrollment, and Grades Forms.
9. Save the form as Main Menu.

@®» Now your database has forms for adding students, enrolling them in courses, and

recording grades!

®» To set pop up for your Main Menu form, go to the property sheet and change pop

up to ‘yes’.

X
Property Sheet
Selection type: Form A
B 2l
Form V
Format Data Event Other All
Pop Up = [[~]
Maodal MNo
Cycle All Records
Ribbon Name
Toolbar
Shortcut Menu Yes
Menu Bar
Shortcut Menu Bar
Help File
Help Context Id 0
Has Module No
Use Default Paper Size No
Fast Laser Printing Yes

Tag
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@ »Now your database has forms for adding students, enrolling them in courses,
and recording grades!

C‘J”To set pop up for your Main Menu form, go to the property sheet and change

pop up to ‘yes’.
X
Property Sheet
Selection type: Form A
typ 2 l
Form v
Format Data Event Other All
Pop Up | I
Modal No
Cycle All Records
Ribbon Name
Toolbar
Shortcut Menu Yes
Menu Bar
Shortcut Menu Bar
Help File
Help Context Id 0
Has Module Na
Use Default Paper Size No
Fast Laser Printing Yes
Tag

C.J*So, your Main Menu will be pop up every time you open the form

oy

| =2 MAIN MENU - (] X

STUDENTS MANAGEMENT SYSTEM

Main Menu

~ STUDENT FORM

ENROLLMENT

GRADES
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N\
Practice JL

Modify your Main Menu form to make it more attractive.

Example of the Main Menu form after modification

=5 MAIN MENU
)l

STUDENTS MANAGEMENT SYSTEM
MAIN MENU

STUDENT FORM
ENROLLMENT
GRADES
¥ e

Shaping the Future Through Technological Excellence

Record: 14 1of1 M v N Search
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/ / Practice 1: Data Entry

UUse the form created to enter all the sample data given

for each table (Students, Courses, Enrollment, and

@-» STUDENTS

Student Name DOB Gender Address Contact Email
ID Number

Aliabinti | 1Jan 40, Lorong Setia
S001 Female 1, Taman Setia, 012-1234567 aliaali@gmail.com

Ali 2006 21050 Kuantan

Bernard 2 Feb Lot 608, Kg
S002 Male Bintang, 26500 014-1122334 | bernard@gmail.com

Chandran | 2006

Maran
2, Lorong
. 4 Cempaka 2/2,
S003 :::Ud blﬂ April Male Taman Cempaka 44?;"37667 hud@gmail.com
amzah 1 5606 Indah, 26070
Kuantan
Mawar 5 No. 1, Kg 011-
S004 binti May Female Sejahtera, 26600 mawar@gmail.com
7788990
Yusof 2006 Pekan

W
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CourselD Course Name Course Instructor
Code
co1 Database SFC10393 Pn. Khairani binti Ibrahim
Fundamentals
C02 English MPU1101 Sir Alex Fernadez
C03 Basic Mathematics SFC10343 En. Lutfi bin Hafiz
C04 Application Computer STM10462 Pn. Rahil binti Rafiq

CJ" ENROLLMENT

StudentiD CourselD Enrollment Date
S001 Cco1 2 Jan 2025
S002 Cco1 2 Jan 2025
S003 Co3 4 Jan 2025
S004 C0o3 4 Jan 2025

(@ GRADES
StudentID CourselD Grade
S001 Co1 85
S002 Co1 70
S003 COo3 90
S004 CO3 75
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N

6.1 What are Queries? ", ‘
Queries are used in Access to search, filter, and gather specific data from one or
more tables. Running a query is similar to asking a question to your database, where

you set certain conditions to retrieve only the information you need.

6.2 Creating Basic Queries

1. Select Queries: Retrieving specific records

O» Creating a Select Query

EXAMPLE 1 Create a query to list all students
& Method 1:using Query wizsrd i

1.Go to the Create tab - Click Query wizard.

o [

Wizard [Design

Queries

2.In the New Query dialog box, select Simple Query Wizard and Click OK

L L T Ty TR T LY

MNew Query ! X

Simple Query Wizard “

Crosstab Query Wizard
Find Cuplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pidk.

