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Chuong 1:

Xu ly cac File trong Microsoft Access 2000

I. Khdo sat viéc tim kiém File

1. Cdch tim kiém cdc File:

'
1
]
"

Céac hop thoai Open, Import, va Link (Menu File), va cic hdp thoai
Database To Convert From, Database To Compact From, Database
To Save As MDE As, va cdc hop thoai Encly/Decrypt Database (Menu
Tools), tat cd déu gitip ban tim ki€m céc File trén 6 dia ciing va trén
bat c¥ 6 mang ndo. Ban c6 thé tim ki€m mot File theo tén File, theo
kiéu, theo ngay dudc chinh sira méi nhit, theo Text bén trong File
ngoai trit ¢d s¢ dir lieu Microsoft Access va dé 4n Microsoft Access.
Ban ciing c6 thé tim ki€m mot File bing cdch chi dinh cdc tinh chat
File ching han nhu tdc gid, chli dé, chd di€m, tiéu dé, hoic ngay tao

Fil?;. )
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~Find files that makch these criteria

Files of tvpe is Data Files,

| -
™ Match all word Forms Delete Mew Search I
[ Makech exacthy
~Define mare criberia
Add ko Lisk I
& and Properky: Condition: Yalue:
o OE I':“E N j Iincludes j I
Lookin:  [CiiHvos x| W Eeareh bt
| Eind Mo I Cancel | Save Search... | Qpen Search. .. |

2. Tim kiém cdc File bang cdch st dung cdc tinh chdt ciia File:

e Cic tinh chat File 12 cdc chi tiét vé File d€ gitip ban nhan ra File d6

Ve A A R A A pd . '/(’ pd N pd N
e Vi du: mot tiéu dé md ta, tén tdc gid, chi di€m, cdc tir khéa ma ban

gan vao cho File, hodc thong tin quan trong khéc.
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e Mot sd tinh chi't File dugc cai dit trude: Céc tinh chat nay bao gdm tén
tic gid, tiéu dé, va chli di€ém da c6 sin va ban nhip vao mot gia tri cho
no.

e Viduy, ban c6 thé b3 sung tir khéa "employees" vao tit ci cic File co
s@ dif lidu nhan su rdi tim ki€m tit cd cic File theo tir khéa dé.

e Tao ra cdc tinh chat File cho riéng ban: Ban c6 thé nhip cic tinh chat
File b6 sung ching han mot tiéu dé€ mo t4 hoic cic tir khéa chinh nhim
nhan bi€t File d6, r6i nhanh chéng tim File bing cdch tim thong tin
nay.

e Mot sO tinh chat ty dong dugc ciap nhat: Nhitng tinh chat ndy bao gdbm
s liéu thong ké chiang han nhu kich c¢d File va ngdy thing tao File
cling nhu ngay chinh sira sau ctuing.

e Viduy, ban c6 thé st dung cic tinh chit nay dé tim ki€m tit ci cic File
dugc tao sau ngay 3 thang 3 nim 1998, hodc nhitng File dd dugc chinh
stfa vao ngay hdm qua.

3. Tim kiém cdc File bang cdch sit dung cdc tiéu chudn ddc biét:
Trong hdp thoai Open, hiy nhap Tools, rdi nhap File d€ tim ki€m mot
File bing cdch s dung cdc tinh chit ngoai vin bdn (NonText
ProProperties) hoic bing cich si dung nhiéu dang két hgp tiéu chuin
cao cap.
Vi du: ban c6 thé tim ki€m cic File c6 chita Text "budget" hoic cé tir
khoa "Budget99".

4. Luu tiéu Chudn tim kiém
Né&u ban ludn ludn tim ki€m thdng tin giéng nhau, hoic né€u ban cé mot
muc cai dit tim ki€m phtc tap bing cich st dung nhiéu tiéu chuin tim
ki€m, ban c6 thé luu muc tim ki€m d€ sit dung sau d6.

5. Thay déi tiéu chudn tim kiém da dvoc luu
Né&u ban da lvu tiéu chudn tim ki€m va mudn thay d6i tiéu chuin d6, thi
ban ciing c6 thé thuc hién dudc.

II. Tim céc File
Né&u ban khong thé tim File ma minh mudn md bing cich si dung cic
phim tdt trén Places Bar hoic bing cdch tim trong cdc Folder ma ban
thudng xuyén luu cdc tai liéu vao trong d6, thi ban c6 thé nhap vao cic
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tiéu chuin tim ki€m tir bén trong Access (trong hop thoai Open, nhip
Tools, roi nhap Find — nhu hinh trén).

II1. Phan loai mdt danh sach cac File
1. Trén Menu File, nh&p Open.
2. Nhap mili tén nim k& View, tré dén Arranges Icons, r6i nhdp 1énh ma

ban muon.
‘ Open EE
Laak in: II:l hwe j 4= | o W Iv Taols -
| B-n-
| = I Size I Type exzz Lisk J'-I
[ hhz Folder ; i AM
.ﬁ HoangDo Briefrase % Properties PM
[C kienntra Folder 8 Frern AM |
(27 Local Settings Folder .
[Z3 M Pictures Folder
(23 MetHood Folder
(23 Mathing Folder 060204 51z
| | Recent Folder 2040204 10:.
(23 Start Menu Folder 22112003 3125
(23 T30 Folder 03/12/03 2:40 FM
[ Temp Folder 23/02[/04 746 AM
[C3 Temparary Internet Files Folder 29/12/03 9:26 &AM
_ (3 Tp70 Folder 05/01/04 5:43 AM
Favarites (1] webkiamtra Folder 07/02/04 5:43 AM
i . Bai 3 - Ke Toan Tien Mat 222 KB Microsoft Excel ... 11/02/04 3:17 PM j
ﬁ File narne: I j E Open v|
Web Folders .
Files of type: |Data Files =l cancel |

Luuy:
Ban c6 thé phin loai mot danh sich cdc File trong ciac hdp thoai Import
va Link trén Menu File, hodc cdc hdp thoai Database to Convert From,
Database To Compact From, Database to Save As LVLDE, va
Encryp/Decrypt Database trén Menu Tools.

IV. Noi két vao mét 6 mang:
1. Trén Menu File nhdp Open
2. Nhap Tools, rdi nhap Map Network Drive.
3. Trong hop thao Drive, nhap miu ty & dia ma ban mudn st dung dé két
ndi vao mang
4. Trong hop Path, hay nhdp vao dudng din clia Folder dugc chia sé ma
ban mudn ndi vao.
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V. Tim ki€m cac File
1. Trén Menu File, nhap Open
2. Nhap Tools, r6i nhap Find
3. Trong hdp Look In, hiy nhip 6 dia hoic Folder ma ban mudn tim
ki€m.
4. D€ tim tit ca cac Folder con cia Folder dugc chon va hién thi chita
cac File dang dugc tim, hay chon hop ki€m Search SubFolders.
5. Trong hop Properties, hiy nhip File Name.
6. Trong hop Condition hdy nh4p tlly chon ban mudn.
7. Trong hop Value gd nhap ti't cd hoic mdt phin cia tén File.
8. Nhiap Add to List
9. nhip Find Now.
Luuy:

e D& tim ki€m nhiéu 6 dia cting mot lic hay gd nhip tén mdi mot & dia
dudc tdch nhau bing mot ddu cham phay trong hop Look In.

e Viduy, go nhap C:\; D:\.

e Ban s& khong thé tim mot File bing cdch tim ki€m Text bén trong mot
cd sG dii liéu Microsoft Access hoic mot File dé 4n Microsoft Access.

e Ban ciing c¢6 thé tim ki€m céc File bing cich st dung cidc hdp thoai
Import va Link trén Menu File, hodc cac hdp thoai Database to
Convert From, Database To Compact From, Database to Save As
MDE, va Encryp/Decrypt Database trén Menu Tools.

VI. Hiy b6 mt muc tim kiém da dugc luu
1 . Trén Menu File, nhap Open.
2. Nhap Tools, r6i nhap Find.
3. NhiAp Open Search.
4. Nhap tén clia muc tim ki€m, rdi nhap Delete.
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Luuy:

Ban ciing c¢6 thé x6a bd mot muc tim ki€m da dugc luu trong cdc hdp
thoai Import va Link trén Menu File, hodc cic hop thoai Database to
Convert From, Database To Compact From, Database to Save as MDE,
va Encrypt/Decrypt Database trén Menu Tools.

VII. Tim ki€m céc File bing cach st dung cac tinh chat File

1. Trén Menu File, nhdp Open.
2. Nhap Tools, r6i nhap Find.
3. Trong hop Look In, nhap 6 dia hoic Folder ma ban mudn tim ki€m.

e D& tim ki€m nhiéu 6 dia cting mot lic, hay gé nhip tén 6 dia dudc tich
i nhau bing mdt dAu chAm phiy trong hop Look In.

e Vidu: g6 nhap C:\;D:\
4. D€ tim ki€m tat ci cdc Folder con clia Folder di doc chon dong thdi
dé hién thi cic Folder c6 chita cdc File dang tim ki€m, hiy chon hop
kiém Search SubFolders.
5. Trong phan Define more Critena, hiay xdc dinh tiéu chuin tim ki€m
bing cdch chon cdc ity chon ma ban mudn trong cidc hop Property,
Candition, va Value, rdi nhdp Add to List.

Luuy:
Né&u ban dang tim ki€m mot File Office hon 1a ¢¢ s¢ dit li¢u Microsoft
Access hoic dé 4n Microsoft Access Project, thi ban cling c6 thé tim
ki€m mot cum tir bén trong File, ching han nhu "apple pie". Trong hop
Property, hiy chon Text or Property, roi trong hop Value, hiay nhip
vao cum tir trong dau ngodc dip kép ("").

6. P& tao ra tiéu chuin tim bd sung hiy nhap And hoic Or, roi lip lai
budc 5.
7. Chon bat cf tiy chon nao khdc ma ban mudn.
= P& c6 trg gitip Help vé mot tiy chon, hdy nhdp dau ? rdi nhap 1én tiy
chon dé.
8. P& luu tiéu chuin tim ki€m sao cho ban c6 thé st dung chiing sau
nay, hay nhidp Save Search, gd nhap mot tén trong hop Name for this
Search, rdi nhap OK.
= Ban c6 thé st dung cic tén dai d€ mo td muc tim ki€m 1én d&n 80 ky tu
va ban ciing c6 th€ dua vao cdc khodng trong.
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9. P& bit dau cudc tim ki€m, hay nhap Find Now.

VIII. Tim ki€m cac File biing cach st dung cic tiéu chudn tim ki€m da
dugc luu:
Ban phdi c6 mdt muc ki€m di dudc luu d€ sit dung tiéu chuan tim ki€m
da dugc Ivu,
1. Trén Menu File, nhdp Open.
2. Nhap Tools, r6i nhap Find.
3. Nhap Open Search.
4. Nhap tén muc tim ki€m ban mudén dirng, rdi nhdp Open.
5. Nhap Find Now.
Luuy:
Ban ciing c¢6 thé tim ki€m céc File bing cdch st dung cdc hop thoai
Import va Link trén Menu File, hoic cic hop thoai Database to
Convert From, Database To Compact From, Database to Save As
MDE, va Encrypt/Decrypt Database trén Menu Tools.

IX. St dung cac tinh chat File d€ dinh vi tri cic File
1. Ban vé viéc sit dung cdc tinh chét file dé dinh vi tri cdc File
= Céc tinh chat File 12 céc chi ti€t vé mot File nhim gitip ban nhin ra né
= Vi du, mot tiéu d&€ md ta, tén tic gid, chii di€m, cdc tir khéa nhim nhin
rd cdc chi di€ém hoic cdc thong tin quan trong khac vé File. Ban c6 thé
cai dit cdc tinh chat File danh cho ¢d s¢ dit liéu ma ban dang 1am viéc
va vé bit cit cd sG dif litu Microsoft Access nao, cic dé 4n Microsoft
Access, hoic cic trang truy cap dir li¢u.
= C6 ba ki€u tinh chat khdac nhau ma ban cé thé dung dé dinh vi tri cdc
File.
a. Cdc tinh chat file dugc tao sdn (Built-in File Properties):
= Céc tinh chat File dugc tao sin 1a cdc tinh chit (ching han nhu tic gia,
tiéu dé va chii di€m) da c6 dé ban c6 thé nhap mot gid tri.
= Vi du, ban c6 thé nhip tén tic gid cla cd s¢ dif lieu dé c6 thé tim ki€m
tAt ca cdc ¢d sG dit liu do tic gid d6 tao ra.
b. Céc tinh chat File tuy y:
Ban c6 thé tao cdc tinh chat File tily ¥ nhiim c6 chita bat ¢t gid tri nao
ma ban gén.
Vi du, ban c6 thé tao mot tinh chat cd sé dif liéu d€ luu gitt s6 phién ban
ctia ¢o s6 dir liéu.



77 CNTT-H 7 tisu 7 ham ko S Acoess

c. Cdc tinh chdt File dugc cdp nhét tu dong :
= Cdc s6 ligu thong ké chdng han kich cd clia c¢d sé dif liéu, ngay tao ra,
ngdy ma cd sé dif liéu dugc chinh stta 1an lugt 13 cdc tinh chat co s¢ dir
liéu ty dong dugc bdo quan cho ban.
= Vi du, ban c6 thé tim ki€m tit cd cic cod s& dif lidu dugc tao sau ngay 3
thang 3 nam 2004, hodc dugc chinh sita ngay h6m qua.
2. Thong tin tong hop tai lieu ciia mot co sé dit lieu Microsoft Access hodc dé
dn Microsoft Access
= Khi ¢d s¢ dir lieu dang m& hdy nhap Database Properties trén Menu
File.
= Nh4p nhian Summary, ddi chi dinh thong tin yéu cau ma ban mudn.
= P& nhan dugc trg gitip Help vé mot tiy chon, hay nhip 1én diu ?, rdi
nhap Ién tuy chon do.
— Nhip OK.
3. tao cdc tinh chdt co sé dit liéu tity y dé sit dung trong viéc dinh vi mét co sé
dit liéu Microsoft Access
= V6i co s¢ dit liéu dang m§ hiy nhap Database Properties trén Menu
File.
= Nhap nhin Custom rdi gd nhap kiéu gi4 tri danh cho tinh chit méi trong
hop Name, Type va Value.
= Lic da hoan tit viéc bd sung céc tinh chit, hiy nhip OK.
4. Chinh sita hodc xéa bo cdc tinh chdt co sé dit liéu tity y
= v6i ¢d sé dir liéu dang m3, hiy nhdp Database Properties trén Menu
File. Nhap chon Custom
= nhap tén cla tinh chdt ma ban mudn x6a bd hoic chinh sira trong cot
Name trong hop Properties.
— d€ chinh sira tinh chit, hay g& nhdp cdc thay ddi trong cdc hop Type
hoic Value, rdi nhap Modify.
= P& x6a bd tinh chit nay hiy nhip Delete.

Luuy:

Né&u ban thlr chinh stta tén cda tinh chat, thi né trd thinh mot tinh chat
mdi, va ban chi c6 thé bd sung né. PE chinh sira tén cla tinh chdt nay hay
x6a bé tinh chi't dang c6 va bd sung né véi mot tén mdi.

5. Xem mot danh sdch cdc doi tuong co sé dit lieu trong co sé dit liéu
Microsoft Access dang cé hodc dé dn Access.
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= V6i co s& dit liéu Microsoft Access hoic dé 4n Microsoft Access dang
md, hiy nhdp Database Properties trén Menu File

= Nhap chon Contents

Luuy:

— Ngoai trlf cdc tinh chat trén nhdn General va Statistic trong hdp thoai
Database Properties va cdc tinh chit ciia mot trang truy cap dit liéu,
cdc tinh chat File déu c6 thé dugc xit 1y bing cich st dung Visual Basic
for Applications.

— Lidc ban th® dinh vi mdt c¢d sé dif litu Microsoft Access, dé 4n
Microsoft Access, hodc trang truy cip dit liéu, bing cdch st dung hop
thoai Open, ban c6 thé st dung tiéu chuin tim ki€m d€ x4c dinh cdc tinh
chat cia File ma ban dang tim ki€m.

— Vi du, ban c6 th€ tim ki€m mot co sé dir liéu ma tinh chit Contents cla
n6 chita mot Table c6 tén 1a Suppliers.

X. Sao chép mdt File
1. Nhap Open.
2. Trong hdp Look In, nhip & dd hoic Folder c6 chita File ma ban
mudn sao chép.
3. Trong danh sdch Folder, nhap dip lén cic Folder cho dén khi ban
md dudc Folder c6 chita File ma minh mudn.
Né&u ban khong tim thdy File trong danh sich Folder, ban c6 thé tim
ki€m né.
4. Nhap phai Ién File ma ban mudn sao chép, réi nhaip Copy trén
Menu tit.
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‘ Dpen
1
|
|

Look in: I[:l Samples j b= | s W - Tools -
Mame I Size | Type | Modified |
(1] Addrbook 1320 KB Microscoft Access. .. 27)12003 9:51 PM
(2] Contact 764 KB Microsoft Access... 18/12/03 3:07 PM
[#]] db1 136 KB Microsoft Access,,, 20/02/04 5:49 PM
[#] Inventry 596 KB Microsoft Access. .. 04§12/03 3:50 PM
[#] Northwind 2120 KB Microsoft Access. .. 20002004 5:32 PM
.W‘* Open £33 KE Microsoft Access.., 29/01)04 5:31 PM
3] Samples — 215 KB Microsoft Excel .., 21/05099 2:24 PM
COpen Bead-Only i
| 34 Solvsamp 156 KB Microsoft Excel ... 21/05/39 2:24 PM
& Build YLD File
Send To »
Cuk
T
| Create Shortcut
| Delete
----- FIlE name: Hename j Eq' QFIEI'I -
Wb Folders . i
SRS Filzs of Evpe: Properties j Cancel |

5. Trong hop Look In, nhap & dia hoic Folder ma ban mudn sao chép

File vao do.

6. Trong danh sich Folder, hiay nhidp Ién cic Folder cho dén lic ban
md dugc Folder ma minh mudn sao chép File vao dé
7. Nhap phai 1én danh sich Folder (phdi chic chidn c6 mot File khong
dudc chon), roi nhap Paste trén Menu tit.

— Lénh Paste khong c6 sin néu mot File dudc chon trong danh sdch

Folder.

XI. X6a bo mot File
1. Nhap Open

Open

Explore
Browse with ACDSee

Euild %CD File

Corvert To Corel Media Folder .

Send To

Lo T T T

Cuk
Copy

- Create Shorkcut
Delete
R ename
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Trong hop thoai Look In, nhiap & dia, Folder chita File ma ban mudn
x6a bo.

Trong danh sdch Folder hiay nhidp dip cdc Folder cho dén khi ban md
dugc Folder c6 chita File ma minh mudn.

Néu khong tim thay File trong danh siach Folder ban cé thé tim ki€m né.
Nhap phdi 1én File ma ban mu6n x6a bd di, rdi chon Delete trén Menu
tit (Menu tit tuong tu nhu hinh trén — Phan Copy File).

XII. Dat lai tén mot File

1.
2.

6.

Nhip Open

Trong hdp thoai Look In, nhip 6 dia, Folder chita File ma ban mudn dit
lai tén.

Trong danh sdch Folder hiay nhip dip cdc Folder cho d&én khi ban md
dugc Folder c6 chtra File ma minh mudn.

Néu khong tim thay File trong danh siach Folder ban cé thé tim ki€m né.
Nhap phdi 1én File ma ban mudn, rdi chon ReName trén Menu tit
(Menu tit tuong tu nhu hinh trén — Phan Copy File).

Go nhip tén mdéi va nhian Enter.

XIII. Di chuyén mét File:

1. Nhip Open

2. Trong hop thoai Look In, nhip & dia, Folder chita File ma ban mudn di
chuyén.

3. Trong danh sich Folder hiay nhap dip cdc Folder cho dén khi ban md
dugc Folder c6 chtra File ma minh mudn.

4. N&u khong tim thdy File trong danh sach Folder ban c6 thé tim ki€m né.

5. Nhap phai 1én File ma ban mudn, rdi chon Cut trén Menu tit.

6. Trong hop thoai Look In, nhap Ién & dia, Folder chia File ma ban mudn
di chuyén vao dé.

7. Trong danh sidch Folder hiy nhap dip cic Folder cho dén khi ban md
dudc Folder ma minh mudn di chuyén vao dé.

8. Nhap phdi 1én danh sich Folder (phdi chic chin 1 File khong dugc
chon) va nhip Paste trén Menu tit (Menu tit tudng tu nhu hinh trén —
Phin Copy File).

Luuy:

10
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Lénh Paste khong c¢6 sin n€u né€u mdot File dudc chon trong danh sich
Folder.

XIV. Xem tat ca cac ki€u File va phan mé rong tén File.

1.

Trong My Computer, hoic trong Windows Explorer hiy mé Folder ma
ban mudn xem cac File trong d6.

Trén Menu View, nhip chon Option.

D& xem tit cd cdc kiéu File hiay nhap chon Show All File trén nhin
View.

Pé xem tit ci cdc phan md rong tén File trong Windows, hiay x6a hdp
ki€ém Hide MS-DOS File Extensions For File Types Thai Are Registered
trén nhan View.

D€ xem tit ci cdc phan md rong tén File trong Windows, hiy x6a hop
kiém Hlde File Extensioms For Known File Types trén nhin View.

Folder Options EE2 t

General  Wiew I File Types I

— Folder views
B “fou can make all vour folders look the same.
Like Current Folder Beszet All Folders
Advanced zettings: 0
|7 Files and Folders -

O Allow all uppercaze names

O Display the full path in title bar

[ Hidden files \
{3 Donot show hidden files o
{3 Donot show hidden or system fles
) Show all files

(W EHide file extensions for known file types

Remember each folder's view settings

O Show file attributes in Detail Yiew

O Show Map Netwark Drive buttan in toolbar

Show pop-up description for folder and desktop items. j

Restare Defaulkz |

Luu y: Hai cai dit sau cing diéu khién tinh trang cdc phan md rong tén File

c6 dugc hién thi trong danh sidch Files of Type ctia cic hop thoai Open,
Export, Import, Link hay khong.

XV. Noi toi vu d€ luu gii cac File

11
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Lan dau tién lic ban md& cdc hop thoai Open va File New Database
trong Microsoft Access, Folder My Documents 1a Folder hoat dong
mac dinh.

1. Folder My Documents
Folder My Documents 13 Folder tdi vu dé€ luu giit ¢o s¢ di liéu
Microsoft Access, dé 4n Microsoft Access, cic trang truy cip dif liéu,
va cdc File khidc ma ban dang lam viéc, ching han nhu cédc tai liéu, cdc
trang bang tinh, vd cdc muc trinh dién. P& nhanh chéng truy cip cic
File trong Folder My Documents, hiy nhip My Documents trén
Places Bar.

2. Folder Favorites

Folder Favorites 13 mot ndi 1y tudng d€ luu trit cdc bi€u tugng tit vao
cic File va Folder ma ban dung thudng xuyén, ké cd cic muc diéu
khié€n vi tri mang. File hoic Folder gdc thi khong di chuyén, thay vi
vay mot biu tuong tit dudc tao ra dé€ di vao File hoic Folder d6 . Viéc
luu gilt cdc bi€u tugng tit trong Folder Favorites cho ban mot cich
nhanh chéng d€ truy cip vio bat ct File nio ma khong can phdi nhé
ndi ma File d6 dang &. P& nhanh chéng truy cip vao cédc File trong
Folder Favorites, hiy nhap Favorites trén Places Bar.

3. Web Folders
Web Folders 12 mot ndi ly tuédng dé luu cic File cda trang truy cip dit
liéu nhim st dung trén Internet hoidc intranet. Cdc File nay nim trén
Web Server nhim cho phép nhitng ngudi st dung khdac dé dang truy
cip vao chiing. P& nhanh chéng truy cip cic File dudc luu giit trén mot
Web Server, hay nhﬁ’p Web Folders trén Places Bar.

12
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Chuong 2
Thiét ké cd s& dif lié
iét ke ¢’ s iéu

I. Khdo sat viéc thi€t k&€ mot co sé dir lieu
Truéc khi ban st dung Microsoft Access d€ thyc su xdy dung cic
Table, cic Form, va cdc doi tugng khic sé& 1am nén co s§ dit liéu cla
ban, diéu quan trong 13 phdi danh thdi gian d€ thi€t k& co sé dit liéu
Cho du ban dang st dung mot ¢d sé dit liéu Microsoft Access hoic
mot d€ 4n Microsoft Access, thi viéc thi€t k& tot cd sG dif liéu 1a nén

tdng chi y&u dé€ tao mot ¢ sé dif lidu nhim thuc hién nhitng gi ma ban
mudn mot cdch hiéu qua, chinh xdc.

II. Cac buéc d€ thi€t k& mot co sé dif liéu
Chd diém nay cung cAp thong tin vé cdc budc cin ban d€ thi€t k& mot
co sG dir liéu

1. Xdc dinh muc dich ciia co so dit liéu
Budc diu tién trong viéc thi€t k€ mot ¢ sé dif liéu d6 13 xdc dinh muc
dich va cdch ma né dugc diung. Ban can bi€t thong tin ndo ban mudn ti
co s§ dit liéu. T d6, ban cé thé xdc dinh chi di€m nao ban can d€ luu
trit cdc su kién vé né (Table) va loai dit liéu ndo ban can luu trit vé
mdi mot cht diém (cdc trudng trong Table).

2. Xdc dinh cdc Table ma ban cdn
Viéc xdc dinh cdc Table c6 thé 12 budc nghiém ngit nhit trong qui
trinh thi€t k& ¢d s¢ dit lieu. Di¢u nay do bdi cdc két qua ma ban mudn
tir Table cia minh - cdc Report ma ban mudn in, cic Form ma ban
mudn st dung, cdc cAu hdi ma ban mudn trd 15i - s& khong cung cap
day di vé cdc ddu mdi vé ciu triic clia cdc Table tao ra chiing.
Ban khong can thi€t k& Table clia ban bing cdch st dung Microsoft
Access. That sy ra, di€u t8t hon d6 1a can phai phdc thdo va hoach dinh
lai cong viéc thi€t k& trudc tién trén gidy. Lic ban thi€t k& Table, hiy
chia nhdn cdc ming thong tin bing cdch giit cdc nguyén tic thi€t k&
cdn ban dudi day:

= Mot Table khong nén chita thong tin trung Idp va thong tin s€ khong
dugc trung lap gitta cdc Table. § phuong dién nay, m6t Table trong mot
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Ul

cd sG dit liéu quan hé thi khdc véi mot Table trong mot trinh ¢ng dung
FLAT-File ching han nhu mdt trang bang tinh.

Lic mdi mang thong tin dugc Ivu giit chi trong modt Table, thi ban cip
nhat n6 § mot chd. Piéu nay hitu hiéu hon va né ciing han ché& kha niing
cdc muc trung ldp c6 chita thong tin khdc nhau.

Vi du, ban s& mudn luu giit mdi mot dia chi khdch hang va s6 dién thoai
clia khdch hang d6 chi mot 1an trén mot Table ma thoi.

Mbi Table ciing nén chita thdng tin vé mdi mot chii diém.

Liic mdi mot Table cé chita mot sy kién duy nhi't vé mot chi di€m, thi
ban c6 thé luu giit thong tin vé mdi mdt chli di€m mot cach doc 1ap véi
cic chii diém khdc.

LAy Vi du, ban nén luu giit dia chi cia khdch hang & mot Table khic véi
don dit hang ctia khdach hang, d€ ban c6 thé x6a bd mot don dit hang
ma van giif lai thdng tin vé khach hang d6.

3. Xdc dinh cdc truong (Field) ma ban cdn

=

Uy

=
=

Mbi mot Table cé chita thong tin vé chii di€m gidng nhau, vd mdi mot
trudng trong mot Table thi c6 chita cdc sy kién riéng biét vé chi diém
ctia Table. LAy Vi du, mot Table khach hang c6 thé chia cdc trudng tén
cong ty, trudng dia chi, trudng thanh phd, va trudng s6 dién thoai. Lic
phéc thdo cdc trudng cho mdi mot Table, hdy nhé cédc 15i khuyén sau
day:

Lién hé mdi mot trudng tryc ti€p vdi chii di€ém cia Table.

Pirng dua vao dit liéu dude dan xuit hodc dugce tinh todn (tic 1a dit liéu
k&t qua ctia mot bi€u thic hay bi€n ddi).

Pua vao tit c3 thong tin cin thiét.

Luu giit thong tin theo cdc phan hdp 1y nhd nhat (Vi du, First Name va
Last Name hon 1a Name).

4. Chi dinh truong hodc cdc truong véi cdc gid tri dong nhdt trong véi mot

Record (bdn ghi)
= P& Microsoft Access ndi thong tin dudc luu giit trong cic Table riéng

=

biét

Vi du, d€ n6i mot khach hiang véi tdt cd cdc don dit hang cia khich
hang d6 mdi Table trong ¢d s¢ dit lidu clia ban phdi chita mot trudng
hoic tap hop céc trudng co cic dic tinh ddng nhat véi mdi mot Record
riéng biét trong Table. Mot trudng hodc tdp hdp cdc trudng nhu thé dugc
goi la mot tir khdéa (Primary key).

14
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5. Xéc dinh cac quan hé giita cac Table
= BAy gio ching ta da chia thong tin thanh cac Table va cac trudng khda

chinh dinh danh, ban caAn mot phuong phdp d€ bio cho Microsoft Access
cich dua thong tin c6 lién quan trd vé vSi nhau theo mot cdch thic day
dt y nghia. D€ thuc hién diéu nay, ban cin xdc dinh cdc quan hé gitta
cdc Table trong mdt ¢o s¢ dit liéu Microsoft Access.

Ban s& nhin thdy ring viéc xem cdc quan hé trong mot ¢o s¢ dir li¢u
hién dang dugc thi€t k& tot 12 mot diéu ich 10i.

Vi du, mS ¢d s¢ dit liéu miu Norhwind, rdi nhdp Relationships trén
menu Tools dé xem cdc quan hé giita cdc Table clia né. Hoic c6 thé ban
mudn xem cdc quan hé trong dé 4n Access miu Northwind va co s¢ dir
li¢u miu Microsoft SQL Server.

=:" Helationships =] E3
| Proc Z Orde Cust =
1 |1 - o1l —— 1 -
Ti ProductiD == | OrderlD = ln_nl_ CustomerID
CampanyMarm Productiame oo CustomerID CampanyMarm
ontactManme ey SupplierID InitPrice EmployvesID ZontackManme
ContactTitle = |CategoryID Cuankity OrderDate ZontackTitle
Address QuankityPerUnit Discount RequiredDate Address
Ciky InitPrice - ShippedDate | . Ciky
Region =] UnitsInstack : Ship¥ia Region =|
UnitsCnOrder @ L Freight -
e ReorderLevel EmployeslD ShipMame
. Discontinued LastMarne ShipAddress m
CategoryID - - FirstMame ShipCity | = ShipperID
CateqgoryMarme Title ShipR.egion cam M
- ) parvyMame
D.ESErIptIDI'I TitleOFCaurke: ShlanstaICDcLI Phane
GEEUIS BirthDate -
HireDate
Address
City d|
1 1 lLI

6. Tinh chinh muc thi€t k€ cda ban

=

Sau khi da thi€t k&€ cac Table, Field, va cic quan hé ma ban can, da dén
ldc phai nghién citu viéc thi€t k€ va do tim bt cif sai 1Am nao hién vin
con.

Viéc thay d6i thi€t k€ cd s¢ dii liéu by gids thi d& dang hon 12 thuc hién
diéu d6 sau khi ban di dién dit liéu vao c4c Table.

St dung Microsoft Access dé tao ra cic Table, chi dinh cdc quan hé
gitta cdc Table va nhap dit liéu miu dd trong cdc Table dé€ ban cé thé
thr nghiém ban thi€t k€. PE tht nghiém cdc quan hé trong co sé dir liéu,
hdy xem ban c6 thé tao cdc Query d€ nhin cdc cAu trd 13i md minh
muon khong. Viéc tao bidng phdc thdo thd clia cdc Form va Report
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cling nhu xem chiing ¢6 minh hoa dit liéu theo y ban mudn hay khong.
Hay tim ki€m cdc muc trung lip khong cin thi€t vé dit liéu va han ché&
ching. N&u ban tim thdy cdc sy c6, thi hiy tinh chinh viéc thi€t k¢

7. Nhap dit liéu va tao cdc ddi tugng co sG dit lieu khdc

— Lic ban hai long véi cu tric Table d4dp ung dugc cdc nguyén tic thiét
k& dugc mod ta & day, thi da dén lic ban phai ti€p tuc bd sung tat ca dif
li€u dang c6 vao Table. Sau d6, ban c6 thé€ tao ra bat cd Query, Form,
Report, cic trang truy cap dif liéu, Macro va cdc Module ma ban mudn.

8. Str dung cong cu phéin tich Microsoff Access

= Microsoft Access c6 chifa hai cong cu c6 thé gitp ban tinh chinh viéc
thi€t k& ¢d sé dir li¢u clia Microsoft Access. Table Analyzer Wizard c6
thé€ phan tich viéc thi€t k&€ mot Table mot 1an, c6 thé dua ra cdc ciu tric
Table mé6i va cdc quan hé néu c6 va cé th€ chia mdt Table thanh cic
Table quan hé m&i néu di€u nay cé y nghia.

= PerFormance Analyzer cé thé phan tich toan bo cd s& dif liéu va dua ra
mot s& dé nghi d€ cai ti€n né. Wizard ciing c6 thé thuc thi cic phin dé
nghi nay.

= PE c6 nhitng y tudng bd sung vé viéc thi€t k&€ mot co sé dit lieu
Microsoft Access, ban c6 thé mudn xem phan thi€t k& clia cd s6 dif liéu
mau Northwind hodc mot trong nhitng ¢o s¢ dit liéu ma ban tao ra véi
Database Wizard.

= Hiy xem Microsoft SQL Server Documentation d€ c¢é nhitng y tudng
bd sung vé viéc phan tich cd s& dit lieu Microsoft SQL Server nhim
céi ti€n hoat dong clia nd.

II1. Tao mot ¢ s¢ dit liéu mdgi

Trén Menu File goi New

Hoic an t6 hop phim Ctrl_N, s& cho ta hop thoai New sau (hinh):
Trong phan g& Tab General ¢6 cdc muc sau:

Database: tao cd sG dir liéu mdi

Data access pages: tao cd sG dir liéu v6i trang Web HTML
Project (existing database): tao du 4n véi c¢o sé dir li€u ¢6 sdn
Project (New database): tao du dn véi cd s dir liéu mébi

Trong gd Tab database: 12 cdc Wizard Database c6 sin gitp ta dé thiét
k€ tao du 4n véi co sS dif liéu theo miu c6 sdn theo hudng din cla
Wizard Database.
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Mew |

General | patabases |

@l o 5 o

—Preview

Daka Access Project Project {Mew
Page (Exiskin... Database)

Mo preview available

Ik Cancel

Cac Wizard database miu:
HNew |

General Databases

[F
| 2] ™

Asset Tracking Contack Ewvent Expenses
Managerment  Managermenk

& = =

Invenkory Ledger Crder Entry Resource
Scheduling

=oi

—Preview

Sl
l.

¥

5 3
il

Service Call Tirme and
Management Billing

Ik Zancel

Panh tén vao hop File name (vi du: Bai thuc hanh so 1)
Chu y: Trong danh sdch Folder, hay nhap 1én cic Folder cho dén lic
ban md dugc Folder ma minh mudn Iuu File vao dé.
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File Hew D atabasze I

Save in! I[:l w10 j . |@ > 5 Ef + Tooks -

Application Data [ dTc30
Avb 3 Temp
Eaitap D Temporary Internet Files
baitap1 3 thang
Cookies 3 thangl
Corel User Files [[Jthanh ketoans
database CaThi
Desktop a3 Tp70
Favorites 3 tuarreuvinh
Fopdick. @.ﬁ.sset Trackingl
HoangDo @dbl
MetHood @thanh
Mwind 2000

__|Recent

Favarites Skart Meriu
File: marme: 3ai khue hanb so 1 j I create I
Save as bype! |Mi|:r|:|scuﬂ: ficcess Databases j Cancel |

IV. Khao sat viéc tao mot trinh ng dung

= Sau khi ban quen thudc véi Microsoft Access va di hoc cdch tao cic
Table, Query, Form, Report, cic thanh 1énh tily ¥, v.v..., ban cé thé bd
sung cic Macro va mi Visual Baasic for Applications d€ budc cic ddi
tugng nay lai v6i nhau trong mot trinh tng dung. Mot trinh tng dung sé€
td chifc cdc tdc vu c6 quan hé sao cho ngudi diing cé thé tip trung vao
mdt cong viéc trong tAm tay, chit khong theo cdch ma trinh ng dung
hoat dong hoic theo cich ma chuong trinh dugc dung dé phat trién trinh
ting dung. D€ bi&t thém thong tin vé viéc tao mdt trinh Gng dung, hiy
xem phan tao c4c trinh ng dung v6i Forms va Reports.

= Ban ciing c¢6 thé tham kh3o Office Assistant vé cdc chd di€m dic biét
nay.

= Ban ciing c6 thé diéu khi€n hinh thifc va bin chat cla céc trinh tng dung
lic n6 khdi dau biing cdch cai dit cdc tuy chon trong hop thoai Startup
(trén Menu Tools) .

= Vi du, ban c6 thé chi Form nao trinh tng dung ciia ban s& hié€n thi lic
khdi dong, hodc ban c6 thé chi dinh Text m&i xuat hién trong thanh tiéu
dé trong khi trinh tng dung dang chay.

= N&u ban dy kién phin bd trinh ¢ng dung ctia minh cho nhitng ngudi sit
dung khdc, ban can phai xdc 14p tinh an toan dé€ bdo vé cac doi tugng ma
ban da tao ra, cling nhu dit li€u trong Table cia minh.
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—

Sau khi trinh tng dung cia ban dd dugc phan bd, hiay van sit dung cdc
cong cu do Microsoft Access cung cip d€ nén dinh ky va stra chita cd s6
dit liéu. Phii bdo dAm cung cip cho ngudi st dung mdt cich d€ diéu
khién cédc vi tri nhiim thuc hién t5t diéu nay.

Hién thi hoic thay ddi cdc tinh chit tong quit cia mot ddi tugng o s
dit lidu.

1. Trong muc Objects trong cita s Database, hiy nhap kiéu ddi tugng
0 s¢ dif lidu cia c4c tinh chdt ban mudn thay ddi

2. Nhap doi tugng ¢d sé dit liéu c6 chita cdc tinh chit ban mudn thay
doi.

3. Nhip Properties trén thanh cong cu.

DPE c6 trg gitip Help vé mdt muc, hay nhap ? rdi nhap 1én muc dé.

Luu §

—

Noi dung cta trudng Description trong hdp thoai Properties 1a nhitng gi
dudc hién thi bén dugi Description trong cira s6 Database lic ban nhip
Details trén thanh cong cu.

Trong dé 4n Microsoft Access, ban khong thé thay d6i cdc tinh chi't clia
mot Table, View, so do Database, hoic thd tuc dudc luu trit bdi vi cdc
doi tugng nay nim trong cd sé¢ dit liéu Microsoft SQL Server. Tuy
nhién, ban cé thé thay ddi cdc tinh chit tir mot Form, Report, Macro,
hoic module, bdi vi cdc d6i tugng ndy nim bén trong dé 4n Access, chit
khong nim trong cd s¢ dif liéu Microsoft SQL Server; ban ciing c6 thé
thay d6i cdc tinh chi't cia mot trang truy cap dit liéu.

V. Hién thi hoiic thay d6i tinh chat tdng quit ciia mot ddi tugng co sé dit

liéu

1. Trong muc Objects trong cifa s6 Database, hiy nhip ki€u ddi tugng
cd s6 dit lidu clia cdc tinh chdt ban mudn thay ddi

2. Nhap d6i tugng cd s dit liéu c6 chifa cdc tinh chit ban mudn thay ddi.
3. Nhap Properties trén thanh cong cu.

DE c6 trg gitip Help vé mot muc, hay nhap ? réi nhap 1én muc d6.

Luu §

O/
0‘0

/7
0’0

NoOi dung cia trudng Description trong hdp thoai Properties 1a nhitng gi
dudc hién thi bén dugi Description trong cta s Database lic ban nhap
Details trén thanh cong cu.

Trong dé 4n Microsoft Access, ban khong thé thay d8i cac tinh chat clia
mot Table, View, s @6 Database, hoic thd tuc dugc luu trit bdi vi cdc
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ddi tugng nay nim trong co s& dit liéu Microsoft SQL Server. Tuy nhién,
ban c6 thé thay ddi cdc tinh chit tir mot Form, Report, macro, hoic
module, bdi vi cdc ddi tugng ndy nim bén trong dé 4n Access, chi
khong nim trong cd s dit liéu Microsoft SQL server; ban ciing ¢ thé
thay d6i c4c tinh chi't cia mot trang truy cap dit liéu.

VI. M6 mét cd sG dir liéu Microsoft Access
1. Trén men File, nhdp Open.
2. Nhap mot bi€u trong tit trong Places Bar, hoic trong hdp Look In,
nhap 6 da hoic Folder c6 chita c¢d sé dif liéu Microsoff Access ma ban
muon.
3. Trong danh sdch Folder, hiy nhdp dup 1én cdc Folder cho dé&n khi
_. ban mé dugc Folder ¢6 chifa cd s dif li¢u. _
T ux]
| Laokin:  |( Samples x| ® | @ X 5 B - Tooks ~

Marne | Size | Type ﬂ
1320 KB Micrasoft Access. | o, Delete Dl
@ Contack 764 KB Microsoft Access, Rename
@ dbl 136 KB Microsoft Access, Add to Favarites
@ Inventry 596 KB Microsoft Access, Map Mebwork Drive. ..
@ Maorthwind 2120 KB Microsoft Access,
MorthwindCS 693 KB Microsoft Access, Properties
@ Samples 215 KB Microsaft Excel ... g
@ Solvsamp 156 KB Microsoft Excel ... 21/05/99 2:24 PM
File name: I j & Open | v|

= N&u ban khong thé tim thiy cd sé dif liéu ma minh mudn md, hiay nhap
Tools, r6i nhap Find (nhu da néi trong chuong 1). Trong hdp thoai
Find, nhip vao tiéu chudn tim ki€m bd sung. D€ c6 trd gitip vé mot tiy
chon, hiy nhap diu ? va nhap 1én thy chon dé.

Thuc hién mot trong cdc thao tdc sau day:

= D& md co s6¢ dit liéu nham truy cdp chia sé trong mot méi truong nhiéu
nguoi ditng, sao cho ban va nhitng nguoi khdc diéu cé thé doc va viét lén
co s0 dit liéu, hay nhdp Open.
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=

=

Luu

VIIL

Pé mé co s6 dit ligu voi truy cdp thuc thi (Exclusive Access), hdy nhdp
mili tén ndm ké' bén niit Open, roi nhdp Open Exclusive.

Pé mé co sé dit lieu & dang truy cdp chi doc (Read-Only Access) sao cho
ban cé thé xem né nhung khong thé chinh sita né, hay nhdp mii tén ké 'niit
Open, roi nhdp Open Read-Only.

Pé mé co sé dit lieu & dang truy cdp chi doc va cing dé ngdn nhitng
nguoi sit dung khdc khéi mé né, hay nhdp miii tén ké niit Open, réi nhdp
Open Exclusive Read-Only.

D€ c6 ndi dung vé mot tiy chon trong hop thoai hiay nhdp dau ?, roi
nhap 1én muc dé.

y:

D€ xem trong hdp thoai Open mot danh sich cdc budc tit d€ vio cd sé
dir liéu ma ban da m§ trudc day, hay nhap History trén Places Bar.

P& md mot trong cic ¢o s dif liéu ma ban truSc ddy md sau cuing, hiy
nhap tén ctia File nim & ddy cia Menu File. Microsoft Access m§ cd sé
dif liéu v6i cdc cai dit thy chon gidng nhau ma né di c6 & 1an cudi cling
khi ban m&. N&u danh sich clia cdc File vira méi dugc sit dung khong
hién thi, hiy nhdp Options trén Menu Tools, nhap nhin General, rdi
chon hop ki€m Recently used File List.

Microsoft Access c6 thé ty dong tao modt d6 ban c6 thé st dung d€ md
tryc ti€p co s& dir liéu & 1an k€ tiép.

Ban c6 thé truc ti€p md mot File dit liéu trong mot dang File ngoai
chflng han DBASE, Paradox, Microsoft Exchange, Microsoft Excel; ban
ciing c6 thé truc ti€p md ngudn dir liéu ODBC nao, ching han Microsoft
SQL Server hoic Microsoft Foxpro. Microsoft Access tu dong tao mot
co s6 dif liéu Access méi trong cing Folder véi File dif liéu va b3 sung
cic lién k€t vao mdi mot Table trong cd sé dit liéu ngoai.