K, Cancel




3. Select Table: STUDENTS from Tables/Queries dropdown. Then, click right double
arrow (>>) to insert all available fields to the selected fields box and Click Next.

Simple Query Wizard
Which fields do you want in your query?
You can choose from more than one table or query,
Tables /Queries
Table: STUDENTS e
Available Fields: Selected Fields:
Student_ID
Mame
DoB
Gender
Address

= Contact_Mumber

<< N ——
' I—Ik
Cancel Mext = Finish

4. Save the query » Name it: qryAllStudents and Click Finish

Simple Query Wizard

What titte do you want for your guery?

gryalstudents|

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?

0 Open the query to view information.
() Modify the query design.

Cancel < Back | Finish
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C.j’ Your query will look like this

qryAliStudents
Student_ID -| Mame -

DOB  -| Gender -/ Address -|  Contact_Number -/ Email .
5001 Alia binti Ali 1/1/200€ Female 40, Lorong Setia 1, Taman Setia, 21050 Kuantan 012-1234567 aliaali@gmail.com
5002 Bernard Chamnt 2/2/200€ Male

Lot 608, Kg Bintang, 26500 Maran 014-1122334 bernard@gmail.com
2, Larongcempakam Taman Cempaka Indah, 26070 017-4435667 hud@gmail.com

N11_-77RRGON mawararnail eom

| 5003 Hud bin Hamz 4/4/200€ Male
Snnad Mawar hinti ¥ SIKMPO0F Fa

°
L]
°
A > JVIDE
°
°
B TUTORIAL
°
Py
file  Home Create  ExtemalData  DatabaseTooks  Help  ° Tell me whatyou want to do 0.
E BEE DO B % EEO%-= | [ Qmwm I
Application | Table Table SharePoint P — feport Report Blank WGHM"
Parts - Design Lists~ | Wra Mign Design Form DMmrmm- Design Report s Jvmnm
r!NIEHH Tables Cuenes Forms. Reparts Macros & Code

Mavigation Pane
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& Methoaz Using Query Design

1.Go to the Create tab - Click Query Design.

L ||

Wizard [Design
Queries |

2. In the Show Table dialog box, select Students table -» Click Add - Click Close.

e Double-click the following fields to add them to the grid:

StudentID

Name

DOB

Gender

Address

Contact_Number

Email

O O O O o O o

5 queryl X

STUDENTS

¥ studentiD
MName
DOoEB
Gender
Address
Contact_Number
Email

W% ]

Field: | Student_ID Name DOE | Gender Address |Contact_Number | [HEN] -
Table: | STUDENTS STUDENTS STUDENTS | STUDENTS STUDENTS STUDENTS STUDENTS

Sort:
Show: ] a ] ] a | ] (]

Criteria:
on

3. Click Run (red exclamation mark).

= | |
View Rle «

Results

4. To save your query, click the Save button on the Quick Access Toolbar or right click on the
query’s tab > select Save. When prompted, enter a name for your query and then click OK.
In this practical, save the query as qryAllStudents.
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(.J-» Click the link to learn about the Query Design view

Access 2016: Designing a
Simple Query

edu.qcfglobal.org

@ Create a query to list students and their grades

1.Go to the Create tab - Click Query Design.
2.In the Show Table dialog box, add all tables

Query? %
COURSES EMROLLMENT STUDENTS GRADES
x x® * ‘ x
1 1 1
¥ Course D = | % EnrolimentiD /— % studentID —\_ ¥ Grade_ID
CourseMame 'I, Student_ID Mame = Student_ID
CourseCode Course_ID DOB — Course_|D
Instructor EnrollmentDate Gender Grade
Address v
L. ]
Field: | student_ID Mame Course_ID CourseMame Grade |
Table: | STUDENTS STUDENTS COURSES COURSES GRADES
Sort:
Show: a a2 a a a OJ
Criteria:




3. Double click the field names to add them to the grid:
e StudentlID and name from STUDENTS table
e CourselD and CourseName from COURSES table
e Grade from GRADES table

4. Click Run (red exclamation mark).

5. Save the query » Name it: qryStudentsGrades

View | Run

-

Results

(=
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[r——
F3 gryStudentsGrades =