N

Ty dong tao mot budc tit vao mot cd s dir liéu Access hodc dé 4

Access trong Folder Favorites

—

Folder Favorites luu giit cdc budc tit d€ vao cic co s6 dit liéu
Microsoft Access, cic d& 4n Microsoft Access, cic Folder va cac File
khdc ma ban s dung thudng xuyén, k€ cd céc vi tri di€u khi€n, dé cho
ban khong can phdi tim ki€m céc File tirng ldc. File goc hoic Folder goc
thi khong di chuyén.

1. Nhap Open trén thanh cong cu
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2. P& tao mot budce tit vaio mot Folder, Folder con, co sG dif liéu Access
hoiic dé 4n Access mdi xuat hién trong danh sich bén dudi hop Look In,
hay chon File hoic Folder d6, nhap Tools, rdi nhdAp Add To Favorites

VIII B6 sung cd s6 dif lidu Access hién hanh vao Folder Favorites
= Ban c6 thé bo sung co sé dit liéu Microsoft Access hién hanh vio

Folder Favorites dé c6 thé mé né mot 1an nita ma khong cin phdi nhd
dudng din ma ban di nhap dé c6 dugc File 1an dau tién.

1. N&u thanh cong cu Web khong hién thi, thi trén Menu View hiy trd

dé&n Toolbars, r6i nhap Web.
2. Trén thanh cong cu Web, nhdp Favorites roi nhap Add to Favorites.
3. nhip Add

IX. MG mot cd sG dit liéu Microsoft Access trén mang

— Trén thanh Menu file nhdn Open

= Trong hop File Name g6 nhiap mot dia chi UNC danh cho viéc chia sé
mang ma ban mudn, rdi nhan Enter.

= Vi du: g& nhip \Computer1\Files d€ mé mdt co sé dir liéu Microsoft
Access hoic dé 4n Microsoft Access trén thu muc File chia sé cla
Computerl Server.

= Trong danh siach Folder, dinh vi tri va m& ¢d sé dit liéu Microsoft
Access hoic dé 4n Microsoft Access ma ban mudn.

X. Thay ddi diém mao ctia cac d8i tugng trong cira sé Database
= Trong clra s6 Database, nhAp chudt mot trong cic niit sau day trén thanh
cong cu clia clra s6 Database: Large Icons, Small Icons, List hoic
Details.
= P& x&p loai cic d6i tugng, trén Menu View, hiy trd dén Arrange Icons,
r6i nhap mot trong cdc muc sau day: By Name, by Type, by Created,
hodc by Modified.

XI. Hién thi hoic che gidu cdc bi€u tugng tit d€ tao ddi tugng co s& dir
liéu mdi:
= Lic ban nhidp Objects trong cita s& Database va nhip mot ki€u doi
tugng, danh sdch Objects c6 chita cic bi€u tugng tit ma ban c6 thé diing
dé tao d6i tuong cd sé dif lieu mdi clia ki€u do.
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= Vi du, lic ban nhip Report, cic biéu tugng tit Created Report in
Design View va Create Report by using Wizard xuit hién trong danh
sach Objects. Ban c6 thé hién thi hoic che gidu cidc bi€u tugng tit cla
doi tugng mdi nay.

= Trén Menu Tools, nhip Options. Nhip nhin View.

Thuc hién mot trong cdc thao tdac sau day:
= P& hién thi cdc bi€u tugng tit ciia ddi tudng méi trong cira s6 Database,
hiy chon hdp ki€ém New Object ShortCut.
= DPE& che gidu cdc bi€u tuong tit clia d6i tugng mdi, hdy x6a hop kiém
New Object ShortCut.

XII. X6a bé mét doi trong co sé dif li¢u
1. Péng doi trong ¢d s¢ dir litu ma ban mudn x6a bd. Trong mdt modi
trudng nhiéu ngudi dung, hay khing dinh riing tit cd nhitng ngudi sit
dung déu da déng d6i tugng co sé dit liéu can xo6a.
2. Bén dudi muc Objects trong cira s6 Database, hiy nhap ki€u doi
trong ¢d s¢ dir liéu ma ban mudn xda bé.
3. Nhap doi tugng trong danh sich Object, r6i nhain DELETE.

Luuy:
Lic ban x6a bé mot trang truy cip dit liéu tir ¢d s¢ dit li¢u hién hanh,
Microsoft Access sé& hdi ban c6 mudn x6a bd lién két va trang, hoic
chi x6a bd lién két . Viéc chi x6a bd lién két sé xda di trang d6 khoi cd
sG dif liéu hién hanh, nhung n6 sé& khong x6a File HTML khdi may tinh
cta ban.

XIII. Luu mét doi tugng co sG dir liéu
1. Nhap Save trén thanh cong cu.
2. N&u ban dang luu d6i tugng co s¢ dit liéu 1an dau tién, hay gd nhip tén
tudn theo quy tic dit tén doi tugng cd sé dir liéu trong hop thoai Save
As, roi nhap OK. N&u ban nhap cancel trong hop Save as, thi doi tuong
khong dugc luu.
Luuy:
< Ban khong cin lvu mot dit liéu mdi trong cic Record. Access tu dong
lvu mot Record lic ban thyc hién bat cit diéu nio sau day: di chuyén
chii di€m d€n mot Record khic; déng Form dang hoat dong, trang dif
liéu, trang truy cap dit li€u, hodc ¢o s6 dif liéu; hodc thoat khdi Access.
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74/ leu Tham Khdo MS Ascess

% N&u ban thtt lvu mdt Query mdi, va ban nhin dugc mot thong bao 15i

ring tén ma ban da nhap hién dang c6 & mot doi twdng khéc, hay thit sk
dung mot tén khic. Co sé dit liéu c6 thé chia cac Query di dudc tao ra
trong ma Visual Basic for Applications (VBA) v4i ActiveX Data Object
(ADO). C4c Query dudc tao ra véi ADO thi khong xuit hién trong danh

sach Object trong ctra s6

Database.

XIV. Xem, in, xuit, hoiic luu cdc dic trung thi€t k& cac doi tugng cd sé dit

liéu

) )
0’0 0’0

xem hodc in.

—t
&2 Documenter |
1 '@% Modules | Current Database | all Object Twpes

Tables

| Queries I

Forms

Trén Menu Tools, tré d&én Analyze, r6i nhap DocumEnter.
Nhip nhin tuong tng v6i ki€u d6i tugng c¢o s6 dit liéu ma ban mudn

Ban c6 thé nhap nhian All Object Types dé hién thi mdt danh sdch hoan
chinh cdc d6i tugng trong cd sé dir lidu.
% Chon cdc doi tugng c6 phin dinh nghia ban mudn xem hodc in.

B Reports I & Macros I

[ Cateqories
™
-

_ustomers

Employees
[ E order Details
Orders

I E Products

™ E shippers

I E suppliers

o

0’0

mudn in, roi nhap OK.
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K/
0.0

| &5 Print Table Definition ]|

I —Include For Table _ ok

' | ™ Relationships Cancel

¥ Permissions by User and Group

—Inchide for Eields
" Mothing
i Mames, Data Types, and Sizes

0 Mames, Diata Twpes, Sizes, and Properties

—Include for Indexes
" Mothing
" Mames and Fields

¥ Mames, Fields, and Properties

Nhap OK

Bay gio ban cé thé thuc hién mot trong cdc thao tdc sau ddy:

K/
0’0

O/
0.0

>

D¢ in cdc dinh nghia, hiy nhap Print trén thanh cdng cu.

Ban c6 thé mudn ki€m lai chiéu dai cla cdc dinh nghia truc khi in, bdi
vi mot s6 dinh nghia, dic biét 1a c4dc dinh nghia danh cho cdc Form va
Report, c6 thé dai nhiéu trang.

Dé€ xuit dinh nghia sang mot File HMTL, mot trang bdng tinh Excel, mot
File dinh dang Rich Text Format, mot File text MS_DOS, hodc mot File
trong dang Report Snapshot, hiy nhap Export trén Menu File, rdi hoan
tat hop thoai Export Report “ReportName” to.
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Chuong 3:
Lam viéc vi1 Table

I. Table : Noi dung va cach lam viéc
<+ Microsoft Access cung cip hai cich d€ tao mot Table. Ban c6 thé tao
mot Table trong dé nhap di liéu cla riéng minh, hodc ban cé thé tao
mdt Table bing cdch st dung dit liéu dang c6 tif ngudn khic.
% Mot Table 13 mot tip hop dit liéu vé mot chi diém dic biét, chang han

>

cdc san phaAm hoic cdc nha cung cidp. Viéc sit dung mot Table riéng biét
cho mdi mot chii diém c6 nghia ring ban luu trir dit liéu d6 chi mot 1an,
dé€ 1am cho co sé dif liéu cda ban hiéu qua hon, va gidm thi€u cic 15i
nhip dit liéu. Cdc Table td chic dit liéu thanh cdc cot (dugc goi l1a
trudng — Field) va cac hang (dudc goi la cdac ban ghi — Record).

% Mot trudng néi chung thi c¢6 lién quan dén hai Table dé Microsoft
Access c6 thé dua ditf liéu lai v6i nhau tir hai Table nay nhim xem chinh
stra hodc in.

% Trong khung xem Table Design View, ban c6 thé tao toan bo mot Table
tir ban dau, hoic bd sung, x6a bd, hoic tiy nghi si dung cic trudng trong
mot Table dang c6.

< Trong mot khung xem Table DataSheet View, ban c6 thé b3 sung,
chinh stta, xem, hodc thuc hién nhitng cong viéc khic véGi dit liéu trong
mdt Table. Ban ciing c6 thé hién thi cic Record tir cic Table lién quan
véi Table hién hanh bing cach hi€n thi cdc trang dif liéu con bén trong
trang dif liéu chinh. V&i mdt vai han ché, ban cé thé 1am viéc véi dit liéu
trong cdc trang dit liéu con theo nhi€u cdch gidng nhy ban lam viéc véi
dir liéu trong trang dir li€u chinh.

I1. Tao Tables
Trong Project (du 4n) hodc Database (co sG dit liéu), hdy chon go table.
Chon New dé tao m&i mot Table, s& cho ta hop thoai New Table sau:

Trong d6:
e Datasheet view: tao table mdi véi tén trudng la Fieldl, field2..
kiéu dit liéu (Data Type) mic dinh la dang text.
e Design view: tao mdi Table vdi Data Type do ta ty thi€t k&.
e Table wizard: tao mé6i Table vdi Data Type theo mAu huéng dan.
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e Import table: tao mdi Table vdi dit liéu 14y tif ngoai vao

e Link table: tao mdi Table vGi dir li€u dudc link tir mdt file khéc.
g B ai thuc hanh so 1 : Databasze
Fiopen B Desian | tiew | . e areem"

Chijects Create £z

Create tz [Ciesion View
]| | Table \Wizard
Ceries Create t4 Import Table
Link. Table

Create a new kable in

Faorms Daktasheet view,

Reporks

Pages

Macros
Ik I Zancel

dodules

Groups

B3 Favorites

Chu y:

Khi tao Table xong phai chon khda, néu khong sé& hdi “There is on Primary
Key (kh6a Index dung dé thi€t 14p quan hé say nay)...”

Khi ta chon Save (hoic Ctrl_S) dé luu Table, Access sé& cho ra hop thoai dit
tén cho Table

Ta danh t€n Table vao (vd: MaHang) va chon OK.

Save As ki E4
Table Mame: K

Cancel |

Cdc kiéu dinh dang cho truong Field dugc dn dinh nhu sau
: cho cdc s6 nguyén khong Am
: cho cdc s6 nguyén c¢6 Am

Chu

y:

0

9

# :chocdc sd nguyén Am

? :chocackity A->Z

a :chocickitu A->Z, 0->9

& :cho cdc ky tu bat ky bit budc
¢ :chocdcky tw bat ky khong bit budc
> : Upper case

< :Lower case

! :dién t trdi qua phai
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IV.

)
0’0

o

)
0’0

)
0’0

\ ki ty theo sau né 12 mot hiing (vd: \a c6 nghia a 12 mot hing s0)
e Né&u mudn nhip dif liéu vao table, chon table 4n chudt phai va

chon Open.
e N&u mudn stra ddi cdu tric table, An chudt phdi trén table va chon
Design table
Tuy chon Tables

Trong Table Design View, ban c6 thé tiiy nghi sit dung mot Table theo
nhiéu cdch.

Trong Table Design View, ban c6 thé bd sung hoic x6a bd cic trudng,
hoic tlly nghi st dung cdc trudng bing cdch cai dit cdc tinh chat.

Né&u ban mudn theo doi dit liéu duge bd sung trong mot Table, hiy thém
vao nhiéu trudng. NEu mot tén trudng dang c6 khdng mod td dd, ban ¢
thé ddi lai tén trudng dé.

Viéc cai dit ki€u dir liéu clia trudng xdc dinh loai gid tri ndo ban c6 thé
dua vao trong mot trudng.

Vi du: ban khong thé nhiap Text vio mot trudng Currency (trudng tién
té). Biing cach chon mot ki€u dif liéu phil hgp, ban c6 thé ddm bio ring
dit liéu dugc nhap vao & dang ding dé phan loai, thuc hién cdc phép
tinh, va thao tac khac.

Céc tinh chat trudng 12 mot tip hop cic dic trung d8€ cung cip phin
diéu khién bd sung trén mot trudng dang hoat ddng.

Vi du, phu thudc vao Regional Settings trong Windows Control Panel,
hiy cai dit tinh chdt Format sang Currency danh cho mot trudng véi
ki€u dit liéu Number or Currency tuv dong bs sung diau phay, diu D6 la
va hai chif s6 thap phan ($1,234.50).

Ban st dung mot nhan déc 1ap (Unique Tag), goi la khéa chinh
(Primary key) dé x4dc dinh mdi mot Record trong Table. Y nhu mot
bang s xe, Primary Key chi dinh cho mot Record.

MGéG mot Table
Trong ctra s6 Database, nhip Table trong muc Objects.
Nhap tén ctia Table ma ban mudn md.
D& md Table trong Design View, hiy nhap Design trén thanh cong cu
clra s6 Database.
D€ md Table trong Data sheet View, hdy nhdp Open trén thanh cong cu
clra s6 Database.
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g Northwind : Database

Qpen Iggﬁesign '}:EMEW | }( | EE B_E'Eém

=10 x|

Objecks

Queries
Farms
Reparts
Pages
Macros

Modules

B3 Favorites

Luuy:

FEEEEEE@CACEE

Create bable in Design view
Create table by using wizard
Create bable by entering data

uskan Open
Emnplaory £ Design tiew

Order | & Brint..
Orders & Prink Preview

Produc ¥ oyt
Shippe Copy

Supplie
Save hs..,

Export...

Send To
add ko Srmnn

<+ Sau khi ban ¢ md mdt Table, ban c6 thé dé dang hodn chuyén gitra hai
khung xem bing cach nhap l1én ndt View trén thanh cong cu.

V. Hoan chuyén giita cic khung xem ctia mot Table

% Cac Table c6 hai khung xem (View): Design View va DataSheet View.

RY

sz A . . e N ~ 7 A
% Ban c6 thé st dung Design View d€ tao va chinh sta ciu tric cua mdt

Table. Ban st dung Datasheet View d€ xem, b6 sung, x6a bd, va chinh
stta d@ li€u trong mot Table.

% Nhap niit View trén thanh cong cu.
< Niit View 12 mot niit ngit chuyén. Liic Table clia ban dugc hién thi trong

DataSheet View, chi c6 niit chuyén sang Design View 13 dugc hién thi,

va ngudc lai.
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Microsoft Access
JEiIe Edit | Wiew Insert Format Records Tools Window Help Show Me

| B8 - E—J b o |8 YR Y alxn | Ba-
—J - - | [Z] Daktasheet Wiew e - %‘

— Toolbars
3
Qpen X Design g lew | b

.

Go -

= =] B

B Customers : Table

Customer ID Company Hame Contact Name Contact Title

LAk Alfreds Futterkiste Maria Anders Sales Representative | Obere Str. 5;
| [ ANATR Ana Trujillo Emparedados | Ana Trujilla Chaner Avda. de la C
[ ANTON Antanio Mareno Taqueria | Antanio Mareno Chenier Mataderos =
|| AROUT Around the Horn Thornas Hardy Sales Representative | 120 Hanower
| |*|BERGE Berglunds snabbkdp Christina Berglund Order Administratar | Berguvsvagel
| [® BLAUS Blauer See Delikatessen |Hanna hoos Sales Representative | Faorsterstr. 5
| [* BLONP Elondel pére et fils Frédérique Citeaux Marketing Manager |24, place KIE
||/ BOLID Bdlido Comidas preparads Martin Sommer Dhwner Cf Araguil, 5
|| *BONAP Ban app’' Laurence Lehihan Chaner 12 rue des E
| ¥ BOTTM Bottom-Dallar Markets Elizabeth Lincaln Accounting Manager |23 Tsawasse
| [* BEBEY B's Beverages Yictaria Ashworth >ales Hepresentative |Fauntleroy ©
|| CACTU Cactus Comidas para llews Patricio Simpson Sales Agent Cerrito 333

||| CENTC Centro comercial Moctezy Francisco Chang Marketing Manager | Sierras de G

VI. T6i wu héa cach thue hién chic ning ciia Table néi chung

<+ C6 nhiéu ndi dung ma ban phai thyc hién d€ tdi uvu héa Table cia minh.
Bén canh viéc tuin theo cdc tip ban cé thé si dung PerFormance
Analyzer d€ phan tich cdc Table dic biét trong co sé dif liéu dic biét
ciia minh.
1. Thi€t k&€ cdc Table ma khong cé dit liéu thira: Mot ¢o sé dit liéu dudc
thi€t k€ t0t 12 mot ¢d s¢ dit liéu c6 khd niing truy xu&'t va cap nhat nhanh
dit liéu. Néu Table dang c6 dit liéu thira, ban c6 thé sit dung Table
Analyzer Wizard d€ tich cic Table thanh cic Table quan hé nhim luu
gitt dit liéu hi€u qua hon.
2. Chon cédc ki€u dif liéu phit hop cho cdc trudng: Ban c6 thé luu khodng
trong trong cd sé dit liéu va cai ti€n cdc thao tdc lién k&t bing cdch chon
ki€u dit liéu phit hdp cho cdc trudng. Lic dinh nghia mdt trudng, hiy
chon ki€u dif liéu nhd nha't hoic kich c& trudng phu hgp v4i dit liu trong
truong do.
3. Tao cdc Index cho cdc trudng ma ban phin loai, ndi, hodc cai dit tiéu
chuin dit liéu: Ban c6 thé tao ra ciac budc cai ti€n vé tdc dd van an bing
cdch chinh sita cdc trudng trén ca hai phia ctta Join, hodc bing céch tao
ra mOt quan hé gifta cdc trudng nay va tao chi muc cho bat ¢t trudng nao
da dudc dung dé cai dit tiéu chuian danh cho Query. Tim cic Record
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thong qua hop thoai Find thi nhanh hon nhiéu so v6i mdt trudng dugc tao
chi muc.

Céc chi muc (Index) khong phdi 1a ludn thich hgp cho tit cd céc trudng.
Céc chi muc bd sung vao kich thudc ctia File *.mdb, 1am gidm thi€u kha
ning déng x Iy (tdc 12 khd ning c6 nhiéu ngoi diing cling chinh sira mot
trang tai mot thdi di€m) trong cdc trinh ¥ng dung dang diung, va lam
giam

khd ning hoat ddong lic ban cdp nhit cdc dit li€u trong cic trudng da
dudc tao Index, hoic lic ban bd sung hay x6a bé cic Record. TSt nhat
12 ban nén thi nghiém d€ xdc dinh lai tuSng ndo nén tao Index. Viéc bd
sung mdt Index cé thé 1am ting tdc dd mot Query 1én mdt gidy, nhung
lam chdm qud trinh b6 sung mit hang dir liéu khodng hai gidy va tao ra
cic su cd khéa nghiém trong. Hodc né cé thé thu dugc 1gi ich chung
ddng k&, phu thudc vao cdc trudng dugc tao Index.

Vi du, viéc b6 sung mdt Index vio mot trang Postalcode c6 thé rat it 1gi
ich vé mit thuc hién mot trusng CompanyName va trudng LastName
trong Table di tao Index rdi. Khong ké dén ki€u Query ma ban tao ra,
ban chi nén tao i ndex cho cdc trudng c6 cdc gia tri dong nhit.

4. Trong mot Index da trudng, chi st dung nhiéu trudng trong Index néu
thay can.

VII. Xdc dinh cdc quy tic c6 hiéu lyc d€ diéu khi€n lic nao thi mét
Record cé thé dugc luu

L)

Md mot Table trong Design View

Nhap Properties trén thanh cong cu d€ hi€n thi trang tinh chit cla
Table

Trong hop tinh chit ValidationRule, hdy g nhip mdt quy tic c6 hiéu luc
bing cdch st dung Expresion Builder.

Vi du: ban c6 thé xdc dinh bi€u thic ding
“[RequiredDate]<=[OrderDate]+30" d€ bdo ddm ring ngay dugc nhip
vao trong trudng RequiredDate nim trong vong 30 ngay clia trudng
OrderDate.

Trong hop tinh chat ValidationText, hiy g6 nhip mot thong tin ma ban
mudn Microsoft Access phai hi€n thi liic qui tic bi vi pham.

VIII. Khao sit Query cua Table Analyzer Wizard
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L)

IX.

) )
0’0 0’0

Table Analyzer Wizard chia mdt Table c6 chita thong tin trung Idp
thanh cdc Table ma & d6 mdi mot ki€u thong tin dude luu giit chi mot
lan. Piéu nay lam cho ¢d sé dif liéu hiéu qua hon va dé dang dudc cap
nhat hon, dong thdi gidm thiéu kich thudc clia né. Sau khi Wizard chia
dit liéu, ban van c6 thé xem va 1am viéc véi dit liéu & mot noi biing cich
yéu cau Wizard tao ra mot Query.

Ban c6 thé sit dung Query dé€ truy nhap dit liéu tir nhiéu Table cling mot
lic. Query ciing dua ra cdc tinh ning nhim ti€t kiém thdi gian d€ ting
d0 chinh x4c cta dir liéu.

Tir cdc Table m&i, Query thira k€ cic trudng LoOKup, nhim gitp ban
thay d6i cdc gi tri trudng bing cdch chon cdc gid tri tir mot danh sich
thay vi g6 nhdp ding mdt gié tri.

Cé4c Form va Report tru6c diy dua trén Table goc gis diy ty dong dit
sd s& trén Query, bdi vi Wizard gan tén Table goc co sé vao Query va
dit lai tén Table. P6i v6i mot trang truy cap dit liéu dya trén Table goc,
ban phai thay ddi bing tay cai dit tinh chdt RecordSource clia né tif tén
Table sang tén Query.

B& sung mét trudng vao mét Table trong Design View.
M4 Table trong Design View
D€ chén trudng bén trong Table, hiy nhdp hang nim bén dudi ndi ma
ban mudn b sung trudng, rdi nhap Insert Row trén thanh cong cu.
D€ bd sung trudng vao phin cudi clia Table hiy nhip hang trong dau
tién
Trong cdt Data Type, hdy gitt mit dinh (Text), hoic nhip trong cit
Data Type, nhdp mii tén, rdi chon ki€u di¥ liéu ban mudn.

B test - Table

| Field Mame | Data Tvpe
AutaMumber
Field1 Texk

Texk

¥ Frimary Key

b cuw
L Copy

= E Paste

jum
ﬂ Insert Rows Field Properties
oo Delete Rows

< Build...

Propetties
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/7
0’0

Trong cot Description, hiy gd nhip phin mo ti thong tin ma trudng nay
c6 chita. Phan mo ti nay sé& dugc hi€n thi trén thanh trang thai lic b
sung dir liéu vao trudng va dugc chia trong Object definition ctia Table.
Phin md t3 thy y.
Né&u mudn ban hiy cai dit tinh chit clia trudng danh cho trudng nim &
phin dudi ctia s6.

X. Sao chép mot dinh nghia cua truong trong Table Design View

)
0’0

o

)
0‘0

)
0‘0

G

)
0’0

XI.

) )
0‘0 0‘0

) )
0’0 0‘0

) )
0’0 0’0

M4 Table trong Design View

Chon trudng ma ban mudn sao chép

D€ chon mdt trudng, hay nhap cong cu chon hang cla trudng d6 (Row
Selector).

P& chon mot nhém cic trudng, hiy ré qua qua cic Row Selector ciia cic
trudng do.

Nhap Copy trén thanh cdng cu rdi nhap vao hang trong thit nhat.

Nhap Paste trén thanh cong cu.

GO nhép tén mdbi danh cho trudng dudc sao chép.

Tao mét truong danh cho Text hoac Memo
M4 mot Table trong Design View
D€ chén trudng bén trong Table, hiy nhdp hing nim bén dudi ndi ma
ban mudn bd sung trudng, r6i nhap Insert Row trén thanh cong cu.
D€ bo sung trudng vao cudi Table, hay nhap dong trong dau tién.
Trong cot Field Name, hay gd nhip tén trudng, tuin theo quy tic dit tén
ddi tugng cia Microsoft Access.
Trong cot Data Type, hiy nhap 1én miii tén roi chon Text hoic Memo.
Cai dit cdc tinh chdt trudng khdc n€u mudn.
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>

XII.

) )
0’0 0’0

L)

B test : Table
Field Mame Daka Type Descripkion
% |10 AutoMurnber
| [Fieldl Text
| | Fieldz Texk M
|
|| Mermo
|| Mumber
|| CateTime
|| CUFrency
|| AutoMurnber
|| Yes Mo
OLE Object
Hyperlink, Field Properties
Lookup Wizard. ..
eneral | Lockup |
Field Size 50
Farrnak
Input Mask
Caption

Default Yalue
«  Walidation Rule

The data bype detern

B T A = P |

Luu y: kich thudc truGng méac dinh danh cho cac trudng Text 1a 50 ki ty.
Ban c6 thé thay ddi kich thudc trudng nay cho mot trudng dic biét bing
cich cai dit tinh chat Field Size. Ban c6 thé thay ddi chinh kich thuéc
trudng mic dinh bing cdch nhap 1&én 1&énh Option trén Menu Tools, roi
nhap nhan Table/queries.

Tao mét trudng danh cho cdc sé hoic tién té

Md mot Table trong Design View.

D€ cheén trudng bén trong mot Table, hiy nhap vao hang nim bén dudi
ndi ma ban mudn bd sung trudng, rdi nhap Insert Row trén thanh cong
cu.

D€ b6 sung trudng vio phin cudi cau Table hiy nhdp vao hang trong
dau tién.

Trong cdt Field Name, hdy go nhdp tén danh cho trudng, tudn theo quy
tic dit tén doi tugng clia Microsoft Access.

Trong cot Data Type, hdy nhdp miii tén va chon hoic Number hoic
Currency.

Néu ban dang tao ra mdt trudSng Number, trong phin cudi clia clra sd
hdy cai dit tinh chat Field Size sang kich ¢cd ma ban mudn.

P4 cai dit mot dang hién thi cho trudng clia ban & phan ddy clra s6, hay
nhap Format, nhip miii tén rdi chon dang ma ban mudn. Ban ciing c6
thé tao mot dang hién thi tuy ¥, n€u dang dudc dinh nghia truSc khong
d4dp ng nhu ciu cia minh.

Cai dit cdc tinh chat trudng khdc n€u mudn.
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B test - Table

74/ leu Tham Khdo MS Ascess

Field Mame Daka Tvpe

Description

D
Field1
Fieldz

L] [

Autakurmber
Text
Texd

Texk

Merno
Murnber
Dake)Time
CUrrency
AukaMumber
Yes/Mo

OLE Object
Hyperlink,

Lookup Wizard

Field Properties

XIII. Tao mot truong danh cho dir li€u Yes/No, True/false va On/Off
B test : Table

Field Mame Data Tvpe Descripkion

o
Field1
Fieldz

LI e [

AutoMumber
Texk
Texk

Text

Merno
MNurber
Latef e
ZUFFEnCy
AuluMunmiber

OLE Objoct
Hywparlink:

) )
0’0 0’0

eneral | | miekr ip I

Laokup Wizard. ..

Fisld Propartiss

Md mot Table trong Design View.
DPé€ cheén trudng bén trong mot Table, hiy nhap Table bén dudi ndi ma

ban mudn bd sung trudng, r6i nhap Insert Rows trén thanh cdng cu.
<+ P& bd sung trudng vao phin cudi ctta Table, hiy nhdp vio hing trong
dau tién.
% Trong cot Field Name, hdy g6 nhdp tén danh cho truGng, tudn theo qui
tdc dit tén doi tugng clia Microsoff Access.

Trong cdt Data Type, hiy nhdp mili tén va chon hoic Yes/No.
dé hién thi True/False hoic On/Off they vi Yes/No (theo mic dinh) trong

trudng, & phin du6i clta s6 trén nhin General, hiy nhip vao hop
Format va chon dang ma ban mudn.

% Cai dit cdc tinh chdt trudng kh4c, n€u ban mudn.

XIV. Tao mgt truong danh cho ngay thang hoic thoi gian

K/

X/

% Mo mot Table trong Design View.
< D& cheén trudng bén trong Table, hiy nhdp hang bén dudi ndi ma ban

mudn bd sung trudng, rdi nhap InsertRows trén thanh cong cu.
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B test - Table

Field Mame Daka Type Descripkion
10 Autabumber
Figld1 m ol
Fieldz Textk

Mermo
Mumber

Date)Time
CUrrency
Autoiumnber
es Mo

OLE Object
Hyperlink
Lookup \Wizard, .. Field Properties

HEEEREERLE

D€ bd sung trudng vao phan cudi clia Table, hiy nhip vio hang trong
dau tién.

Trong ¢t Field Nam, hdy go nhép tén cua trudng, tuin theo qui tic dit
tén d6i twdng cira Microsoff Access.

Trong cdt Data Type, hiy nhdp mili tén va chon Date/Time

Dé€ cai dit mot dang hién thi danh cho trudng clia ban, hay nhap vao hop
Format rdi chon dang ma ban mudn. Ban ciing c6 thé tao mdt dang hién
thi ty ¥, néu cdc dang dudc xdc dinh tru6c khdong ddp ng nhu ciu cia
minh.

Cai dit cdc tinh ch4t trudng khdc, n€u ban mudn.

Luuy:

K/
0’0

R/
0’0

Viéc luu gitt cdc ngay thdng va thdi gian trong trudng Date/Time bao
ddm dudc ring ngdy thdng va thdi gian sé dugc phan loai hoan chinh.
Ciing vay, cc thay ddi dugc tao ra cho cdc dang ngay thdng va thdi gian
s& dudc xdc dinh bing cdch nhidp dip 1én Regional Settings trong
Windows Control Panel ciing s€ dugc phan anh ty dong trong cac trudng
Date/time.

XV. Tao mdt trudng ty dong dé tao ra cic so

Md mot Table trong Design View.

D€ chén trudng bén trong Table, hiy nhiap hang bén dusi noi ma ban
mudn bd sung trudng, rdi nhap Insert Rows trén thanh cong cu.

D€ bd sung trudng vao phin cudi ciia Table, hiy nhip vio hang trong
dau tién.

Trong cot Field Nam, hdy gd nhip tén cla trudng, tudn theo qui tic dit
tén doi tugng cita Microsoff Access.

Trong cot Data Type, hay nhdp miii tén va chon Auto Number
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H test : Table

Field Mame Daka Tvpe Description
D ﬂﬂﬂ! Hﬁi -

Field1 Text

Fieldz Memo
Murmber
Date/Time
CuUrrency
Autalumber

Yes Mo

OLE Object
Hwperlink,
Lookup Wizard. ..

EENENEREEE

Field Properties

General I Lookup I

Field Size Long Integer

Mew Yalues Increment

Format

Capkion

Indexed es (Mo Duplicates)

The data tyvpe determines

> D€ tao mot gia s6 cho AutoNumber, hiy dé€ lai cdc cai dit tinh chat &

L)

phin cudi cla cira s6 y nhu ching dang c6 (tinh chat Field Size dudc cai
dit sang long Interger va tinh chit new Value dugc cai dit sang
Increment (theo mic dinh).

< DéE tao mot Auto Number ngiu nhién, trong phan cudi clia cifa s6 trong
nhdn General, hiy cai dit tinh chdt new Values sang random.

% Cai dit cdc tinh chit trudng khdc, n€u ban mudn.

XVI. Hiy b6 mét trudng khoi mot Table

> X6a bé mot trudng khdi mot Table trong Design View.

M4 Table trong Design View

Chon trudng ma ban mudn x6a bd.

Dé chon trudng, hidy nhdp 1én bd chon hang clia trudng d6 (Row

L)

) ) )
0’0 0’0 0’0

Selector).
D€ chon mdt nhém cic trudng, hiay ré qua cdc bd chon hiang danh cho
cac trudng nay.

)
0‘0

)
0’0

Nhap Delete Row trén thanh cdng cu.

X6a bd mot trudng khoi mot Table trong DataSheet View.
Md mot Table trong Data View

Nhap bd chon trudng clia cdt ma ban mudn x6a bd.

Trén Menu Edit, nhip Delete Colunm.

3

*

3

*¢

) )
0’0 0’0
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EH test : Table

Field Mame Data Type Descripkion
71D AutoMurber
- T Primary key Texk
[ % oot
L 52 Copy
B E HashE
B §+= Insert Rows

Field Properties

o .
il ;
Properties = |

XVII Thay déi kich thuéc ciia trudng danh cho cic trudng Text va
Number

St dung thd tuc nay dé diéu khié€n so t8i da cdc ky tu cé thé dugc nhap
vao mot trudng Text hodc diy cdc ki€u gia tri s6 c6 thé duge nhap vao
mot trudng Number.

Trong Table Design View, & phin trén cira s6, nhap trudng c6 tinh chit
Field Size ban mudn cai dit.

Trong phan duéi clia cifa s6 trén nhian General, hiy nhdp chon hdp tinh
chat FieldSize.

Doi véi mot trudng Text, hidy gd nhap tdi da cdc ky tu cho phép trong
trudng 1én dén 255.

D6i véi trudng Number, hiy nhiap miii tén va chon kich thudc trudng ma
ban mudn.

XVIII. Tao mgt Input Mask (mat na nhap)

/7
0’0

)
0‘0

) )
0’0 0‘0

Ban c6 thé st dung tinh chit Inputmask dé diéu khi€n cdch nhap dit
liéu trong mot trudng trong mot Table hodc Query, hodc trong mdt muc
diéu khién trén Form hoic Report. .

Xac dinh m6ét mat na nhap (Input Mask) cho mdt truéng trong mot
Table

M3 mot Table trong Design View.

& phan trén ctra ctra s8, hay nhap trudng ma ban mudn xdc dinh mot mit
na nhap.

Trong phan dudi cda ctra s6 trén nhin General. hiy nhdp niit Build nim
k& hop tinh chit Inputmask d€ khdi dong Input Mask Wizard, rdi tudn
theo cédc chi din trong cdc hop thoai Wizard.

38



77 CNTT-H 7 tisu 7 ham ko S Acoess

)
0‘0

G

)
0’0

Input M azk Wizard

w'hich input mask matches how wou want data to look?

To see how a selected mask works, use the Try It box,

| To change the Input Mask lisk, click the Edit Lisk butkan.

Input Mask:

Social Security Mumber

Zip Code

Extension 53215

Passward btk

Long Time 3:12:00 AM ha|

Try IE: |

Edit List I Cancel I = Bark I Mext = I Einish I

Luu ¥: ban ciing c6 thé nhip vao cic dinh nghia mit na nhip trong trang
tinh chat ma khong cin sit dung Wizard. Trong tit cd cdc trudng hop,
cach

dé dang nhit d6 1a st dung Wizard, nhung d6i v4i trudng Number va
Currency, thi ban phdi nhiap vao dinh nghia miit na nhip bing tay.

DPinh nghia m4t mit na nhap danh cho mot trudng trong mot Query

Md mot Query trong Design View.

Trong Query/Design Grid, hay dit con trd chén § c¢6t danh cho trudng
ma ban mudn thay d8i. Ban cé thé dit con trd chén & bat ¢t hang nao
cta trudng do.

Nhip Properties trén thanh cong cu dé€ md trang tinh chit danh cho
truong do.

Trén nhin General, hiy nhip niit build k€ tinh chit Input Mask dé khdi
dong inputmask Wizard, rdi tudn theo chi din trong cdc hop thoai
Wizard.

Tao mét mdt na nhdp cho mét muc diéu khién

) )
0‘0 0‘0

)
0’0

%

)
0’0

M3 mot Form trong Design View.

Chon mdt Text box hoic combo box, rdi nhap Properties trén thanh
cong cu d€ md trang tinh chi't cra muc diéu khién.

Thyc hi€én mdt trong cac thao tdc sau day:

G0 nhap dinh nghia mit na nhap.

Trong mdt ¢d s6 dir liéu Microsoft Access (.bdb), hiy nhiap nit Build
trong hop tinh chit Inputmask dé khdi dong Input Mask Wizard. Roi
tudn theo cdc chi dan trong cdc hdp thoai Wizard.
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Chuong 4:

N\ A /e *
Lam viec vi1 Form (Query).

I. Céc cach d€ lam viéc véi dif liéu trong mét Form

Khi lam viéc vé6i dit liéu trong cic form ta cé thé hi€u la tao Query
hay vén tin trén cd sé di licu.
1. Cdc cdch dé lam vigc véi dit ligu trong Form

> Trong khung xem Form, ban c6 tit cd cdc cong cu can thi€t d€ 1am viéc
v4i dit li€u ctia minh.

| Categories
b2, Form Dosin

atashest Wiew

Eilter By Form

oft drinks, coffee: <7 .
nd ales X _ Apply FilterSork
", Remove Filker'Sort

dh Cut
Copy
E Paste
Product Mame: |[Chai Properties [T Discontinued
Quantity Per Umt: |10 boxes 2 J0 bags | Tt Price: $18.00

Product Mame: |Ehang | [” Discontinued

Quantity Per Unit: |24 - 12 oz bottles | Unit Price: $159.00

Record: H| ) II 1k |H|H*| af &

2. Céc loai query:

1. Select Query : Query chon s6 liéu

2. Cross Tab Query : Query tham chi€u chéo

3. Make table Query : Query tao ra Table

4. Update Query : Query cap nhat di liéu

5. Append Query : Query nhap ndi dit liéu

6. Delete Query : Query xda dir li€u

7. Pass-through Query : Query chuyén giao (di dung ngdn ngit van tin

cd sG dir liéu)
8. Data defination Query: Query dinh nghia dit li€u (st dung cdc 1énh cua
ngdn ngit SQL dé€ tao, st d6i cau triic Table)

3. Tao méi Query:
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Trong Database Project chon g& Query, ti€p tuc chon New.

gEE Northwind : Database =10 x| -
- e

Qpen Iggﬁesign e Mew | X ﬂﬂ

Chjects

#] Create qi

Design Wiew

Create qi rf” Simple Query Wizard
Alphabet ﬁk’é’i Crosstab Query Wizard

Find Duplicates Query \Wizard
Find Unmatched Query Wizard

() ()

_akegor
SRk _reate a new query without

Farms Current F | using a wizard,

Reporks Cuskamel

Pages Ernployee

Invaices
Invoices | (04 I Zancel
Order De,
Crder Subkaotals
Orders Qry

Product Sales for 1997

Macros

B3 Favorites

sEEEEELSE T

Y

a. Chon Query Wizard: Access sé& hudng dan, c6 4 loai Query Wizard sau:

e Simple Query Wizards: tao bdng tham chi€u don, giong nhu chép céc
record trong Table ra mot Table khdc d€ truy van dit liéu.

e Crosstab Query Wizards: tao badng tham chi€u chéo sd liéu.

e Find duplicates Query Wizards: tao bang Record trung lap trong Table

e Find unmatched Query Wizards: tim cdc record trong table céc record
nao khong c6 quan hé vdi table khéc.

b. Néu chon Design View: tao New Query (ngudi dung tu thi€t k€).
Trong khung Show Table:
Trong g& Table: nhap chon Table cin tao Query, nhap Add d€ dua Table
vao viung Select Query.
Né&u Query can truy van d&€n Query khac nhap chon g& Query. Chon
Query nhip Add dé€ dua Table vao viing Select Query.
Thi€t 14p quan hé gitta cdc Table (hay Query) trong Query bing cdch
chon lyra cdc trudng quan hé tr modt Table gdn vao trudng clia Table
khéc.
e Sort: sdp x€p ting/gidm (Ascending/Descending)
e Criteria: Pit diéu kién cho mot trudng (vd: 0>Date>32)
e Show: show/hide.
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=

: =8 Queryl : Select Query

Show Table 21
Tables IQueries | Both | Add
Categories ﬂl
1 I I Custarners
L Employees =
Sl — Crder Details B
i : Orders —
Table: Products —
Sark: Shippers L
Shows | suppliers -
Criteria:
ar:
4 | B

Y [«

trong hop thoai Query Wizards s€ hoi
néu chon Design View
II. Cic cach @€ 1am viéc véi dif licu trong DataSheet ciia Query
> C6 nhiéu cach d€ 1am viéc vdi dit liéu trong DataSheet clia Query.

> Trong lic ban dang xem xét cic k&t qua clia Query, ban cé thé hién thi
dit liéu lién quan dén cdc Record trong trang dit liéu biing ciach chén
mdt trang dif liéu con cho dir liéu quan hé. Mic diu c6 nhi€u han ché,
ban vin cé thé 1lam viéc véi dir lidu trong mot trang dit li€u con theo
nhiéu cdch gidng nhu ban 1am viéc vdi dif liéu chinh trong trang dit liéu
chinh.

> Vi du, ban c6 thé loc va phan loai dit liéu.
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gzt Categorp Sales for 1995 : Select Query

Category Sales Bf, Query Desion
I §104,737 .65 | o- 56L View

| $50,952.60 Filker By Farm
|| Confections $78.128.73 Y _ apply Fiter/Sort
|| Dairy Products $117 797 17 B Remove Filter/Sort
|| GrainsiCereals $52 802 37 =
|| Meat/Poultry $30,160.15 § % cut
| |Produce §47 491.56 Copy

Seafood $62,435.02 Wi Eacte

A Font..
Datasheet. ..
nhide Columns. ..

| Record: |4|4|| T R

I11. B4 sung dif liéu méi vao DataSheet hoiic Form View
» M3 mot DataSheet, hoic Form trong Form View

> Nhip new Record trén thanh cong cu.
Microzoft Access

JEiIe Edit Yiew Insett Formak Records Tools Window Help
- B ERY =Ry o |4kl YE T A K| Ba-
Ed Dot e

gzt test Query : Select Query
Field1

2.

Field2

1/id narme
21 “iet Hoa
37 Minh trung

*| (AutoMumber)

> Go nhap dif liéu ma ban mudn, rdoi nhan Tab dé€ chuyén sang trudng k&
tiép.

» O cu6i Record, hiay nhap Tab dé€ chuyén sang Record k& ti€p.

IV. Luu mot Record trong DataSheet hoiac Form View
» Microsoft Access tv dong luu Record ma ban dang b6 sung hodc chinh
stta ngay khi ban di chuyén diém chén d&€n Record khic, hoic déng
Form hodc trang dir li€u ma ban dang lam viéc.
> D€ luu dit liéu trong mot record khi ban dang chinh stra n6, hdy nhap
Save Record trén Menu Records.

V. X6a b6 mot Record trong DataSheet hoic Form View
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» MG mot Data sheet, hoic Form trong Form View.
> Nhap Record ma ban mudn x6a bd.
> Nhap Delete Record trén thanh cong cu.

gzl test Query - Select Query

Field1 FieldZ?

Name
“iet Hoa

E Haste

+C Row Height. ..

VL. Sao chép hoic di chuyén mot trudng, Control, Text, Macro Action.

> Ban c6 thé sao chép hoic x6a bd ciac hang muc, ching han nhu trudng,
Control, Text, hoic Macro Action. Ban ciing c6 thé sao chép cic ddi
tugng cd sé dir liéu.

> Chon hang muc ma ban mudn sao chép hoic di chuyén.

> PE€ sao chép hang muc, hdy nhap Copy trén thanh cong cu.

> D€ di chuyén hang muc, hiy nhap Cut trén thanh cong cu.

> Nhap vi tri n6i ma ban mudn dit hang muc.

> Nhap Paste trén thanh cong cu.

VII. Hién thi ta't ca dif liéu dang cé trong Page View.

> Néu ngudi st dung khdac dang nhip dit liéu clung lic vdi ban, thi trang
truy cAp dif liéu c6 thé khong hi€n thi cdc thay d6i vira mdi tao ra cho cd
sG¢ dit lieu Microsoft Access hoic Microsoft Access Project. Ban ¢6
thé tai dit liéu mdi nha't tif co sG dit lidu.

> Nhap phdi 1én trang d6, roi nhap refresh, hodc nhan F5.

> C4nh bdo: n€u ban nhap refresh trudc khi ban luu cic thay ddi,
Microsoft Access cdnh bdo ban ring cdc thay d6i c6 thé bi xdo tron, va
ban phdi nhap cancel d€ nhin viéc that thodt c4c thay ddi cho Record
hién c6.

VIII. Nhiap mot HyperLink (sié¢u phit hgp ) biing cach dan mét HyperLink
hoic dia chi HyperLink

1. Binh huéng dén mdt hyperlink hoic dia chi HyperLink theo mot trong cdc
cichsau day:
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> MG tai liéu Microsoft Office c6 chita mot HyperLink dugc xac dinh.