Student_ID ~
S002
5003
s004

Mame
Alia binti Ali
Bernard Chandran
Hud bin Hamzah
Mawar binti Yusof

-

Course_ID

Co1
co1
co3
co3

-

CourseMame
Database Fundamentals
Database Fundamentals
Basic Mathematics
Basic Mathematics

-

85
10
50
75

Grade




WORKING WITH QUERIES

Filter Queries: a mechanism to restrict the data returned by a query,

: allowing you to focus on specific records or subsets of data that meet
: certain criteria. :

.....................................................................................................................................................

e Creating a Filter Query

Mmeaw a query to list all female students

1. Go to the Create tab - Click Query Design.
2. In the Show Table dialog box, select Students table - Click Add - Click Close.

@ Query2 X

STUDENTS

*

% student ID
Mame
DOE
Gender
Address
Contact_Number
Email

£

Field: |student_ID Mame Gender Contact_Mumber
Table: | STUDEMNTS STUDENTS STUDENTS STUDENTS
Sort:
Show: ] ] ] ]
Criteria: “female”
or




3. Double click the field names to add them to the grid:
StudentID

o Name

Gender

Contact_Number

o

o

o

4. Type ‘female’ on criteria for Gender to filter female students.Typing the criteria
row will set your query to include only results that meet all the criteria.

5. Click Run (red exclamation mark).

View | Run ' l

"

Results

6. Save the query » Name it: qryFemaleStudents

ﬁ qryFemaleStudents

Student_ID - Mame -  Gender - Contact_Number -
Alia binti Ali Female 012-1234567
2004 Mawar binti Yusof Female 011-7788990

*
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(J-v To hide a field within a query:

¢ In query design view, Click the checkbox in the Show row for Gender field to

uncheck it.

o There may be situations where a field contains important criteria for
your query, but you don't necessarily need to display that field in the
final query results.

e For example, we want to create a query to list all female students
without showing the Gender field.

65

i ——————————

Field:
Table:
Sort
Show
Criterias
or:

Student_ID
STUDEMTS

Mame
STUDEMTS

Gender

STUDENTS

“female’

Contact_Mumber
STUDEMTS

g:;.« ]

C}’ e Access has hidden the Gender field while still applying the other criteria we

selected.

*

Student 1D ~ Name
S001 Alia binti Ali
S004 Mawar binti Yusof

@ gryFemaleStudents

Contact Number

012-1234567
011-7788990

e To display a hidden field again, go back to Design View and check the box in
the field's "Show" row.



H WORKING WITH QUERIES

o
°
°
°
°
°
°
°
o
[ ]
L)
°
File lom: Create  ExtenalDats  Database Tooks  Help £ Tell me what you want to do
BEM (BE ER0ET @0 [ i
Jo.cpiication Table Table SharePoin Qg o * Report Blank (o e
Parts = Design Limv w.mnug Denga\ Fam ﬂuu Foms n.,.; Report ] Visual Basic
|.-%|m |||||| Farms. Reports. Macios & Code
H
£
=
2
3
2
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6.3 Advanced Queries

....................................................................................................................................................

s Parameter Queries: Allows you to create a query that prompts the user for

/ specific criteria when it's run, rather than having those criteria hardcoded
within the query itself. This enables you to reuse the same query structure
for different inputs without needing to modify the query's design. :

.....................................................................................................................................................

Creating a Parameter Query

Mﬂeate a query to search Student by StudentID

1. Go to the Create tab - Click Query Design.
2. Add Students table.
3. Double click the field names to add them to the grid:
e StudentID
e Name
e Contact_Number
¢ Email

4. In the Criteria row of the field that you want to apply a parameter to, enter the text
that you want to display in the parameter box, enclosed in square brackets.