> Md& mot tai liéu dude tao ra v6i bat ¢t trinh tng dung nao va chita mot
dia chi HyperLink c6é hi€u luc khong dugc xdc dinh dudi dang mot
HyperLink.

> M3 mot bd trinh duyét Web chiang han nhu Microsoft Internet Explorer.

» Thyc hi€én md&i trong cac thao tac sau day:

> Trong tai liéu Microsoft Office, hiy nhidp phai Ién HyperLink dugc xac
dinh.

> Tré dén HyperLink trén Menu tit, rdi nhAp Copy HyperLink.

> Trong bat cit tai liéu ndo, hdy chon dia chi HyperLink, réi nhdp Copy
trén Menu Edit.

» Trong intemet Explorer, hay chon dia chi trong hop Address hodc chon
mét dia chi HyperLink cé hiéu luc & bat cit noi nao trén mot trang, hay
nhdp phdi, roi nhdp Copy hodc Copv ShortCut.

Hodn chuyén dén Microsoft Access va thuc hién mt trong cdc thao tac sau
day:

» Trong co s6 dit liéu Micmsoft Access (.mdp), hay md Table hodc Query
trong DataSheet View.

» Trong mot co so dit ligu Microsoft Access hodc Microsoft Access Project
(.adp), hay mo Form trong DataSheet View hodc Form View.

> Pit diém cheén trong trudng HyperLink Field trong mot trang dit liéu
hoiic trong hop Text hoic muc Control khic chdp nhan HypeLink trén
Form do.

» Thuc hi€én mot trong cac thao tac sau day:

» D¢ ddn mét HyperLink da dugc xdc dinh, hday nhdp Paste as HyperLink
trén Menu Edit.

> Pé ddn mét dia chi HyperLink khéng duoc xdc dinh dudi dang mot
HyperLink, hay nhép Paste trén Menu Edit. Liic ban ddn mot dia chi theo
cdch dé, thi Microsoft Access nhdn biét protocol trong dia chi dé va
chuyén Text sang mot HyperLink.

> Microsoft Access bo sung HyperLink dén truong hodc Control. Ban cé
thé nhdp HyperLink dé mé tai liéu dich hodc trang Web.
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Chuong 5:
Lam vi€c v61 Record.

I. B4 sung mot Record méi trong Page View
1. Trén thanh cong cu dinh huéng Record, hiy nhdp new Record.
2. Go nhap dit liéu ma ban mudn trong trudng thit nhat, roi nhan Tab dé
di d&n trudng k& tiép.
3. Lic ban di hoan tit viéc nhap dit liéu cho mdi trudng, hdy nhip Save
Record dé€ luu dit liéu Record.

II. Luu mdt Record trong Page View
0 Trén thanh cong cu dinh huéng Record, hiy nhip Save Record d€ luu
dit liéu trong mdt Record trong khi ban dang chinh sira n6.
Luuy:
0 Record dugc ty dong luu ngay khi ban di chuyén dé€n mot Record khic,
hiy 4p dung hoic x6a bd mot bod loc, hoic 13 hodn chuyén sang mot
o0 trang Web khac.

III. X6a b6 mdt Record trong Page View
0 Luu y quan trong: mot khi ban x6a béd modt Record, ban khong thé phuc
hdi muc x6a bd tir ¢d sé dit liéu dugc.
0 Di chuyén d@&n Record hoic sit dung mot bd loc d€ tim Record m2 ban
mudn x6a bé.
0 Trén thanh cong cu dinh huéng Record, hiy nhap Delete Record.

IV. Sao chép hoiic di chuyén dif liéu tif mot trudng sang mot truong khac
Md mdt DataSheet hoic Form trong Form View

Chon dif liéu ma ban mudén sao chép hoic cit.

DPé€ sao chép dit liéu hdy nhap Copy trén thanh cong cu.

Pé€ di chuyén dit liéu hdy nhap Cut trén thanh cong cu.

DE thay ddi gi4 tri dang c6 cda trudng dich, hay chon toan bd trudng.

P& chen dit liéu vao dit liéu dang c6, hdy dit di€m chén tai ndi ma ban
mudn dén dir liéu.

O O O o OO

0 Nhap Paste trén thanh cong cu.

V. Sao chép hoiic di chuyén dit liéu tir nhiéu trudng vao DataSheet View
0 M3 mot DataSheet hoic Form trong Form View
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O O O O

0]

Chon cdc trudng hodc cdt ma ban mudn sao chép hoic cit.

P& sao chép dit liéu, hdy nhdp Copy trén thanh cdng cu.

P& di chuyén dit liéu hiay nhap Cut trén thanh cong cu.

Hiy chon cdc trudng dich, hodc hodn chuyén sang trinh Gng dung ma
ban mudn ddn dif liéu vao d6, rdi chon trudng dich.

Nhap Paste trén thanh cdng cu.

VI. Sao chép hoiic di chuyén cdc Record vao mot trang dit liéu

0 M3 mot DataSheet hoic Form trong Form View
0 Chon Record hoic cdic Record ma ban mudn sao chép hoic di chuyén.
Luuy:

Né&u ban mudn sao chép hoic di chuyén cic Record tir mot trinh ng dung
khéc, tru6c khi ban chon né, ban phdi chic chin dif liéu dudc sip x&p trong
mot trang bang tinh hodc Table, hoidc dugc tich nhau béi cac ki ty Tab.

o
o
o

0]

Dé€ sao chép Record, hiy nhiap Copy trén thanh cdng cu.

P& di chuyén dif liéu hiay nhap Cut trén thanh cong cu.

Mé DataSheet ma ban mudn ddn Record vao d6. Néu can hiy sip x&p
lai cdc cot cia DataSheet d€ né phu hop vdéi thit ty cda dif liéu ma ban
dang sao chép hoic di chuyén.

D€ thay thé€ ciac Record biing cic Record ma ban da chon, hiy chon cic
Record ma ban mudn thay thé, rdi nhap Paste trén thanh cong cu.

P& dinh cdc Record vio cudi trong bang tinh, hiy nhdp Paste Append
trén Menu Edit.

Néu trang bdng tinh ngudn c¢6 nhiéu trudng hon 1a trang bang tinh dich,
thi Microsoft Access s€ khong didn cdc truong du.

P& di chuyén dit liéu hiay nhap Cut trén thanh cong cu.

VIIL. Sao chép hoic di chuyén cic Record sang mot Form

0]

O O O O O

Md mot DataSheet hoic Form trong Form View

Chon Record hoic cic Record ma ban mudn sao chép hoic di chuyén.
DPé€ sao chép Record hiy nhiap Copy trén thanh cong cu.

DPé€ di chuyén dif liéu hiay nhap Cut trén thanh cong cu.

M4& Form ma ban mudn dan Record vao dé.

Pé€ thay d6i cac Record bing cic Record ma ban da chon, hiy chon cdc
Record ma ban thay thé, rdi nhap Paste trén thanh cong cu.

D€ dinh cic Record, hiy nhap Paste Append trén Menu Edit.
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0]

Microsoft Access ddn cdc Record vao trudng cé tén gidng nhu céc
trudng ngudn, khong ké d&n thit ty clia chiing trén Form. Néu Form ma
tir 6 ban dang sao chép hoic di chuyén cic Record lai cé cic trudng
khong c6 trong Form ma ban dang di Chuyén hoic sao chép dén, thi
Microsoft Access s& hdi ban c6 mudn chi ddn cdc trudng vdi cac tén phi
hop hay khong. N&éu ban khong c6 cdc tén trudng phi hgp, thi cdc trudng
dudc ddn theo thd ty Tab trong Form dich, c6 thé né khong theo thit tu
nhu ¥ ban mudn . Vily do do, t6t nhat 1a ban phai ddn cdc trudng véi cdc
tén ngudn va dich khic nhau vao mot trang dit liéu thay vi mot Form .

IX. Sao chép hoiic di chuyén cic Record tir Microsoft Access dén trinh

ung dung khac

0 Md mot DataSheet hoic Form trong Form View.

0 Chon dif liéu ma ban mudn sao chép hoic di chuyén.

0 D& sao chép dit liéu, hay nhap Copy trén thanh cong cu

o D& di chuyén dit liéu, hdy nhap Cut trén thanh cong cu.

O MG trinh t'ng dung ma ban mon dan dit liéu.

0 D& thay th€ dif liéu bing dif liéu tir Microsoft Access, hiy chon dit liéu
ma ban mudn thay thé.

0 D& cheén dit liéu vao dif liéu dang c6, hay dinh vi tri diém chén & noi ma
ban mudn dédn dit liéu.

Luuy:

0 Né&u ban dang ddn vao mot trang bang tinh Micrcsoft Excel, hiy chon O
ma ban mudn lam tiéu dé cot dau tién.

0 N&u ban dang ddn vaio mdt tai liéu Microsoff Word for Windows, hay di
chuyén di€m chén dén noi ma ban dit Record. Record dugc din dudi
dang mot Table trong Word.

0 Nhap Paste trén Menu Edit. N&u trinh ttng dung cita ban khong c6 1énh
nay hay st dung phuong phdp so sanh cho trinh ttng dung ctia ban.

Luuy I:

0 Luc ban ddn cdc Record vao trinh &ng dung khic, Microsott Microsoft
ddn cdc tén trudng vao hang diu tién theo sau d6 1a dir liéu.

0 N&u ban dang sao chép tir mot trang bang tinh c¢6 chita cdc trang bdng
tinh

0 con, Microsoft Access chi c6 thé sao chép mot cAp trang bang tinh mot

lan.
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X. Sao chép hoiic di chuyén ciac Record tif mdt trinh ng dung khac vao
Microsoft Access

0]

0]

0]

0]
0]

Trong trinh 'ng dung khac, hay chon mot hoic nhi€u hang ma ban mudn
sao chép hoic di chuyén. N&€u ban dang sao chép tif mot trinh xt 1y vin
ban, thi phai chic chin cic Record dugc sip x&p trong mot Table hoic
dugc tach nhau bdi cdc ki tu Tab truGe khi chon chiing.

Né&u ban dang ddn vao mdt trang bang tinh, phai chic chin ring cdc cot
phll hgp véi thit ty clia dit liéu ma ban mudn sao chép hoic di chuyén.
Né&u ban dang d4dn vao mdt Form, va cdc Control tuong tng trén Form
c6 cling tén gidbng nhu cdc tén cot cta dit liéu ma ban dang sao chép,
Microsoft Access sé dan dit liéu sang cdc Control phu hgp. N&u cic tén
cOt khong phu hgp, hodc khdong cé té€n cot, thi Microsoft Access dian dir
liéu theo thit tv Tab (Tab Order) ctta Form.

Pé€ sao chép Record, hiy nhap Copy trén Menu Edit.

Pé€ di chuyén cic Record, hiy nhap Cut trén Menu Edit

Luu ¥

0]

0]

Néu trinh ¢ng dung ctia ban khong ¢6 cdc 1énh nay, hay st dung phucng
phdp so sanh cho trinh tng dung.

Trong Microsoft Access, hiy md trang bang tinh hoic Form ma ban
mudn dén cic Record.

Thuc hién mot trong cdc budc sau ddy:

0]

XI.

@]

DPé thay thé' cdc Record, hday chon cdc Record ndy, réi nhdp Paste trén
thanh céng cu. Trong mot Form, néu Record Selector khong hién thi, hiy
chon Record hién co, nhdp Select Record trén Menu Edit.

Pé dinh dit liéu lam cdc Record mdi, hday nhdp Paste Append trén Menu
Edit.

Thu thap va ddn nhiéu hang muc
Chon hang muc dau tién ma ban mudn sao chép
Trén thanh cong cu Clipboard hiy nhdp Copy.
D€ hién thi thanh cong cu Clipboard, hiy tré d€n Toolbar trén Menu
View rdi nhap Clipboard.
Né&u hang muc ma ban mudn sao chép nim trong mot chuong trinh khéc,
hiy chuyén sang chuong trinh d6.
Chon hang muc k€& ti€p ma ban mudn sao chép.
Trén thanh cong cu Clipboard, hay nhap Copy.
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Né&u thanh cong cu Clipboard khong c¢6 sdn, hiy nhdp Copy trén men
Edit.

Lip lai cdac budc tir 3 d&€n 5 cho dén khi ban sao chép tit cd cdc hang
muc: (Ién dén 12) ma ban mudn sao chép.

Nh4p noi ma ban mudn cdc hang muc phdi dugc dén.

D€ dén tit cd cdc hang muc ma ban da sao chép, hiy nhidp Paste All
trén thanh cong cu Clipboard.

Né&u ban khong mudn ddn tit cid cdc hang muc did sao chép, hoic néu
Paste All khong c6 sin, ban c6 thé dan cdc hang muc dic biét.

XII. Khao sit vé viéc thu thap va dan nhiéu hang muc Sao chép nhiéu
hang muc

0]

@]

Ban c6 thé st dung Office Clipboard dé thu thip va din nhiéu hang
muc. Vi du, ban c6 thé sao chép Text trong mot tai liéu Microsoft
Word, hodn Chuyén sang Microsott Excel va sao chép mot ddi tugng vé,
hodn chuyén sang Microsoft Powerpoint va sao chép mot danh sich
dugc dinh dau dau

dong, hodn chuyén sang Microsoft Access va sao chép mot trang dif
liéu, r6i hodn chuyén sang Microsoft Word va ddn tip hgp cdc hang
muc dugc sao chép. Office Clipboard ty dong sao chép nhiéu hang muc
lic ban thyc hién bat cit cdc thao tdc sau day:

Sao chép hoic cit hai hang muc khdc nhau trong chuong trinh gidng
nhau.

Sao chép mdt hang muc, din mdt hang muc, roi sao chép hang muc khéc
trong cung chuong trinh.

Sao chép mdt hang muc hai lan.

St dung thanh cong cu Clipboard

Ban ciing c6 th€ sao chép nhiéu hang muc bing cdch sit dung thanh cong
cu Clipboard (Menu View, Menu con Toolbars) va nhip Copy. N&u
ban mé Office Clipboard trong mdt chuong trinh Microsoft Office,
Office Clipboard xuit hién lic ban hodn chuyén sang chudng trinh
Office khdc. Thanh c6ng cu Clipboard khong cé sin trong cdc khung
xem ma G d6 cdc 1énh Copy, Cut, va Paste khong c6 sin.

Lic thanh cong cu Clipboard dugc hién thi, ban c6 thé nhip Paste All
dé€ dan tit cd cdc hang muc ma ban da sao chép, hoic ban cé thé nhap
mdt hang muc riéng biét d€ chi dan hang muc d6. Lénh Paste (Menu
Edit) chi din hang muc sau cing ma ban da sao chép. Tuy nhién, sau
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khi ban di ddn bat c ndi dung nao ti thanh cdng cu Clipboard, hoic
mot hang muc riéng biét hodc tit cd cdc hang muc, thi 1énh Paste
(Menu Edit) din ndi dung sau cung da dugc ddn tir thanh cong cu
Clipboard.

o0 Office Clipboard va Windows Clipboard

o0 Office Clipboard phan biét v6i Windows Clipboard. Lic ban sao chép
nhiéu hang muc vao Office Clipboard, hang muc sau ciing ma ban sao
chép thi luén luén dugc sao chép vao Windows Clipboard. Liic ban x6a
Office Clipboard, Windows Clipboard cling bi x6a. Lic ban st dung
1énh Paste (men Edit), nit Paste, hodc phim tit Paste (CTRL+V) thi
ban ddn ndi dung cia Windows Clipboard.

0 Dung lugng cia office Clipboard .

Office Clipboard c6 thé chita d€n 12 hang muc.

0 N&u ban sao chép mdt hang muc riéng biét lic Office Clipboard da c6
chita 12 hang muc rdi, ban nhan dugc mot thong bdo hdi ban ring hang
muc diu tién cé bi x6a di hay Khong. Néu khong, thi hang muc dang c6,
tic 1a hang muc tht 13 khéng dudgc sao chép. Cic hang muc dugc thu
thap van con lai trong Office Clipboard cho dé€n khi ban tho4t tat ca cdc
chuong trinh cia Office dang chay trén may tinh.

0 Ban khong thé din nhiéu hang muc hoic hién thi Office Clipboard
trong mot chuong trinh khdc vé&i Microsoft Excel, Word, Access,
OutloOK, hoic Powerpoint. Tuy nhién, néu Office Clipboard dudc hi€n
thi trong bat cit chudng trinh Office, thi bat cit hang muc nao ma ban cit
hoiic sao chép trong bat cit chuong trinh nao d6 cling déu dugc thu thap
mot cach ty dong.

@)

XIIL. X6a tat ca cac hang muc khéi office Clipboard
0 Trén thanh cong cu Clipboard, nhip clear Clipboard.
0 P& hién thi thanh cong cu Clipboard, tré dé€n Toolbar trén Menu View
r6i nhap Clipboard.

XIV. Xem ndi dung cua office Clipboard
0 Trén Menu View, trd dén Toolbars, r6i nhip Clipboard. Néu thanh
cong cu Clipboard bi neo ¢d dinh hiy nhap Items.

XV. Hién thi truong dif liéu tir mét trudng trong mot Table hoic Query.
0 M3 mét Form, mot Report hodc mot trang truy cip trong Design View.
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@)

Né&u ban mudn st dung Wizard d€ trg gitp trong viéc tao ra Control,
phai chic chin ring cong cu Control Wizards trong Toolbox dugc nhan.
Hién thi danh sdch trudng bing ciach nhap Field List trén thanh cong cu.
Thyc hi€én mdt trong cac thao tdc sau day:

Chon mot trong nhi€u trudng trong danh sich trudng trén mdt Form
hodc Report.

Thuc hién mot trong cdc thao tdc sau:
0 Ré truong tu danh sach trudng va dit chung trén Form hodc Report.
0 Ré truong ti danh sich trudng va dit nd trén trang truy cdp dir li€u.

Trong hop thoai layout Wizard, hiy nhap individual Controls.

Luuy:
0 Ban phéi ré trudng, Table hoic Query tir danh sich trudng. N€u ban

nhap trudng, Table hoic Query trong danh sdch truong réi nhip Form,
Report, hodc trang truy cdp dit liéu, thi Microsoft Access sé khong tao
Control. Access ddt mot hop Text trén Form, Report hodc trang truy cdp
dit liéu cho mdi mot truong ma ban chon trong danh sdch truong. Néu ban
chon mét Table hodc Query trong danh sdch truong ctia trang truy cdp dit
liéu, thi Access ddt mot hop Text cho mbi mot truong trong Table hodic
Query trén trang truy cdp dit liéu dé. Moi mot hop Text thi bao quanh mot
truong trong nguén dit liéu duoc gach dudi. Mbi mot hop Text ciing co
mot nhan duoc dinh kem theo muc dinh.

Pit géc bén trai phia trén ctta bi€u tugng ndi ma ban mudn géc bén trdi
phia trén ctra Control chinh (khdng c6 label ctta nd) c6 mat, va nha nit
chuot.

XVI. Kiém tra chinh ta dif liéu trong DataSheet View

1. M3 mot DataSheet.

2. Chon cdc Record, ciac cdt cdc trudng, hodc Text bén trong mot trang
ma ban mudn ki€m tra chinh t3.

3. Nh4p Spelling trén thanh cdng cu.

XVII Kié€m tra chinh ta dif li¢u trong Form View

1. M3 mot Form View.

2. Chon trudng, hoic Text bén trong mot trang ma ban mudn ki€m tra
chinh t4.

3. Nh4p Spelling trén thanh cdng cu.
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Mok In Dickionary: ||:|a|:||:||:u:|ta

[Soeting @K
]

: Change To: Ipalpate

; Suggeskions: Ignare 'Description’ Eield |
3 | Ignore I Ignore All |
1 Change | Change All |
3 add | Suggesk |

Add Words To:

XVIIIL. Ty dong chinh sita 16i lic nhap dit liéu
0 St dung AutoCorrect d€ ty dong chinh stta 16i Text ma ban thudng
xuyén mic phai. v ty dong thay th€ cdc chif viét tit bing cdc tén dai.
| AutoCorrect: Englizh [U.5.] |

AutoCorreck I

! ¥ Correct ThWa IMitial Capitals Exceptions. .. |

¥ Capitalize First letter of sertence
¥ Capitalize names of days
¥ Correct accidental use of cAPS LOCK key

t = Replace text as wou tvpe

: Replace; Witk
! II:urx-'I: IEND kinh B& Ria - Ying Tau
beutiful beautiful ;I
blase blasé 1
boxs boxes
brodcast broadcast
butthe but the ;I
add Delete |
Ik | Cancel |

0 Vi duy, ban c6 thé nhiap vao mot tir "brvt' danh cho chit "UBND tinh Ba
Ria — Viing Tau". B4t ct Iic nao ban gd nhap brvt theo sau bdi mot
khodng trong hodc ddu chim ciu Microsoft Access ty dong thay thé&
"brvt" bing UBND tinh Ba Ria — Viing Tau.

0 Trén Menu Tools, nhdp AutoCorrect.

0 Chon hop kiém replace Text as you Type.
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o Trong hop replace, gd nhap Text ma ban mudn chinh sita mot cdch ty
dong.

0 Trong hop with, hay gd nhiap Text dugc chinh sira.

0 Nhip Add.

XIX. Ty dong vi€t hoa cac tén, ngay lic nhap dit liéu
0 Trén Menu Tools nhip AutoCorrect.

0 Chon hop kiém Capitalize Names of days.
| sutoCorrect: Englizh [U.5.] w

AutaCarrect I

¥ Correck Tho INitial Capitals Exceptions. .. |

¥ Capitalize Firsk letter of sentence

| ¥ Capitalize names of days

¥ Correct accidental use of cAPS LOCK key

—I¥ Replace text as vou bype

Replace: With:
! II:ur\-'t _IEND Finh B3 Ria - Wiing Tau
beutiful beaukiful ;I
blase blasé 1
bimes boes
brodicask broadcast
butthe bt the ;I

add [elefe |

Ik | Cancel |

XX. Chinh sita hai miu ty dugc viét hoa trong mét hang lic nhip dit liéu
0 Trén Menu Tools, nhdp AutoCorrect
0 Chon hop kiém correct Two initial capitals.
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Chuong 6:

Cac tac vu can ban vé Form

I. Tao ra m6t Form
0 Tao ra mot Form bing cich st dung AutoForm: VGi AutoForm, ban
chon mot nguén Record hoic 1a Columnar, Tabular, hodc 1a thiét k&
DataSheet; AutoForm tao mdt Form nhim st dung tit cd cdc trudng tir
nguon Record ma ban d3 chon va tit cid cdc trudng tf cdc ngudn
Record lién quan cta né.