STUDENTS
Mame
DoB
Gender
Address
Contact_Number

Email

Fieht: |Student ID Mame Contact_Mumber Email
Table: (STUDENTS STUDENTS STUDENTS STUDENTS

Show: ] [-] ] [-] 0 0 ] [ [
Crites i Student 10]

ij For example, In the Criteria row under StudentID , type: [Enter Student ID]

Field: | student_ID
Table: | STUDEMNTS
Sort:

Show: ]
Criteria: | [Enter Student ID] |«
arn




m WORKING WITH QUERIES

5. Run the query - Enter a Student ID when prompted.

Enter Parameter Value ? 4

Enter Student ID

6. Save as: qrySearchStudentByID

e Scan the marker to do exercise /23\/

QUERY
(EXERCISE)
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ev-

c
Practice 2 ?\”Gc‘/'

A S

1. Create a select query to list all male students .
(show Name, StudentID , Gender and Contact Number)

2. Create a parameter query to search the students grade by Course Code.
(show Name, StudentID, Course Name and Grade)

e A

Your query should look like this:

1. Query to list all male students:

3 qryMaleStudents <

Mame - |Student ID -~ | Gender - Contact_Number -
Bernard Chandran =002 Male 014-1122334
Hud bin Hamzah s003 Male 017-4455667

S |

2.Parameter query to search the students grade by Course ID.

Enter Parameter Value ? b

Enter Course Code

SFC10393]

ﬁ qrySearchByCourseCode

Mame =  Student ID - CourseMame - Grade -
Alia binti Ali S001 Database Fundamentals 85
Bernard Chandran S002 Database Fundamentals 70

#*
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N

7.1 What are Reports? "

..................................................................................................................................................
.
o

A report in Microsoft Access is a tool that helps you present data in a
/ clean, readable, and printable layout — perfect for printing results or :
-

: sharing summaries.Access allows you to generate reports using data from
: both tables and queries.

5
....................................................................................................................................................

7.2 Creating Reports Using the Report Command

Maeaﬁng a Student List Report

1. Select the Students Table

File Home Create  Externg

=

Application Table Table Sharef

Parts ~ Design  Lists
Templates Tables
All Access Obj...@ <
Search... /O
Tables “u
B COURSES
=1 ENROLLMENT
S GRADES
B STUDENTS «
Uueries w
Forms w

2.Go to the Create Tab - Click Report.

File Home Create External Data  Database Tools Help

Applicati
Parts ~

£ Tell me what you want te-da

EE__I_ m @1— EE :t@ E FnrmWizard +|j:| D @Repor‘cW’izard
Table Table SharePoint = Query Query Form  Form  Blank B Navigation ~

Report |Report Blank =
Label
Design  Lists~ Wizard Design Design  Form MoreFormsv Design Report anes
Templates Tables

Queries Forms

Reports




GENERATING REPORTS

Your report is created and opened in Layout View. Some of your data may
: appear beyond the page break. To resolve this, resize your fields by
: selecting a field and dragging its edge to adjust the size. Repeat this

- : process for other fields until everything fits within the page.
R
T sTooENTs %
STUDENTS Tussday, Apeil 15, 2025
e .0 S
;S(uden:_ID MName DOB Gender Address Contact_Number Emaail
Alis binti Al 17172008 || Female 40, Lorong Setia 1, Taman Setia, 012-1234567 aliasli@gmail.com
| | | 21050 Kuanan |
002 Barnard Chandran | 222006 Malo Lot 608, Kg Bintang, 26500 Maran (| 014-1122334 bamard@gmall.com
5003 Hud bin Harmzah | MJJZDDE:.HJLG 1-' Lonong Carmpalka 272, Tarman .U1?-M5556? -:Iluﬂ@ﬂﬂinlLtth
L L J ?«mnpakn Indah, 26070 Kuantan L )
S004 Mawar binti Yusof S/5/200€ || Female No. 1, Kg Sejahtara, 26600 Pakan | 011-7788590 mawanEgmail.com
4 %
Pagelef1

.....................................................................................................................................................

To save your report, click the Save button on the Quick Access Toolbar or
/ : right click on the report’s tab > select Save. When prompted, enter a name
: for your report and then click OK.

|4

o
.....................................................................................................................................................