Mew Form
¥ Fu:urm '-.-'u'lzard
Lw AutoFarm: Columnar
== AutoFarm; Tabular
: AutoFaorm: Datasheet
Create a new Form withouk Chart Wizard
using & wizard. PivokTable \Wizard
Choose the table or query where I j
the object's data comes From:

(04 I Cancel |

0 Tao mot Form véi mdt Wizard: Wizard yéu ciu ban cdc ciu hdi chi tiét

vé cdc ngudn Record, cic trudng, layout, va dang va ban mudn va tao ra
moOt Form dua trén ciu trd 13i cia ban.

I1. Tao mot Form hodc Report tir cac Record dugc loc
0 Véi ciac Record dugc loc da hién thi, hiy nhdp miii tén nim k& nit New
Object trén thanh cong cu.

Microsoft Access

JEiIe Edit Wiew Insert Format Records Tools Window Help Show Me

B o @4 5T R 7]

P v |

-
B Categories : Table i ":"'-'lz'lz'Rﬂ:":'rt
= T
Categury ID | Category Hame Description - e
=B
1 Beverages Soft drinks, coffees, teas, beers, and ales ) Query
=:|ZI Forrm
| 2 Condiments Sweet and savary sauces, relishes, spreads, iﬂ
[ 3 Confections Desserts, candies, and sweet breads P EEpEit
s 4 Dairy Products | Cheeses '@ Page
| 5 Grains/Cereals  |Breads, crackers, pasta, and cereal ¥
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0 P& s dung autoForm hoic autoReport, hiy nhiap autoForm hoic
autoReport.

0 P& chi dinh ki€u Form hoic Report ma ban mudn tao hdy nhip Form
hoic Report, roi thuc hién muc chon lya cda minh.

0 D&i tugng méi sit dung 1am ngudn Record cla né, Table hoic Query
ma & d6 bo loc dudc tao ra va né k€ thira bd loc.

0 Hoan tit thi€t k&€ hoic tao ra bat ci thay d6i nio ma ban mudn cho
Form hoic Report, rdi luu né.

ITI. M6 mdt Form

0 Trong ctra s6 Database, hiy nhiAp Forms trong phin Objects.

0 Nhip Form ma ban muén md

0 Nhip nit Open d€ m3 Form trong Form View, hoic niit Design d€ mg
Form trong Design View.

0 Khiban d m3 mdt Form, ban c6 thé dé dang hodn chuyén giita 3 khung

xem ctia Form bing cdch nhap nit View trén thanh cong cu.

_ — Wizard

T ‘WWhich Figlds da wou wank an your Farm?
gEE Northwind : Datak §%

IV.

0]

open Bf Design % A You can choose from more than one kable or query,
Ohject :
= E Tables|Queries
B8 Tables t
= [ [Query: Alphabetical List of Prodi_x |
EEE I:_IIJ T
[ fvvailable Fields; Selected Fields:
ES Fio T ———
[ |ProductMame ;I
SupplierID =
E CategoryID _I
— Ve QuantityPerlnit
L o [ |unitrice KN
Modules UniksInStock ==
[ IInitsonCrder ;I _I
[
[

B3 Favorites

Cancel | < Bach: Mexk = Einish

Céac khung xem cua mt Form
Cac Form c6 3 khung xem: Design View, Form View va DataSheet
View.
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0 PE& tao mot Form, ban Iam viéc trong Design View, viéc xem mdt Form
trong Design View thi gidng nhu ngdi canh mot ban 1am viéc ma chung
quanh 1a cdc cong cu hitu ich.

0 Sau khi ban da tao mot Form trong Design View, ban c6 thé xem né
trong Form View hodc DataSheet View.

V. Cac Form méu trong Form Wizard:
Khi chon form Wizard, Access s& huéng ddn ta chon mot trong cic loai
Form mau sau:

e Single column : miu mot cot

e Tubular : miu dang bing

e Graph : mau dd thi

e Main/SubForm : mau Form bén trong ¢c6 Form con khéc
e Auto Form : mau ty dong

VI. Chon m¢t Form hoiac mjt Report
0 M4 1 Form trong Design View hoiac 1 Report trong Design View.
0 Nhip Form Selector hoic Report Selector.
0 Néu céic ciy thuSc vain khong hién thi, ban c6 thé nhdp select Form
hoic select Report trén Menu Edit, hoic ban c6 thé nhap thang xdm vé
bén phai cia Form d€ chon né.

|:||---|---1---|---2---|---3---|---4---|---5---|---s-

 Detail

RS

Az ab| [
= O
EH ER —
[ B [
= ) E

[ IR T
 Dekail

.. | | I . .
- - Produet-Name:| - ProductName - - -|Dikcontinues
o | kel

| . . R
|I1uantity Fer-qnit:-| -|Duantit_l,lF'erL|nit |: |I.I mit Price: |: |L|nitF'ri-:e | C
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VI. Chon m¢t muc chon trén Form hoac Report
0 M3 m6t Form hodac Report trong Design View.

0 Nhip Selector hoiic bit cit ndi nao trén thanh chon.

~ 7z ~ ~ A 2, . N A A A
O Ban ciling c6 thé nhap chon bit cit ndi nao trén nén muc chon d€ chon
no.

VII. Hién thi hoéic che gidu lu6i trén mét Form, Report hoic trang truy
cap dix liéu.
0 Md mot Form, Report hoic mét trang truy cidp dit liéu trong Design
View
0 Trén Menu View nhip grid.

VIII. Thay d6i khodng cédch giita cic chAm trén luéi Form hoic Report

0 Md mét Form hoic mot Report trong Design View.

0 Nhip diip Form Selector hoic Report Selector dé md trang dic tinh.

0 Pé& thay ddi cdc ddu chAm nim ngang, hay gé nhap mot gid tri mGi danh
cho tinh chat GridY. P& thay ddi cic didu chdm thing ding, hiy g6 nhap
mdt gid tri mdi danh cho tinh chit GridY. Con s6 chi dinh cang 16n thi
khodng cdch gifta cdc chAim cang nhd.

|E@ Eile Edit |yiew Insert Formak Tooks

J = | @Q&sign Wigw
F"t— Formm Wiew

J i [atashest View
O

Propetties
Tab Order...
. ] Code

+ Toolbox E |T Ruler

[ [N |

Az ab| m %TQD":":IX

 Detail

1

= ® Page Header [Fooker
ER = Form Header/Fooker
2] e [

@ Toolbars »
ST -l

IX. Cai dit cdc tinh chiat danh cho mét Form, Report, section hoic
Control
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0]

M3 modt Form hoic mdt Report trong Design View. NEu tinh chat
AllowlDesignChanges ctia mdt Form dugc cai dat sang All Views, ban
ciing c6 thé cai dit cdc tinh chat trong Form View va DataSheet View.
Thyc hi€én mdt trong cac thao tdc sau day:

Pé ddt cdc tinh chdt danh cho mot Form hodc Report, hay nhdp dip lén
Form Selector hocic Report Selector dé mé trang tinh chat danh cho Form
hodc Report do.

DPé cai ddt cdc tinh chdt danh cho mot muc trén mot Form hodc Report,
hdy nhdp diip 1én section Selector dé mé trang tinh chdt danh cho muc dé.
Pé cai ddt cdc tinh chdt danh cho mot Control, phdi chdc chdn Control
doé dugc chon, réi nhdp Properties trén thanh céng cu. Ban ciing c6 thé
nhdp diip lén mot Control dé mé trang tinh chét ciia né.

Trong trang tinh chat, hiy nhap tinh chdt ma ban mudn cai dit, rdi thuc
hién mdt trong cac thao tdc sau day:

Néu mot miii tén xudt hién trong hop Property, hdy nhdp né roi chon mot
gia tri tiw danh sdch.

Go nhdp mét cai ddt hodic biéu thitc vao hop Property.

Néu niit Build xudt hién ké' bén hop Property, hdy nhdp né dé hién thi mét
builder hodc dé hién thi mot hop thoai cho ban chon lya cdc builder.

Vi du, ban cé thé sit dung Query Builder dé thay doi thiét ké' ciia mot
Query tryc thuéc danh cho mot Form hodc Report.

Né&u can nhiéu chd d€ nhip hodc cdi dit mot tinh chit hdy nhip
Shift_F12 (hodc nhap phai, rdi nhap Zoom) d€ md hdp Zoom.

. Cai diit kich thuée ciia mot Form lic 1an diu tién mé né

Md mot Form trong Design View.

Pinh kich thuéc ciia Form biing cich ré cdc dudng bién clia clra s
Form.

Nhap Save trén thanh cong cu.

XI. Chuyén ddi sang phién ban dugc luu ctia mét Form hoic Report

0]

Ban c6 thé bd qua bAt ct thay ddi ndo - ké cd cdc thay ddi doi v6i ma
Microsoft Visual Basic - ma ban da tao ra trong Design View cua mot
Form hoic Report va chuyén ddi né sang phién bian dugc luu 1an cudi
cia Form hoic Report do.

P& chuyén d6i phién ban dugc luu sau cling, hiy thuc hién :

Trén men File, nhap Revert.
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Luu §: Lénh nay khong ¢6 sin trir khi ban d@ m& mot Form hoic Report
trong Design View va da thuc hién cdc thay d6i cho n6. Lénh Revert khong
c6 sdn trong Design View clia mot trang truy cidp dit liéu. Cidch ma
Microsoft Access hi€n thi mot Form

XII. Xem truéc mot Form

0 Pé& xem truéc modt Form tir Design View, Form View, hoic DataSheet
View

0 Nhap Print PreView trén thanh cdng cu.

D€ tr§ vé Design View, Form View hoic DataSheet View hiy nhip

@]

View trén thanh cong cu.

P& xem truGc mdt Form tir cira s6 Database

Nhap Form trong phan Objects

Chon Form ma ban mu6n xem truéc.

Nhap Print PreView trén thanh cong cu.

Cich ma Microsoft Access hi€n thi mot Form trong Print PreView
phu thudc vao khung xem ma ban xem trudc do.

Microsoft Access - [Morthwind : Database]

J File Edit “iew Insert Tools ‘Window Help Show Me

J O 1 Mew... Chrl+HM
~—— [ Open... Ctrl+0
Get External Data r

O O O 0O O

H Save Chrl+5

&P Print... Chrl+P

Send To 3

Database Properties

1 CProgram FilesiMicrosaft OfficeOfficel SamplesiMortbwind
2 Morthwind Sample Database

3 Contacts Sample Database

4 Address Sample Database

Exit

XIIIL In cac Record dugc chon trong mot Form hodac DataSheet
0 1.MJd Form trong Form View hoic DataSheet View.
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0]

o
o

2. Chon Record ma ban mudn in bing cdch nhdp Record Selector hoiic
bing cdch nhdn SHLFT+SPACEBAR (néu ban dang & trong ché& do
Edit, nhan F2 truéc khi nhan SHLFT+SPACEBAR). Né&u ban chon nhiéu
Record, hiy nhip Record Selector diu tién rdi ré ngang qua Record
cudi cing ma ban mudn in.

Trén Menu File nhap chon Print

Trong hop thoai Print trong phin Print range, hiy nhdp selected
Records.

XIV. Cho phép thay ddi véi cac tinh chat ctia Form trong Form va
DataSheet View

0]

o
0]
0]

M3 Form trong Design View

Nhap dip 1én Form Selector d€ md trang tinh chdt danh cho Form dé.
Cai dit tinh chdt AllowDesignChanges sang All Views.

Lic tinh chat AllowDesignChanges dudc cai dit sang All Views, ban c6
thé chinh stra cdc tinh chit ctia Form va cdc Control ciia n6 biing cich
hién thi trang tinh chit trong Form View va DataSheet View.

XV. Bé sung hoic xé6a bé mét Header

0 Mg Form trong Design View.
0 Nhip Form Header/Footer hoic Pages Header/Footer trén Menu
View.
C B Form1 : Form
-
| D Build Event...
=i Tab Order...
Y
ﬂ E Easte
Az ab| [
- & Fill{Eack. Color k
26
_ ’F Ruler
— 1T arid
QEI @Tgﬂlbux
= ;
= F'ggEe Header|Fooker
~ O s : Formn Header/Fooker

XVI. Che gidu cac dong chia muc trong mot Form (selection divider
lines)

0]
o

Md Form trong Design View.
Nhap diip 1én Form Selector d€ md trang tinh chat .
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0 Trong hop DividingLines, nhap NO.

- Toolbox B
s [N Build Event. .. ws' Section: Detail
T e | =iTaborder.. Format | Data | Event | other | 4l |
Az abl I—LI Force Mew Page . ........ Mone
= @ ¥ B paste Mew Row Or ol o u 0o Mone
— Keep Together .. ... .. ... Mo
[+] .
ER — | & FilyBack Calar Y ovisble . Ves
[akE] IF Ruler Display When o000 Always
= 1 Grid Conrom e o
@Tnnlbnx A SN e 2
NoO R 2 Height . v ove e 2"
. Back Color . . ..o 0000 -2147483633
, P Header [Fook
. 03 i e Special Effect . . ..., . ... Flak
1 Form HeaderFooker
Propetties

Md Form trong Design View.

Nhap Size ti Fit Form trén Menu Windows.

Nhap Save trén thanh cdng cu dé luu kich cd ctia Form.

Lic ban nhap Size To Fit Form, Microsoft Access chinh sita kich c& clia
Form phu thudc vado cai dit tinh chit DefaultView cia Form d6 la
single Form hodc Contlnuous Forms.

Single Form. N&u Record dudc hién thi nhé hon ctta s6 Form, Size To
Fit Form dit sang kich ¢ cia Record.

Con néu Record 16n hon cira s Form, thi Size To Fit Form md rong
ctta s6 Form dé hién thi cang nhiéu Record cang tot.

Continuous Forms: N&u chi c6 phan Record § ddy dugc hién thi, thi Size
To Fit Form nhd Record dé. Con néu chi c6 mdt Record dudc hién thi
theo tirng thanh phan, thi Size To Fit Form md rong cira s d€ minh hoa
cang nhiéu Record cang tot.

XVIIIL Pinh tAm mot Form trong cita s6 trinh @ng dung lic 1an diu tién
né dugec mé

o
o
0]

1. M3 mot Form trong Design View.
2. Nhip dip 1én Form Selector d€ md trang tinh cha't.
Cai dit tinh chat Autocenter sang Yes.
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0 LAan k& ti€p lic ban mé Form, né sé& dugc dit § gitta trong clra s6 trinh
ing dung.

XIX. Thay d6i don vi do ciia thuéc trong mét Form hoiic Report

0 Nhap niit start clia Windows, tré dén settings, rdi nhap Control Panel.
0 Nhip diip bi€u tugng Regional Settings.

0 Nhip nhin Number.

0 Trong danh sich Measurement System, nhdp Metric hoic US.

General Mumbers | Eurrenu:_l,ll Time I Drate I [Fpuk Lu:u:alesl

Regional Options

Appearance zamples

Pogitive: |123,455,?B'3.EIEI Megative: I-'I 23.456,783.00

Decimal symbaol: I j
Mo, of digits after decimal; |2 j
Dhigit growping symbal; I j
Dhigit grouping: I 123,456,739 j
MHegative zign zpmbal; I j
Meqgative number format: |-1 A j
Dizplay leading zeros: I nr j
Lizt zeparatar; I j
Meazurement spztem: IU.S. j

|

L5

XX. Thay ddi thi tu Tab trong moét Form.

0 Mg Form trong Design View.

0 Trén Menu View, nhap Tab Order.

0 Trong phin section, hdy nhAp muc ma ban mudn thay ddi.

Thuc hién mot trong cdc than tdc sau ddy:

0 Néu ban mudn Microsoft Access tao ra thit tw nhan tix trdi sang phdi va
1w trén xuéng dudi, hay nhdp Auto Order.

0 Néu ban muén tao ra thit tw nhdan theo y thich ciia minh, hday nhdp
Selector danh cho Control ma ban muén di chuyén. (Nhdp va ré dé chon
nhiéu Control cing mot liic). Nhdp Selector mot lan nita va ré Control
dén vi tri mong muén trong danh sdch.

o Nhip OK.
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0 Hodn chuyén sang Form View d€ thr nghiém Tab Order. (Trong
Design View, Tab Order ludn ludn 1a th tv ma & d6 ban da tao ra cédc
Control).

XXI. X6a bo Menu tiat khéi mot Form
0 M4 mot Form trong Design View. .
0 Nhap dip Form Selector P& md trang tinh chit ciia Form.
0 Trong hop tinh chdt ShortCutMenu, hiay nhiap No.

XXII. X6a b6 Record Selector khoi mot Form
0 M4 1 Form trong Design View.
0 Nhap dip Form Selector d€ md tinh chit clia Form.
0 Trong hop tinh chdt Recorder Selectors, hiy nhap No.

XXIII. X6a bé mot nit diéu khi€n
0 M4 1 Form trong Design View.
0 Nhap dip Form Selector d€ md tinh chit clia Form.
0 Trong hop tinh chdt NavigationButtons, hiy nhap No.

XXIV. Huy chon niit Close trén Form
0 MJd 1 Form trong Design View.
0 Nhip dip Form Selector d€ md tinh chit ctia Form.
0 Trong hop tinh chdt CloseButtons, hay nhidp No.

& Form x|
" Format | Dats | Evert | other | Al |
Capkion . .. ............ Customer Crders -
Defaulk Miew . .. ... Single Form
Wigws Allowed . ... Farm
SceollBars . ..o Meither
Record Selectors . ... ... .. Mo
Mavigation Butkons . . .. ... Yes
DividingLines . ... ..., ... Yes
| ButoResize o Yes
ToBuboCenkter L Yes
Border Style . . . ....... .. Sizable
Conkral Box . o000 Yes
Min Max Buttons . .. ... Both Enabled
Close Button . . ... ... ... Yes i -
['ves _I
o
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Chuong 7:
SubForm — NOi dung va cidch hoat dong.

I. Mot subform 14 mét Form nim bén trong mot Form.

> Mot subForm 12 mot Form nim bén trong mot Form. Primary Form
(Form so cap) dugc goi 1a Main Form (Form chinh), vd Form nim bén
trong Form d6 dudc goi 1a subForm (Form con). Mot t6 hdp
Form/subForm thudng dugc tham chi€u dudi dang mot Form phd hé
(hierarchical Form), mot master/detail Form (Form chi/chi ti€t), hoic
mdt parent/child Form (Form bd/con).

> C4c subForm dic biét hitu ich Iic ban muén minh hoa dir liéu tir cdc
Table hoic Query v6i quan hé mdt-ddi-nhiéu.

> Vi du, ban c6 thé tao mot Form véi mot subForm dé minh hoa dit liéu
tr mot Table Categories va mot Table Products. Dt li€u trong Table
Categories 1a phia “one” cua quan' hé. Dit li€u trong Table Products 1a
phia “many ” cia quan hé mdi mot hang muc thi c6 nhiéu sin pham.

> Main Form va subForm theo kiéu Form nay dugc lién k&t v6i nhau dé
chi c6 subForm 13 hién thi cic Record c6 lién quan d€n Record hién
hanh trong main Form.

> Lay Vi du, lic main Form hién thi hang muc Beverages, thi subForm
chi hié€n thi cdc sadn phaAm trong hang muc Beverages.

> Lic ban stt dung mot Form véi mot subForm d€ nhip cdc Record mdi,
Microsoft Access luu Record dang c6 trong main Form lic ban nhdp
subForm. Piéu nay bdo ddm ring cic Record trong Table “many” sé&
c6 mot Record trong Table “one” lién quan dén né. N6 ciing ty dong
luu mdi mdt Record khi ban bd sung né vio subForm.

> Mot subForm c6 thé dudc hién thi dudi dang mot DataSheet, dudi dang
hinh minh hoa truéc d6, hodc n6é cé thé dudc hi€n thi dudi dang mot
Form don hoic mdt Form lién tuc. Mot main Form chi cé thé dugc hién
thi du6éi dang mot Form don (single Form).

> Mot main Form thi c6 bat c s6 subForm niao néu ban dit mdi mot
subForm vio main Form. Ban ciing c6 thé két t& 1én dén 10 cdp
subForm. Piéu nay c6 nghia ring ban c6 mot subForm bén trong mot
main Form, va ban c6 th€ c6 subForm khic bén trong subForm do, va
Vov...
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> Vi du, ban c6 th€é c6 mdt main Form hién thi cdc khach hiang, mot
subForm nhim hién thi don dit hang, va subForm khdc nhim hién thi
chi ti€t vé don dit hang.

I1. Céc ki€u subForm
> Liic ban tao mot subForm, ban c6 thé thi€t k&€ d€ né dugc hién thi chi
trong DataSheet View; chi trong Form View du6i dang Form don hoic
Form lién tuc (single or continuous Form); hodc trong cd hai khung
xem. Mot subForm hién thi dudi dang mdt Form don hoic Form lién
tuc d€u c6 thé 1a don gidn hoic né c6 thé dudc tiy nghi st dung d€ chita
mot Header, Footer, v.v...

II1. Microsoff Access lién két cdc main Form va subForm

> Ban thudng stt dung mot subForm d€ hién thi dif liéu tir cic Table hoic
Query di c6 quan hé mot-ddi-nhiéu.

> Vi du, mot Table Catagories va mdt Table Products c6 mot quan hé mot
ddi nhiéu - mdi mot hang muc déu c6 nhiéu sin pham.

» Lic ban tao mét Form va subForm dya trén cic Table da cé quan hé
mdt-ddi-nhiéu, mot main Form biéu thi phia one" (phia "mdt") clia quan
hé va subForm bi€u thi phia “many” (phia "nhiéu”) cia quan hé. Main
Form dugc dong bd vdi subForm dé subForm chi hié€n thi cic Record
c6 lién quan dé€n Record trong main Form. N&u ban st dung mot
Wizard d€ tao mot subForm, hoic n€u ban ré mot Form, Table, hoic
Query tir ctra s6 Database sang Form khic d€ tao ra mot subForm, thi
Microsoft Access tur dong dong bd héa main Form véi subForm néu ci
hai diéu nghiém diing phan sau day:

» Ban da xac dinh cdc quan hé danh cho cdc Table ma ban chon, hodc ban
da xdc dinh cidc quan hé danh cho cic Table thudc Query ma ban chon
(Tables underlying queries).

» Main Form dua trén mot Table véi tir khéa chinh va subForm thi d~la
trén mot Table c6 chita mdt truGng c6 cung tén v4i tr khda chinh va c6
cung ki€u dit liéu hoic ki€u dif liéu tuong thich va cing kich ¢d trudng.

> Vi du, néu tir khéa chinh ctia Table thudc main Form 13 mot trudng
AutoNumber va tinh chat FieldSize dudc cai dit sang Long Integer, thi
trudng tudng wng trong Table thuéc subForm sé& 12 mot trudng Number
vui tinh chat FieldSize'dugc cai dit sang Long Integer. N€u ban chon
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mot Query hoic nhiéu Query, thi cic Table truc thudc dainh cho Query
hoiic cdc Query d6 phai dip tng cdc di€u kién nay.

Luuy:

Microsoft Access st dung cdc tinh chit LinkMasterFields va
LinkChildFields ctia subForm Control d€ lién k&t vdi main Form va
subForm . N&u vi mot Iy do ndo d6, Microsoft Access khong lién két
Form véi subForm, thi ban c6 thé ty minh lién k&t cic Form.

IV. Lién két mot main Form va mét subForm
> Né&u ban tao mdt subForm nhd Form Wizard hoic SubForm Wizard,
Microsoft Access tu dong lién k€t main Form véi subForm trong mot

sd diéu kién .

B3 Customer Orders

Company Name |Buttum-DuIIar Markets

County

Click an order ...

[«

.10 =ee order details.

Order ID | Order Date | Required Date | Shipped Date i’
3 10353 20-Dec-19596 17-Jan-1997 24-Dec-19596
H 10410 10-Jan-1997 07-Feb-1997 15-Jan-1997
L 10411 10-Jan-1997 07-Feb-1997 21-Jan-1997
10431 30-Jan-1997 13-Feb-1997

07-Feb-1997 -
3

Product Hame

|Unit Price| Quantity | Discount| Extended Price

Cuthack Lager
Tarte au sucre
Pate chinois
[kura

$12.00 30 0% Fa60.00
$29.40 20 0% §758.00
$12.20 14 0% h265.00
$24.80 16 0% F356.80

» M3 main Form trong Design View.
> Phdi chic chin subForm Control dugc chon, r6i nhap Properties trén
thanh cong cu d€ hién thi trang tinh chat dinh cho subForm Control.

> GO nhip cdc trudng lién két hodc cdc Control trong céc tinh chat
LinkchildFields va LinkmasterFields. D€ nhap nhiéu trudng hoic
Control lién két hiy tach cdc tén trudng va Control bing mot ddu chdm
phiy. N&u ban nhip vao nhiéu trudng hoic tén Control, ban phai nhip
vao cdc tén theo thit ty giong nhau trong ca hai tinh cha't.

> Trong hop tinh chdn LinkchidlFields, hay nhdp tén ciia mdi mot truong
lién két trong subForm. (Ban khong thé sit dung tén ciia mét Control

trong tinh chdt nay).
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> Trong hop tinh chdt LinkmasterFields, hday nhdp tén ciia méi mot truong
tinh chdt hodic Control trong main Form.

> Néu ban khong chdc chdn nhitng gi ma truong lién két hodc Control cdn
cho mdi mdt tinh chdt, hdy nhdp niit Build ké' bén hop tinh chdt dé mé
SubForm/supReport Field Linker.

> Hodn chuyén sang Form vién dé thit nghiém lién két.

V. Chi dinh khung xem (View) danh cho mjt subForm
> N€u ban st dung Form Wizard hoic SubForm Wizard d€ tao mot
subForm, Microsoft Access cai dit tinh chiat DefaultView ctia subForm
phtt hgp v6i cdc chon lya ma ban tao ra trong hop thoai Wizard. St
dung thli tuc nay né€u ban dang tao ra mot subForm cho chinh minh hoic
néu ban mudn thay d6i khung xem ma ban da chi dinh trong Wizard.

0 M3 min Form trong Design View. SubForm dugc hi€n thi trong
Design View trong subForm Control.

O Phai bdo ddm subForm Control dugc chon. Sau khi n6 dudc
chon, ban c6 thé nhap mdt 1an nita bén trong Control d€ cai dit
céc tinh chit cia Form, y nhu ban sé& thuc hién n€u ban m§ mot
subForm trong Design View tir cita s Database.

0 N hdp dip Form Selector d€ md trang tinh chit cira subForm.

0 Trong hop tinh chit DefaultView, hidy nhip Single Form,
Continuous Forms, hoic DataSheet.

0 Trong hop tinh chit Viewsallawed, hiy nhdp cai dit Form né&u
ban khong mudn phdi chuyén sang DataSheet View. Hiy nhip
cai dit DataSheet néu ban khdng mudn chuyén sang Form
View. Néu ban mudn c6 thé chuyén téi va lui gifta cdc khung
xem DataSheet View va Form View, hiay nhap cai dit Both.

VI. Di chuyén giita mét Main Form va mét subForm trong Form View
bing cich st dung phim TAB
> D€ di chuyén tir trudng sau cuing trong main Form t6i trudng dau tién
trong subForm, hiy nhan TAB.
> D€ di chuyén tir trudng diu tién trong subForm trd vé véi trudng sau
cung trong main Form, hiy nhdn CTRL+SHLFT+TAB.
> D€ di chuyén tir trudng sau cung trong subForm sang trudng k€& ti€p
trong main Form hoic sang trudng dau tién trong Record k& ti€p hoic
trang k€ ti€p clia main Form, hiy nhin CTRL+TAB. Néu tinh chat
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Cycle ctia Form dugc cai dat sang Current Record hodc Current Page,
ban phai st dung cdc nit navigation hodc cdc phuong phdp khic dugc
cung cip cho Form d6 d€ di chuyén sang Record k& tiép.

> Stt dung chuot: D€ hodn chuyén tir main Form sang subForm, hay nhip
bat cd ndi nao trong subForm.

> D€ hodn chuyén tir subForm trd vé lai véi main Form, hiy nhip mot
Control trén main Form (chit khong phdi dugc nhip trén nén clia main
Form).

VIIL Hoan chuyén giita DataSheet View va Form View trong mot
subForm
» M3 main Form trong Form View.
> Nhap bat ct nit nao trong subForm.
> Trén Menu View, hiy nhap SubForm DataSheet.
> Luu y: Tinh chit Views Allowed danh cho subForm phdi dudc cai dit
sang Both d€ ho4n chuyén cdc khung xem.

VIII Tao ra mdt subForm trong giong nhu mét DataSheet d€ hi€n thi
mdt Header va Footer
> Ban c6 thé hién thi mdt Form Header va Footer trén mot subForm va
sip x€p cdc Text box va cidc Control khic dé subForm trong giong nhu
mdt DataSheet lic ban mGé Form trong Form View.
> Md Form ma ban muén st dung 1am subForm trong Design View.
> B& sung mot Form Header va Footer néu ban chua thuc hién diéu d6
(Trén men View, nhap Form Header/footer).
> Trong muc chi ti€t, hdy sip x&p cdc hop Text va cdc Control khdc nhim
hién thi dit liéu trong mot hang don.
> Trong Form Header, sip x&p cdc nhian danh cho cdc Text box va cdc
muc Control khédc. Phai chic chdn ring ban giong thing hang cdc nhin
trong Form Header véi cdc Control lién két clia ching trong muc chi
tiét.
> Trong Form Footer, n€u ban mudn tinh tdng cic Record trong
subForm, hay tao cdc Control dugc tinh todn.
> Dinh kich thuéc phu hdp cho mdi mot muc.
> Vi du. hiy tao ra kich thudc cia muc chi ti€t cia mdt hang trong mot
DataSheet. Néu ban khong c6 bat ctt Control nao trong Form Footer,

69



77 CNTT-H 7 tisu 7 ham ko S Acoess

hiy cai dit tinh chit Height ctia né sang 0 hoidc cai dit tinh chat Visible
ctiia n6 sang No.

> Nhip diip 1én Form Selector d€ md trang tinh chat danh cho Form dé.

> trong hop tinh chit DefaultView, hiy nhdp Continuous Forms. Cai dit
nay hi€n thi cdic Record trong mot Form 1an lugt tirt Record nay dén
Record khéc giong nhw mot DataSheet.

IX. Tao mdt Control tinh toan trén mot Form hoédc Report

» M3 mot Form trong Design View hoic mot Report trong Design View.

> Nhip cong cu trong Toolbox danh cho ki€u Control ma ban mudén st
dung lam Control tinh todn.

> Luu y: Mot Text box 12 mot ki€u Control phd bi€n nhit ma ban ding
dé hi€n thi mot gid tri tinh todn, nhung ban c6é thé st dung bat ctw
Control nao da c6 tinh chdt Controlsource.

> Trén Form hoic Report, hiy nhap 1én bit cif ndi ndo ma ban mudn dit
Control.

Thuc hién cdc thao tdc sau day:

> Néu Control o mét Text box, ban cé thé gé nhdp biéu thitc truc tiép trong
Text box.

> D61 vdi bdt cit Control nao, ban phdi chdc chdn rdng Control dé da duoc
chon, hday nhdp Property trén thanh cong cu dé hién thi trang tinh chdt
ctia Control, roi g6 nhdp mot biéu thiic vao hdp tinh chdt Conlrolsource.
Dé sit dung Expression Builder dé tao ra biéu thiic trong Microsoft Access
Database (.mdb), hiay nhdp niit Build nam ké hop tinh chdt Controlsource.

X. Tinh mét tdng danh cho mot Record trong mét Form

» M3 Form trong Design View

> Nhap cong cu Textbox trong Toolbox.

> Trong muc chi ti€t ctia Form, hiy nhap ndi ma ban mudn dit Textbox.

» Thuc hién mot trong cac ndi dung sau day:

> Dt diém chen trong Text box va go nhdp mdt biéu thitc nhidm tinh mot
tong.

» Chdc chdn Text box duwoc chon, nhdp Properties trén thanh cong cu dé
mé trang tinh chdt cia né, va gé nhdp biéu thiic vao hop tinh chdt
Controlsource. Trong Microsoft Access Database (.mdb), dé sit dung
Expression Builder nham tao ra biéu thitcc, hdy nhdp it Build ndm ké'
hop tinh chdt Controlsource.
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XI. Tinh mot tong trong mot subForm va hi€n thi n6 trén mét Form

> Ban c6 thé st dung mot Form c6 mot subForm d€ tinh mot tdng danh
cho m6t nhém céac Record.

> Main Form vi subForm déu dua trén cdc Table v6i quan hé mot-doi-
nhi¢u. Main Form minh hoa cdc Record tir phia “one” clia quan hé;
subForm thi minh hoa cdc Record tir phia “many ” clia quan hé.

» Vi du, hinh sau ddy minh hoa mdt Form Orders c6 chita mot subForm.

> D€ tinh tdng con order, ban bd sung hop Text vio Form Footer cilia
subForm va chi dinh mdt bi€u thitc trong hop tinh chit Controlsource
danh cho Text box. Bi€u thifc nay si dung haim Sum.

> Vi du, bi€u thiic sau dy tinh tdng lugng danh cho tit cd cdc sdn phdm
trong Orders Form:

= Sum([Quantity]*[UnitPrice])

> D€ hién thi tdng con order trén main Form, hiy tao mdt Textbox trong
main Form nhim s dung mot bi€u thitc tham chi€u d&én Control trén
subForm c¢6 chita gid tri tinh todn.

> Vi du, ban c6 thé chi dinh bi€u thifc sau ddy long hop tinh chat
Controlsource cta hop Text trén main Form

XII. Ngung tac dung cha Form View hoac DataSheet View danh cho m{t
Form.
» M3 mot Form trong Design View.
> Nhip diip Form Selector dé mé trang tinh chat cita Form.
> Trong hop tinh chit Viewsallowed, hiy nhap Form dé hity b hoat dong
ctia DataSheet View, hoic nhip DataSheet dé hiiy bd hoat ddng ctra
Form View.
> Luu y: Ban c6 thé st dung tinh chit nay ciing vdi tinh chi't DefaultView
dé xdc dinh cdch ma nhitng ngudi st dung s& xem modt Form va ho c6
xem no trong cdc khung xem khéc hay khong.

XIV. Tao cac Macro cho Form trong mgt Macro group
> Trong ctta s6 Database, hiy nhap Macros, rdi nhap nit New trén thanh
cong cu cifa s6 Database.
> D&i v6i thi tuc nay, ban sé tao ra bon Macro trong mdt nhém Macro.
» Tao mdt Macro nhim md mot unbound Form. Hay bdt diu bing cich
nhdp Macro Names d€ hi€n thi cot Macro Name. Go nhip tén Macro,
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ching han nhu Open Dialog, vio cdt Macro Name, r6i nhdp hoat dong
OpenForm. Sau d6 cai dit doi s hoat dong nhu sau.

# Macrol : Macro =10 x|
Macro Mame Condition Ackion Commenk | -
b ]
— =l
Ackion Argurnents
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Chuong 8:

N\ A /e ®
Lam vi€c vG1 Report
I. M3 mot Report

> Trong Database Windows, nhap Report trong Objects.

> Nhap Report ma ban mudn md

> Trong thanh cong cu ctfa s6 Database, nhap niit Design d€ m3 Report
trong Design View, hoic nhap niit PreView d€ md& Report trong Print
PreView.

II. Tao m§t Report
1. Cdc loai Report

e Single column (bdo bi€u mdt cdt): bidu dién cdc trudng trong mot
record trén mot cdt ti trén xudng.

e Groups/totals (bdo bi€u k€t nhém/tdng cong): diing cic bi€u bao chi
ti€t can 1ay k€&t s6 cho mdt chi tiéu hay s6 liéu cho tirng nhém doi tuong
dang Table.

e Summary (bi€u bdo tém ludc): tuong ty Group/Total

e Mailing (bi€u bdo thu tin): in 4n nhin, bi thu.

e Tabular (bdo bi€u dang bang): tuong tu bang tinh Excel

e MS Word mailing Merge (ghép trOn thu tin véi MS Word)

e Auto Report (bdo bi€u ty dong): tuong ty single column cho mot Table.

2. Tao mdi Report:

Chon gd Report trong Database, chon New, ti€p tuc chon Design View va
OK sé& cho man hinh thi€t k& Report: trong phan Design View 12 mdt man
hinh tréng clia mot Report (chi c6 phan details), ngudi ding phai tu thiét k&
14y v6i thanh cong cu ToolBox.

Chd y: N&u can nhiéu cong cu ta nhap niit more (hinh ...) trén thanh cong
cu Toolbox.

Man hinh thiét két Report c6 cdc phdan chinh sau
e Report Header: dau d€ b4o bi€u, thudng ghi tiéu dé€ va ngay hién tai.
e Page Header: tiéu dé dau trang thudng chita t&€n cla cic cot (trudng)
e Details: chi tiét cia ndi dung clia trudng khi chay Report.
e Page Footer: chin trang, thudng ghi s6 trang trong mot Report
e Report Footer: Chan b4o bi€u, thudng cé so liiy k& cho trudng dén.
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B Form1 : Form -0l |

=]
I
=
o
I

# Form Header

# Page Header

& Detail

+ Toolbox B

# Page Fooker | f
3

3. Tao mét Report bing cdch sit dung AutoReport.

> V6i AutoReport, ban chon ngudn Record hoic columnar hoic Tabular
layout; AutoReport st dung tit cd cdc trudng tif nguon Report va dp
dung autoFormat ma ban da dung cho Report nay.

> Tao mot Report véi Wizard. Wizard hdi ban cdc ciu hdi chi tiét vé
ngudén Report, trudng, thi€t k&€ vad dang ma ban mudn rdi tao mot
Report dua trén trd 15i ctia ban.

[& preview € Desion | @

= Drt 'l.-'l.-'ird
| g] AutoRepart; Colurnar
= AutoReport: Tabular

Objecks

ahles r Chart Wizard
Tables Create a nesw repork without Label Wizard
e Al | using & wizard.
CUeries
C:
Farrns
L
En Choose the bable or query where | ;I
the object's data comes From:

Alphabetical List of Products | a

Category Sales For 1997
Current Product Lisk
Sales by Category Subreport Customers

Cusktomers and Suppliers by «
Sales by Year Emplovee Sales by Country

Sales by Year Subrepaort Empl_o';.fees
I Invoices

Modules

B2 Favorites

CRCRCECRC RN NS

F Y

F1
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III. Tao m{t Form hoac Report tif cac Record dugc loc

> V6i cdc Record dugc loc dang hi€n thi, hiy nhip miii tén nim k& niit
New Object trén thanh cOng cu.

> PE€ sit dung autoReport hoic autoReport Wizard, nhdp autoForm hoic
autoReport

> D€ chi dinh ki€u Form hoic Report ma ban mudn tao, hiy nhap Form
hoic Report, rdi thuc hién muc chon lya cia minh.

> D61 tuong mdi st dung Table hocdic Query qua dé bé loc dugc tao ra lam
nguoén Record ciia né va né thita ké' b loc.

> Hoan tat thi€t k& hoic thuc hién bit ct thay ddi nao khdc ma ban mudn
cho Form hoic Report, roi luu né.

IV. Ho4n chuyén giita cic khung xem ctia mot Report

» Report c6 ba khung xem: Design View, Print PreView, va Layout
PreView.

> Ban st dung Design View d€ tao mot Report hoic thay ddi ciu tric clia
mdt Report. Ban sit dung Print PreView dé xem dit liéu cia mot
Report khi né xudt hién trén mdi mdt trang. Ban st dung Layout
Preview dé xem thiét k&€ clia Report ma chi c¢6 chita miu dif liéu trong
Report do.

> M4 Report trong bat cit khung xem nao.

> Nhap nit View trén thanh cong cu dé thay ddi khung xem do hinh dd
hoa chi dinh.

V. C4c bang miu Form va Report

» Lic ban tao Form hodc Report ma khong st dung Wizard, Microsoft
Access stt dung bing miu d€ xdc dinh cdc dic trung cia Form hoic
Report nay.

> Bing miu xéc dinh loai muc ndo ma mdt Form hoic Report sé cé va
xdc dinh kich thu6c (ki€u) cia mdi muc d6. Bdng miu ciing c6 chifa tat
cd cdc cai dit tinh chat mic dinh danh cho Form hoic Report va cic
section va Control ctia no.

> Bing miu mic dinh danh cho cic Form va Report goi 1a Normal
(chudn). Tuy nhién, ban cling c6 thé sit dung bit cit Form hoic Report
nao dang c6 d€ Iam miu. Ban ciing c6 thé tao mot Form hoic Report
bing cich chi st dung lai mot mau.
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Luuy:
> Viéc thay ddi bdng mau khong lam thay ddi bat cit Form hoic Report
dang co.

» Mot bang mAu khong tao ra cac Control trén bing Form hoic Report
mdi.

» Microsoft Access luu cac cai dit danh cho cac tiy chon Form Template
va Report Template trong File thdong tin nhém cdng viéc ciia Microsoft
Access, chtt khdng phai trong dit liéu Microsoft Access (File .mdb) hoidc
dé 4n Microsoft Access (File .adp). Liic ban thay d6i mot cai dit tuy
chon, thay doi sé& dugc dung cho bt cit ¢o s& dit lidu hoic dé 4n Access
nao ma ban md hoic tao. P& xem tén cia bdng miu hién dang dudc st
dung danh cho cdc Form hoic Report mdi, nhap Options trén men
Tools, rdi nhap 1én nhin Forms/Reports.

> D€ sit dung cdc bing miu trong cd s& dif liéu hoic dé 4n Access, hiy
sao chép hoidc xuat cdc bing miu sang chiing.

> Né&u bing miu cda ban khong nim trong c¢o s6 dit lieu hoic dé 4n
Access, Microsoft Access st dung bing miu Normal cho bit cit Form
hoic Report mdi nao. Tuy nhién, tén cla cdc bdng miu xudt hién trong
cdc thy chon Form Template va Report Template trong mdi mot cd sG
dir liéu hoic dé 4n Access trong hé thong co sé dir lidu cida ban, thim
chi c4 khi cdc bAng miu khong nim trong mot ¢d sé dit lidu hoic dé 4n
Access

VI. Chi dinh bAng miu méi danh cho cic Form va Report
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2

Wi I General I Edit/Find I Kevboard | Datasheet Forms/Reports |F'.|:Ivan|:ed I Tables/Queries I

[
! Selection behavior
l |VF Partially enclosed

" Fully enclosed

Form template:

| IF::-rm Mau

Fepart kemplate:

IRepDrt Mau|

™ Always use event procedures

> Trén Menu Tools nhin Option

> Nhap nhin Forms/Reports

> GO nhip tén bidng miu mdi trong hop Form Template hoic Report
Template.

Luuy:
Ban c6 thé st dung mdt Form hoic Report dang c6 1am bidng mau, hoic
ban c6 thé tao mdt Form hoic Report dic biét d€ sit dung lam mot bang
mau.
> Nhap OK.

VIIL. Chuyén phién bin di dugc luu ciia mot Form hoiic Report
> Ban c6 thé hiy bd bt cif thay d6i nao k€ ca cdc thay d6i cho cic ma
Microsoft Visual Basic ma ban tao ra trong Design View cho mot Form
hoic Report va chuyén chiing sang phién bin luu sau ciing cia mot
Form hodc Report dé.
> D€ chuyén sang phién ban dudc luu sau cuing hdy thuc hién
> Trén Menu File nhdp Revert.
Luuy:
Lénh nay khong c6 sin trir khi ban m& mot Form hoic Report trong
Design View va thuc hién cédc thay ddi cho né. Lénh Revert ciing khong
c6 sin trong Design View hoic trang truy cap dit liéu.
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VIIIL. In m¢t Report

> Tru6c khi in mot Report 1an dau tién, ban phdi ki€m tra lai 1€, huéng
trang, va cdc tuy chon xdc lap trang khac.

> Chon Report trong ctia s6 Database, hoic m3 Report trong Design
View, Print PreView, hodc Layout PreView.

> Trén men File, nhap Print.

> Nhip cdc cai dit ma ban mudn vao Print

> Trong phan Printer hay chi dinh mdt m4y in.

> Trong phan Print range, hiy chi dinh mot trang hodc mot loat cdc trang.

> Trong phan Copies, hiy chi dinh s6 bén in.

> Nhap OK.

Tip: D€ in mot Report ma khong can d&€n hop thoai, hiy nhap Print trén

thanh cong cu.

' 2
—Prinker ;. 2=l

Mame; IXEer 3006 Margins Colurnns |

Status:  Ready —&rid Setkings

Type: Aerox 3006 Mumber of Colurmns: I 1
! Wwhere:  Printer Sharing _ -

Comment: Row Spacing: IIII

Column Spacing IIZI.ZS"

¢ [ Print Range
b Al —Calumn Size
] { Pages From: I— Wik IS.?QI? Height: II:I.ZE-EH-

= Selected Record(s) ' Same as Detail

— Column Layout

Sefup... [F= == [E===
' 4| £ Down, then Across EEEENEEEE
LioH % Across, then Down =EEE [ZEEE

IX. Xem truéc mot Table, Form, hoic Report theo cac mic phong dai
khac nhau
> Trén thanh cong cu Print PreView, nhap miii tén nim k& Zoom box, roi
nhap ti 1& phan trim d6 phdng dai, hoic gd nhdp ti 1&é phan trim do
phéng dai ma ban mudn.
Luuy:
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» Lic chon Fit, Microsoft Access chinh sita do phéng dai cda trang cho
phit hgp véi kich ¢§ cira s6.