. Save As 7 >

Report Mame:
Students List Report]

QK Cancel




GENERATING REPORTS

o
L]
L]
°
L]
°
L]
L]
o
[ ]
L)
L]
Fle Home Creste ExternalData Database Tools Help ReportlayoutDesign Arrange Format PageSetup 2 Tell me what you wantto do
2 =]
B Colors~ Elzll T Totals~ =togo [EE] B
= 5 :
View | Themes (e GO0 [ petgs A0 ® @ 1] A Page L1 Title Add bisting Property Chart
- - &sort Numbers <5 Date and Time Fidds  Sheet g
Views Themes Grouping & Totals Controls Header / Footer Tools v
All Access Obj...® < e X : X
Search... Ll % ) 7
Tables ~ . ! E E A 2025
E courses - = =
Student_ID | Name DOB  Gender Address Contact_Number Email
B ENROLLMENT
s 3001 iN Alia binti Al 1/1/200€ || Female i 40, Lorong Setia 1, Taman Setia, | 012-1234567 aliaali@email.com
21050 Kuantan
B STUDENTS " .
S002 Bernard Chandran 2/2/200€ | Male Lot 608, Kg Bintang, 26500 Maran |[014-1122334 bernard@gmail.com
Queries ~
b B 5003 Hud bin Hamzah 4/41200€ | Male 2,Lorong Cempaka 2/2, Taman | 017-4455667 hud@gmail.com
Cempaka Indah, 26070 Kuantan
S004 Mawar binti Yusof 5/5/200€ || Female No.1, Kg Sejahtera, 26600 Pekan ||011-7788990 mawar@gmail.com
Pagedof 1




7.3 Creating Reports Using the Report Wizard

Maeaﬁng a Student Grade Report

1. On the Create tab -~ Click Report Wizard.

File Home  Create  External Data  Database Tools  Help £ Tell me what you want to do

] E‘_ i @‘ E’[ F{."ﬂ E BR Form Wizard E D Qﬁepod'ﬁizard

Table Table SharePoint Query Query Farm Form Blank Nal'llgatmnv Report Report EBlank |E|Labeis
Design  Lists ~ Wizard Design Design  Form  [E5) More Forms ~ Design Report

Templates Tables Cueries Forms Reports
e

2.In the Tables/Queries drop-down, select:
- Query: qryStudentsGrades

3. Select a field from the list on the left, and click the right arrow to add it to the report.
Or you can simply double click the field from the list on the left and it will be added to
the selected fields box. You can include fields from multiple tables or queries by
repeating the same steps.

4. For this example, select the fields below:
Student ID

o Name

o Course Name

o Grade

5. Then click Next.

o

Report Wizard
Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries
Query: gryStudentsGrades o

Available Figlds: |§elected Figlds:
y || Student_ID
2 || Name
CourseMame
<
=
Cancel Mext = Finish
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(J-» We will view our data by Course Name so students under the same course are
listed together.

6. Click Next.

Report Wizard

How do you want to view your

data? CourseMame

Student_ID, Name, Grade

2 Show me more information

Cancel < Back Mext = FEinish

(J-» Since our data is already listed by course name, there's no need to add
additional grouping levels. Just click Next.

Report Wizard
Do you want to add any grouping
levels? CourseMame
Student_ID, Mame, Grade
=
Priority
Cancel < Back Mext = Einish
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(J-» Next, we can determine the sort order of our records—up to four fields—in either

ascending or descending order.

6. Click the top drop-down arrow and choose the first field you want to sort by. Then,
to change the sort order, click the button on the right to select either ascending or

descending.

7. For this practical, choose the field ‘Name’ and set it to ascending order.

8. Click Next.

Report Wizard

What sart arder do you want for detail records?
You can sort records by up to four fields, in either
ascending or descending order.
1 i Ascending
2 Ascending
3 e
4 e

Cancel < Back Mext = Finish

'




GENERATING REPORTS

9. Next, we can choose the layout and orientation of our report. A preview of the
layout is shown on the left side. For this practical, choose the 'Outline' layout and
'Portrait' orientation.

Report Wizard

How would you like to lay out yvour report?

Layout — Orientation —
: I O Stepped orort"
- () Blodk {_iLandscape
- —— A
- 4
[ ]
-
-
-
: ——
-
[ _]
e B Adjust the field width o all fields fit on
a page.
Cancel < Back Mext = . Finish
| .

10. Save your report and click finish.

. Report Wizard

What title do you want for your repart?

7 |51L|der1t Grade Report|

That's all the information the wizard needs to create your
/-A repart.

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

Q) Preview the report,
() Modify the report's design.

—

Cancel < Back Mext = Einish




GENERATING REPORTS

Student Grade Report ¢

C.J" Your report is created and opened in Print Preview

Design  Lists
Templates Tables

All Access Obj...® <

Search..
Tables

kel

Queries
Forms.

File  Home Create Bxernal Data Database Tools Help

HE M B Ex i ;ovmwﬁ,.,
Application
Parts ~

Table Table SharePoint  Query Query

© Fon
Wizard Design

Design  Farm [ More Forms ~

R Tell me what you want to do

+d] D 7 Report Wizard
o Brarye [ Navigation ~ »
i

Report Blank =
Design Report

Student Grade Report
CourseName Database Fundamentals
Mame Student_ID Grade
Alia binti Ali S001 85
Bernard Chandran s002 70
CourseName Basic Mathematics
Mame Student_ID Grade
Hud bin Hamzah s003 90
Mawar binti Yusof sS004 75

Q & Module

ks [ Class Module
Reports

<< <

v
Avaisble Fields:

] Visual Basic

lacros & Code

Tables/Queries

Query: aryStudentsGrades




7.4 Customizing Reports-/ ¥

....................................................................................................................................................

s Once you have created a basic report in Microsoft Access, the next step is

/ to customize it to meet your specific needs. Customization allows you to
control how your data looks and how easily others can understand it. In
this section, we will take a step-by-step approach to customizing reports.
You will learn how to switch to Design View, adjust the layout, modify fonts
and colors, insert images or logos, and fine-tune the organization of your
information. By following each step carefully, you will be able to create
professional-looking reports that are clear, organized, and visually
- appealing. .

.....................................................................................................................................................

Let’s try it out!

In this practical, we will modify the Student Grade Report.

» - Open Report in Design View

C/» In the Navigation Pane, right-click your report.
(@, Select Design View from the menu.

Reports .
il Student Grag—

Cpen
il STUDENTSL =
Layout View
[of] Design View «
Export @

EIEI Rename
Hide in this Group

Delete

& Cut
[@ Copy

Eé',: Print...

[% Print Preview

Wiew Properties
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@, You will now see the structure of the report, including sections like Report Header,
Page Header, Detail, and Footer.

» - Customize the Report Layout

(O Drag and resize text boxes, labels, and other controls to better fit your data.

(@, Drag the field borders left or right to resize.

(®, Use the Arrange tab to align the fields neatly.

(@, In this practical, resize the CourseName and Grade text boxes and Labels to make
them fit better.

T B B B e B

W Page Header
W Course_|D Header

CourseMame

» - Apply Formatting

Cf Format the Field Labels
o Select all the field labels in the report.
o Onthe Format tab, set the font to Arial Bold and the font size to 12.

@ Edit the Label Text
o Double-click each label to edit its text as follows:
o Change CourseName -» Course Name
o Change Student_ID - Student ID

(@, Adjust Text Alignment
o Select the fields Name, Student ID, and Grade.
o On the Format tab, set their text alignment to Center.

# Course_|D Header

# Detail




Q*Add Borders to Labels

o Select the Name, Student ID, and Grade labels.

o Go to the Format tab on the ribbon.
o Click the Shape Outline command:

m Choose the line type (such as solid or dashed) that you prefer.
m Select the line color you want for the label borders.

@, Apply Fill Color to Labels
o With the same labels still selected, click the Shape Fill command.
o Choose afill color to highlight the labels and make them stand out.

-|[12
A 2 =

Font

Student Grade Report
S e

# Report Header

=
Background
Imnage +

Background

I

i = & Shape Fill ~
i ||.EShaptDut|iHC" | «
B Automnatic

Control Forma
Theme Colors

R ERRNE H HEENEEEN

# Page Header

# Course_ID Header

1
ikt
5 1111

L Liiryiasussaver Dupies rrussrressrie

studentiD |

os [ 1|

Standard Colors

.. SudentD [

# Page Footer

=N owl)
# Report Footer

HEN

e " & [Page]

HEEEENE

Recent Colors

Transparent

Line Thickness

&) More Colors...




81

C}*Adjust the Font and Alignhment of Text Boxes
o Select the Student_ID and Grade text boxes (the actual boxes that display the
data, not the labels).
o Go to the Format tab:
m Change the font to Arial and the font size to 11.
m Set the text alignment to Center for better readability.