> Ban c6 thé hodn chuyén gifta cdc dd phong dai ma ban chon va Fit bing
ciach dit con trd trén Table, Form, hoic Report, va nhip lic con trd
chuyén thanh mot kinh lip (Magnifying Glass).

> Ban c6 thé st dung nit dinh huéng (Navigation) & ddy clia ctra s6 Print
PreView dé di chuyén giita cdc trang. Ban c6 thé di chuyén bén trong
trang hién c6 bing cdch sit dung cdc thanh cudn, hoic, n€u ban c6 mdt
chudt thong minh (Microsoft Intelli-mouse), hiay sit dung nit banh xe.

X. Xem truéc hai hodc nhiéu trang ciing mét liic
» Xem truéc hai trang
» MG Table, Query, Form, Report, hoic module trong Print PreView.
> Nhap Two Pages trén thanh cong cu
> @€ xem nhiéu trang
» MG Table, Query, Form, Report, hoic module trong Print PreView.
> Nhap Multiple Pages trén thanh cong cu
> Ré dé€ chon s6 trang cAn hién thi.
> dé€ xem mot trang
» MG Table, Query, Form, Report, hoic module trong Print PreView.
» Nhap One Pages trén thanh cong cu

Luuy;
Ban c6 thé st dung cdc niit diéu khién & ddy cia ctra s6 Print PreView dé
di chuyén gifta cdc trang. Ban c6 thé di chuyén bén trong trang dang c6
bing thanh cudn, hoic, n€u ban c6 mdt chudt thong minh, hiy sit dung niit
banh xe.

XI. In méi Record, Group hoic Section
» M3 Form trong Design View hoic Report trong Design View.
> Nhip diip section Selector dé m4 trang tinh chat.
> Cai dit tinh ch4t Farce New Page clta muc chon sang mot trong cdc cai
datsau day:
» None (mdc dinh): In muc chon trén trang hién hanh.
> Before section: in muc chon & phdn trén ciia méi trang mdi.
> After section: in muc chon & phdn trén ciia mot trang mdi.
> Before & after: in muc chon & phdn trén ciia mot trang mdi, roi in cdc
phan sau dé & dinh ciia trang mdi.
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&5 Section: Detail x|
Farmat I Daka I Evwent I Other Al |
FAME . v v v Dt ail .
Force Mew FPage . . ... .. .. Mone | j
Mew Row Or Cal ...y Mone
keep Together . 0000000y
visible . o AFker Seckion
o Before & After
CanShrink . o0 0 Mo
Height . .. ............. 2"
Back Calar . ... ..... .00 16777215
Special Effect . ... ... Flak
Tag. .. oo
onFormat . ..o
ORPAE . e L|

Luuy:

> Tinh chit ForcenewPage c6 sin trong tit cd cdc muc chon ngoai trir
Header va Footer cta trang do.

> PE in mbdi Record trén trang riéng biét, hiay cdi dit tinh chat
ForcenewPage ctia muc chi ti€t sang After Section. P& in mdi nhém trén
mot trang riéng biét, hdy cai dit tinh chit ForcenewPage clia tiéu dé
nhém sang Before Section hoic tinh chit ForcenewPage clia tiéu dé
nhém sang After Section.

XII. Pinh dang m§t Form, Report, hodc Control

Mo Form trong Design View hodc Report trong Design View. Thuc hién

mdt trong cdc thao tdc sau:

» Néu ban muén dinh dang toan by Form hodc Report, hiay nhdp Form
Selector hodc Report Selector.

» Néu ban mudn dinh dang mot muc riéng biét, hday nhdp lén section
Selector.

» Néu ban mudn dinh dang mot hodc nhiéu Control, hay chon cdc Control.

» Nhdp AutoFormat trén thanh cong cu

> Nhdp mot trong cdc dang trong danh sdch.

» Néu ban chi dinh cdc thudc tinh nao dugc dp dung (font, mau, hodc duong
bién), nhdp Options.

XIIL Tuy nghi sit dung ché d) AutoFormat danh cho Form hoic Report
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j 5l AutoFormat : El

Report AukoFormats:

Biold
Casual
| Cornpack

Ik

HHEKEKY Cancel

HHEH KHKX _
W H Qpkions ==

Title

Cuskomize, ..

¢ abl []
@ v
|EB 4

Label cabave Deteril
Cortrol fram Detsil

[ e

» M3 mo6t Form hodac Report dang c6 trong Design View.
> Trén Menu Format, nhap autoFormat.

> Trong hop thoai autoFormat, nhdp mot ché do dinh dang trong danh
sach.

» Nhan ndt Option, phdi chic chidn cdc thudc tinh ma ban mudn chinh stra
da dudgc chon.

> Nhap nit Customize, rdi nhap 1én mdt tiy chon tiy y. Ban c6 thé thuc
hi€én mot trong cac thao tic sau:

» Tao mot ché&' do dinh dang tw dong dua trén Form hodc Report.

» Cdp nhdt ché' doé dinh dang tw dong dua trén Form hodc Report.

» Xoa bo ché' do dinh dang tu dong khoi danh sach

> Nhap OK hai Ian d€ déng cic hop thoai.

XIV. Bé sung mdt hinh Anh nén vao- mot Report

> Biing cdch bd sung mot hinh 4nh nén vao mdt Report, ban c6 thé mo
phdng mdt van t6. Mot hinh 4nh nén trong mdt Report 4p dung cho toan
b0 trang.

» MG Report trong Design View.

> Nhip diip Report selector d€ md trang tinh chi't.

> Cai dit 4nh chit Picture sang mot File .bmp, .ioo, .wmf, dib, hoic .emf.
Né&u ban di cai dit bd loc hinh d6 hoa cho céc trinh tng dung, ban hay
st dung bat ct File nio dugc bo loc nay hd trg. N&u ban ching chic
chin dudng dan hoic tén File, nhap niit Build.

» Trong hop tinh chat PictureType, hiay chi dinh xem ban mudn hinh dnh
dugc nhiing hodc dugc lién k&t Lic ban nhiing hinh 4nh, né dugc luu
trong File ¢o s¢ dit licu. Néu ban nhiing hinh dnh nhu vdy vao Form
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hoic Report, né dugc bd sung vao file ¢d s dif liéu mot lan nita. Lic
ban lién k&t mot hinh 4nh, ban khong cén luu né trong File ¢o s dit liéu
nhung ban phdi gitt mot ban sao ctia né trén dia citng N€u ban mudn s
dung hiru hi€u cai dit cia minh, hay chi dinh cai dat Linked.

> Ban c6 thé xdc dinh ty 1& cia hinh 4nh bing cdch cai dit tinh chat
PictureSizeMode. Tinh chit nay c6 3 cai dit nhu sau:

» Clip: hién thi hinh anh theo kich thudc that. N&u hinh dnh 16n hon dién
tich bén trong cdc 1€, hinh sé& bi cit phan du.

> Stretch: dinh kich ¢& cho phlt hgp v6i dién tich bén trong 1€. Cai dit nay
c6 thé 1am bi€n dang hinh 4nh.

» Zoom: dinh kich thuSc hinh 4nh cho phil hgp hoic chiéu cao hodc chiéu
rong cda dién tich bén trong 1&. Cai dit nay s& khong cit tia hoic lam
bién dang ti 1& clia nd.

XV. B6 Sung mot dau ngit trang vao Report

> Trong cdc Report, ban st dung mot ddu ngit trang (Page break
Control) d€ d4nh d4du ndi ban mudn bit diu mdt trang mSi bén trong
mot muc.

> Vi du, n€u ban mudn trang tiéu dé clia Report va noi dung giSi thiéu
dudc in trén cdc trang riéng, hay dit modt ddu ngit trang trong Report
Header sau cic Control ma ban mudn xuat hién trén trang tiéu dé va
tru§c cdc Control danh cho trang thi hai.

» MG Report trong Design View.

> Nhap cong cu Page Break trong Toolbox.

> nhip Report noi ma ban muén dit ddu ngit trang. Cai dit ddu ngit
trang bén trén hoidc dusi 1 Control d€ tranh phdi tich dit liéu trong
Control.

> Microsoft Access dinh ddu ngit trang biing mot vach chAm ngén & canh
bén trdi cua Report.

> N&u ban mudn mdi mdt nhém hoic Record trong Report bit dau & mot
trang mdi. cai dit tinh chit ForcenewPage cla group Header, group
Footer,

> hoidc muc chi tiét.
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¥ Page Header

# Detail

Aa abl [
= @ Vv
e EE
[ B [
= E
SO

— Page Ereakl—

# Page Fooker
Luuy:
> Report Catalog trong ¢ s¢ dif liéu mAiu Northwind 12 mot Vi du vé sit
dung diu ngit trang trong Report Header. D€ xem Report niy, ban
hay
» mG ¢ s¢ dir liéu Northwind trong Folder Samples ctia Folder Office,
rdi m3 Report Catalog trong Design View.

XVI. Bo sung so trang vao mét Form hoiic Report

» MG Form hoic Report trong Design View.

> Nhap Page Numbers trén men Insert.

> trong hdp thoai Pages Numbers: chon dang, vi tri va ch& dd giéng hang
danh cho s6 trang ddi vdi tiy chon gidng hang thi cdc tiy chon sau day
12 ¢6 sin:

> Left: b6 sung hop Text bén 1€ trai

> Center: bd sung hop Text chinh giita 1€ phai va 1€ trdi

> Ritgh: b6 sung hop Text bén 1€ phai.

> Inside: b3 sung hop Text bén cédc 1€ trdi va phai. SO trang 1€ thi dugc in
bén trdi, va cédc trang chin thi dugc in bén phai.

> OutSide: bd sung hop Text bén cdc 1€ trdi va phdi. SO trang chin thi
dugc in bén trdi, va cdc trang 1€ thi dudc in bén phai.

> D& minh hoa mdt con s6 trén trang diu tién, chon hdp ki€m Show
Number on first Page.

> Microsoft Access sit dung mdt bi€u thifc d€ tao cdc s trang.
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Page Mumbers

: 21x]
—Farmat ]
| Ok I
= Page M

" Page M of M Cancel

—Position
* Top of Page [Header]
" Bottom of Page [Fooker]

Alignrnent:

¥ Show Mumber on First Page

XVII B4 sung ngay thang va thoi gian hién hanh vao Form hoiic Report
» MG Form hoic Report trong Design View
» Nhép Date and Time trén Menu Insert.

Date and Time

% Tuesday, February 24, 2004
" 24-Feb-04 e

™ 2jz4/2004

B =
—¥ Include Date

—Iv Include Time
% 412626 PM
™ 4126 PM

" 1626

—Sample:
Tuesday, February 24, 2004 4:26: 26 PM

> Pua vao mot ngay thang, chon hop kiém include date, rdi nhdp 1én muc
dang ngay thdng.

> D€ dua vao thdi gian, chon hop ki€m include time, rdi nhdp 1én muc
dang thoi gian.

> Microsoft Access bd sung mot Textbox vio Form va cai dit tinh chat
Control source ctia né sang mdt bi€u thiic. NEu ¢c6 mdt Form hoic mot
Report Header, Microsoft Access bd sung Textbox cho muc dé. Con
né&u khong né s& bs sung Textbox cho muc chi tiét.

XVIIIL B6 qua Header hoic Footer cua trang trén cac trang véi Report
Header hoac Footer
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» MG Report trong Design View
> Nhip dip Report Selector dé m§ trang tinh chat.
> Cai dit tinh chdt PageHeader hoic PageFooter sang mot trong c4c cai

dat sau:
> All Pages (mic dinh): in Header hoic Footer cla trang trén tit cd cdc
trang.

» Not with Rpt Hdr: khéng in Header hoic Footer cta trang trén trang da
c6 Report Header.

» Not with Rpt Ftr: khong in Header hoic Footer cla trang trén trang da
c6 Report Footer.

» Not with Rpt Hdr/Ftr: khong in Header hoic Footer cla trang trén trang
da c6 Report Header hoic Footer.

XIX. Thay ddi kich ¢& cia Header, Footer hoiic muc chon khéc trén
Form hodc Report
> Ban c6 thé ting hoic gidm chiéu cao clia cdc muc chon Form va
Report riéng biét. Tuy nhién mot Form hoic Report chi ¢6 mot chiéu
rong. Lic ban thay doi chiéu rong cda muc chon, ban thay doi ludn
chiéu rong ctia Form hoic Report dé.
> Thay ddi chiéu cao, chiéu rong
» M3 Form hoic Report trong Design View
> Thay d6i chiéu cao hoic rong bing cdch dit trd & ddy canh hoic bén
phdi cua muc chon.
> Ré con trd 1&én hodc xuéng nhim thay d8i chiéu cao cia muc chon. Ré
con trd v& phia trdi hoic phdi d€ thay doi chiéu rong.
> DE€ thay d6i c chiéu cao 1an chiéu rong, hay dit tré & géc phai phia dudi
ciia muc chon va ré né theo dang dudng chéo.
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Muc luc
Chuong 1 . Xt 1y cac File trong Access 2000
I. Kh3o sit viéc tim ki€m céc File
II. Tim cac File
III. Phan loai mdt danh sach cac File
IV. N&i k&t vio mot 6 mang
V. Tim ki€m c4c File
VI. Hiy bd mdt muc tim ki€m da dugc Iuu
VII. Tim ki€m cdc File bing cdch st dung cac tinh chit File
VIII. Tim ki€m céc File bing cdch s dung c4c tiéu
chuén tim ki€m da dugc luu
IX. St dung cdc tinh chat File d€ dinh vi tri cic File
X. Sao chép mot File
XI. X6a bé mot File
XII. bat lai tén mot File
XIII. Di chuyén mot File
XIV. Xem tit ci cic ki€u File v phAn md rong tén File
XV. Noi t6i vu dé lvu giit cdc File

Chuong 2. Thi€t k& co s dit liéu

I. Kh3o sit viéc thi€t k&€ mot co s dit licu

I1. Cac budc d€ thi€t k€ mot co sé dit liéu

III. Tao mot co sG dit liéu mdi

IV. Khéo sit viéc tao mdt trinh rng dung

V. Hién thi hoic thay ddi cic tinh chit tdng quit cia mot ddi tuong co s§ dir
li€u

VI. M3 mot ¢d sG d Ut liéu Microsoft" Access

VII. Ty dong tao mdt budc tit vao mot cd sé dit liéu Access hoic dé 4n
Access trong Folder Favorites

VIIL. B4 sung co s& dif liéu Access hién hanh vao Folder Favorites

IX. M3 mdt ¢o s§ dit liéu Access trén mang

X. Thay déi dién mao clia cic ddi tugng trong cifa s6 Database

XI. Hién thi hoic che gidu cic biéu tugng tit dé tao cdc ddi tuong cd s§ dir
liéu méi

XII. X6a béd modt doi tugng ¢ sé dit liéu

XIII. Luu mdt d6i tugng cd sé dit lieu
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XIV. Xem, in, xuit, hodc luu cdc dic trung thi€t k&€ cdc doi tugng co s& dir
licu

Chuong 3. Lam viéc v6i Table

I. Table : ndi dung va cdch lam vi€c

II. Tao Tables

III. Tuy chon Tablez

IV. M& mot Table

V. Hoé4n chuyén giita cdc khung xem cira mot Table

VI. T6i vu héa cdch thuc hién chitc ning ctia Table néi chung

VIL. Xéc dinh cdc qui tic ¢6 hiéu luc dé diéu khién lic nao thi mdt Record c6
thé dugc luu

VIII. Khdo sat Query ctia Table Analyzer Wizard

IX. B6 sung mot trudng vao mot Table trong Design View

X. Sao chép mdt dinh nghia cia trudng trong Table Design View

XI. Tao mot trudng danh cho Text hodc meo

XII. Tao mdt trudng danh cho cdc s6 hoic tién té

XIII. Tao mot trudng danh cho dif liéu Yes/no, True/False, va On/off

XIV. Tao mdt trudng danh cho ngay thang hodc thoi gian

XV. Tao mot trudng dé tu ddng tao ra cic s6 AutoNum

XVI. Hiy bé mot trudng khdi mot Table

XVII Thay ddi kich thu6c ctia trudng danh cho cic trudng Text va Number
XVIIIL. Tao mdt Input Mask (médt na nhip)

Chuong 4. Lam viéc v6i Form

I. Céc cdch @€ lam viéc véi dit liéu trong mdt Form

I1. C4c cach d€ 1am viéc vdi dir liéu trong DataSheet clia Query

I11. B3 sung dit liéu mdi vao DataSheet hoic Form View

IV. Luvu mot Record trong DataSheet hodc Form View

V. X6a bé mdt Record trong DataSheet hoac Form View

VI. Sao chép hoic di chuyén mot trudng Control, Text, Macro Action

VII Hién thi tt c4 dif liéu dang c6 trong Page View

VIII. Nhap mdt HyperLink (si€u phi hgp ) bing cdch din mot HyperLink
hodc dia chi HyperLink

Chuong 5. Lam viéc v6i cdc Record

I. B6 sung mdt Record mdi trong Page View
II. Luu mdt Record trong Page View
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III. X6a bd mdt Record trong Page View

IV. Sao chép hoic di chuyén dit liéu tir mot trudng sang trudng khac

V. Sao chép hoic di chuyén dif liéu tir nhiéu trudng vao DataSheet View

VI. Sao chép hoic di chuyén cdc Record vao mot trang dif liéu

VIII. Sao chép hoic di chuyén cdc Record sang mot Form

IX. Sao chép hoic di chuyén cdc Record tit Microsoft Access dén trinh tng
dung khéc

X. Sao chép hoic di chuyén cdc Record tir mdt trinh ¢ng dung khic vio
Microsoff Acces

XI. Thu thdp va ddn nhiéu hang muc

XII. Khdo sat vé viéc thu thap va du 4n nhiéu hang muc

XIII. X6a tat ca cac hang m~c khéi Office Clipboard

XIV. Xem ndi dung ctia Office Clipboard

XV. Hién thi dit liéu tir mot trudng trong mot Table hodc mot Query

XVI. Kiém tra chinh t3 dit liéu trong DataSheet View

XVII. Ki€m tra chinh ta ctta dit liéu trong Form View

XVIIL Ty ddng chinh sita 16i lic nhap dit liéu

XIX. Ty dong vi€t hoa cdc tén ngay lic nhap dit liéu

XX. Chinh sita hai miu tu dugc vi€t hoa trong mot hang Iic nhap dit liéu

Chuong 6. Cdc tdc vu cin bdn vé Form

I. Tao ra mOt Form

I1. Tao m&t Form hoic Report tir cdc Record dugc loc

III. M3 mot Form

IV. Cac khung xem cia mdt Form

V. Céc Form miu trong Form Wizard

VI. Chon mot Form hodc Report

VII. Chon mot muc chon trén mdt Form hodc Report

VIII Hién thi hoic che gidu ludi trén mot Form, Report hoic tranh truy cip dit
li€u

IX. Thay d8i khodng cach giita cdc cham trén 1uéi

Form hodc Report

X. Cai dit cac tinh chdt danh cho mdt Form, Report Action ho#ic Control
XI. Cai dit kich thuc cia mdt Form ldc 1an dau tién md né

XII. Chuyén d6i sang phién ban dudc luu cia mot

XIII. xem truéc mot Form

XIV. In c4dc Record dugc chon trong mdt Form hodc DataSheet
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XV. Cho phép thay d6i ddi v6i cdc tinh chidt cia Form trong Form va
DataSheet View

XVI. B3 sung hoic x6a bé mdt Header

XVII. Che gidu cdc dong chia muc trong mdt Form (section divider lines)
XVIII. kich ¢ mot Form cho phut hgp véi ndi dung ctia nd

XIX. Pinh tim mot Form trong cta so trinh tng dung lic 14n dau tién né dudgc
md

XX. Thay d6i don vi do clia thuSc trong mdt Form hoic Report

XXI. Thay ddi thit tu tay trong mot Form

XXII. X6a bd Menu tit khdi mot Form

XXIII. X6a bd Record Selector khéi mét Form

XXIV. X6a bd cdc niit diéu khién

XXV. Huiy chon nit Close trén mot Form

Chuong 7. SubForm - N1 dung va cdch hoat dong

I. M6t subForm 1a mot Form ndm bén trong mot Form.

I1. Céc ki€u subForm

III. Microsoff Access lién k€t cdc main Form va subForm

IV. Lién k€t mot main Form va mdt subForm

V. Chi dinh khung xem (View) danh cho mét subForm

VL. Di chuyén giita mot main Form vad mdt subForm trong Form View

VII. Hodn Chuyén giita DataSheet View va Form View trong mdt subForm
VIII. Tao ra mdt subForm trong gidng nhu mot DataSheet d€ hién thi mot
Header va Footer

IX. Tao mot Control tinh todn trén mdt Form hodc Report

X. Tinh mdt tdng danh cho mdt Record trong mdt Form

XI. Tinh mot tf;ng trong mot subForm va hién thi n6 trén mdt Form

XII. Ngung tdc dung cia Form View hodc DataSheet View danh cho. mot
Form

XIII. Tao m6t Form & dang chi doc

XIV. Tao cac Macro c'lo Form trong mdt Macro group

Chuong 8. Lam vi€éc vG1 Report

I. MG mét Report

II. Tao mdt Report

III. Tao mdt Form hodc Report tir cic Record dudc loc
IV. Hodn chuyén giita cdc khung xem cira mot Report
V. Céc bdng miu Form va Report
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VI. Chi dinh bing mAu médi danh cho cdc Form va Report

VII. Chuyén phién ban da dudc luu ciia mot Form hoic Report

VIII. In mot Report

IX. Xem tru6c mot Table, Form, hodc Report theo cic mic phong dai khéic
nhau

X. Xem trudc hai hodc nhiéu trang cling mdt lic

XI. In mdi Record, group hoic section

XII. Binh dang mdt Form, Report, hodc Control

XIII. Tuy nghi st dung ch€ d6 AutoFormat danh cho Form hodc Report

XIV. B3 sung mot hinh 4nh nén vio mdt Report

XV. B& sung mdt dau ngit trang vao Report

XVI. B3 sung s6 trang vio mdt Form hoic Report

XVII. B3 sung ngay thang va thdi gian hién hanh vao Form hoic Report
XVIII. B6 qua Header hodac Footer cua trang trén cdc trang vGi Report
Header hodc Footer

XIX. Thay ddi kich ¢ ctia Header, Footer, hoic muc chon khic trén mot
Form hodc Report
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