..........................................................................................................................................................................

/D You can only adjust the font and alignment of these text boxes.

ﬁ Do not change the content inside the text boxes — they are
linked directly to fields in your table. Editing the content could
break the connection to your data!

.
.........................................................................................................................................................................

w Editing the Report Title Label %

Customize the Report Title
o Locate the Report Title label in the Report Header section.
o Click to select the label.
o On the Format tab:
m Change the font style (for example, to Arial Bold or another professional
font).
m Adjust the font size to make the title stand out (for example, size 20 or
larger).
m Set the text alignment to Center or Left, depending on your preferred
layout.

Move the title label to your desired position within the header to balance the
design.

o

-

Make sure the title is easy to read and properly centered (if required) to give
% your report a polished, professional appearance.

o ———— -

__________________________________________________________________________________



GENERATING REPORTS

P> (ST ncoraLogo

@rin Design View, click anywhere in the Report Header section (or another section
where you want to place the logo).

(®,Go to the Design tab on the ribbon.
@pClick Logo
C.}’A dialog box will appear — select your logo image file from your computer.

©r After inserting, resize the image by dragging the corners to fit neatly in the layout.
Move the logo into position — typically in the top-left or top-right corner of the header.

D) Ee |
Page [ Title
Numbers 53 Date and Time

Header / Footer

\ Optional Touch: :
You can align the logo with the report title or use the Arrange tab to ensure
consistent spacing and alignment across elements. .

|«

.....................................................
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» - Add Page Header and Footer

C}*Right—click in the report design and select Page Header/Footer if they are not
already visible.

If you don’t see any white space in the Page Header or Page
Footer, don’t worry — it just means the section is currently
too small to display content.

é> To fix this, click and drag the bottom edge of the header or footer to
resize it. Once there’s enough space, you can easily insert text, page
numbers, or other elements.

S —

1
1
1
1
1
1
1
1
1
1
1
1
\

o e e e e e e e e e — -

/ABC

COLLEGE
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Cj*ln the Page Header section, use Label to type custom information. e.g: “Report
Date:”.

Cj'Then, use the "Date and Time" tool to insert the current date.

ol Data  Database Tools Help Report Design  Arrange  Format — Page Setup £ Tell me what you want to do
A

=2k

i

::::P |2]Hidel:letails M@G [E % @ EI ﬁ ZE \ 5 E Cl IZ| @ = Insert Ins.e:tk;m.de:n Page BT“IC
.

— . [~
= lLogo
il [
L Imvage ~ Chart ~ MNumbers Date and Time

eader [ Footer

Grouping & Totals

|8 student Grade Report

x
— a Property|
Selection typ|

R
# Report Header

Report
Format  Dat|

Caption
Drefault View|

Allow Repord
Allow Layout]
Picture Type
Picture

# Page Header

TR Picture Tiling|
Picture Align
Picture Size M

snnfmnn . Fepordate

: _EDE_.I‘BQ_ :::v_|

# Course_|ID Header

Width

(@ In the Page Footer section, use the Page Numbers tool from the Design tab to
insert page numbering in the format and position of your choice.

(@, For this practical, first delete the existing text box in the footer.

(> Then, use the Page Numbers tool to insert new page numbering. Choose your
desired format, position, and alignment for the page number.

Page Mumbers ? X
n Page M
(O Page Nof M BT
Position

i © Top of Page [Header]

i () Bottom of Page [Footer]

- Alignment:

Center e
8 show Mumber on First Page
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» - Preview and Save the report

@* Right click on the report tab and select Report View to see how your report looks

with the new labels, borders, and colors applied.

@f Make any small adjustments if necessary and save your report.

C.f Check that: [g—?p

[r—

Student Grade Rep=

r=3
=1 Hﬁave

# Report Header [Ix Close

1 Close Al

Layout View
Design View

[.%. Print Preview

# Page Header

I El Report View I«

e The labels are easy to read.
e The textis properly centered in the Name, Student ID, and Grade fields.
e The colors and lines make the layout clearer without being too distracting.

exanei ]

8 student Grade Report X

/ABC

COLLEGE

Student Grade Report

Report date:  29-Apr-25

Course Name Database Fundamentals
Name \ Student ID \ Grade \
Alia binti Ali | 5001 | 85 |
Bernard Chandran I S002 I 70 |
Course Name Basic Mathematics
Name H Student ID H Grade \
Hud bin Hamzah ] S003 { 90 ]
Mawar binti Yusof | S004 I 75 |
Page 1

R
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........................................................................................................................................

In Microsoft Access, macros are powerful tools that let you
automate tasks and create interactive database systems—without
needing to write full-scale programming code. They act like scripts
or commands that tell Access what to do in response to events like

@ i / clicking a button or opening a form.

In the following steps, you'll learn how to create a macro that
enhances navigation in your system—automatically closing the
main menu and opening the student form when a button is
clicked. This simple but powerful feature is a great starting point
for introducing automation into your database.

o
................................................................. N s h s asasaesasssesssusssEsssssssssssssssssssssssssssssssnnan?

create interactive

automate tasks database systems
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8.1 Creating

.....

‘ When a user clicks a button (e.g., "Student Form") on the Main
Menu Form, Access should:

B
............................................................. N E ARk EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEsEEsEEEEEEEEEs?

Simple Macros

1.Close the Main Menu Form and

2.0pen the Student Form

................................................

Preview and Save the report

¢ |nthe Navigation Pane, right-click on your Main Menu Form
e Select Design View.

» STEP 2

Add Macro to the Button

Select the Student Form button.
In the Property Sheet, go to the Event tab.
Find the event labeled On Click.

Click inside the On Click field, then click the “...” (ellipsis button).

Property Sheet

Selection

Comman

Format

type: Command Button

dd e

Data| Event |Other AN

COn Click

[Embedded Macro]

On Got Focus
On Lost Focus
Cn Dbl Click

COn Mowuse Down
On Mowuse Up
On Mowuse Mowve

On Key D
On Key U

oW
P

On Key Press

in Enter
On Exit

7
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of

e Right click on the Student Form button.
e Choose build event

i VISR

[STUDENTS MANAGEMENT SYSTEM |

- MAIN MENU | =

Build Event...

- SHaping

FlE b

ENROLLMENT kS
%

X

Tab Order...
Cut

Copy

Paste

Layout

Align
Size

Position

Delete

Anchoring
Fill/Back Color
Font/Fore Colar
Special Effect
Form Properties

Properties

88
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Define the Macro Actions

..................................................................................................................................

When creating the button, the Macro Builder automatically
includes the action to open the Student Form. We only need to
add an additional step to close the Main Menu Form.

MAIN MEMNL _2 MAIN MENU : Command0 : On Click X

OpenForm

Form Mame STUDENT FORM
View Form

Filter Mame
Where Condition

Data Mode

Window Mode MNormal

¢ To Close the Main Menu Form:
o Add New Action
o Choose Action: CloseWindow
o Arguments:
= Object Type: Form
= Object Name: Main Menu (or whatever your main menu form is named)

B CloseWindow & X
Object Type |Form )
Object Mame |MAIN MENU -
Save | Prompt e




AUTOMATING YOUR DATABASE

MACROS

» - Save the Macro

e Click Save on the toolbar.
e Close the Macro Builder.

» - Test the Macro

e Switch the form to Form View.
e Click the button.
e |tshould:
o Close the Main Menu Form
o Open the Student Form

MACRO MAIN MENU

2| STUDENT FORM X

¥

STUDENT INFORMATION

Student ID

Mame |Alig binti Al

Date Of Birtt |1/1/2006

Gender Fenj:ate

Address |40, Lorong Setia 1, Taman Setia, 21050 Kuantan

Contact Numbe |012-1234567

Emai |alisali@gmail.com

BN
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— ce®~

Practice ] \>\“¢°%

Add a button to the Student Form that opens the Main Menu
Form and closes the Student Form when clicked.

e Answer

[Z5] MAIN MENU - O x

e
STUDENTS MANAGEMENT SYSTEM

MAIN MENU

=)
m
=
=
m
(=]
A
=

Shaping the Future Through Technological Excellence

S —
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CONCLUSION

By following this step-by-step guide, you have successfully created a functional
database system using Microsoft Access. You now have the foundational skills to
build and customize databases for various applications.

With continued practice, you can explore more advanced features to enhance
your database systems.




93
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