
What is data? 

• Data is made up of text, numbers, images, and sounds 
that can be processed or
stored by a computer

• Real time processing:
Data is processed in 2ways:
– Batch processing (later)

In several hourse,weeks then processed all at once
Eg.bank credit card (balance will be monthly)
– Online processing (now)

Eg.ATM card..balance automaticlly updated in real-time



What is a database?

• A collection of information that is related to a 
particular subject or purpose, stored on a 
computer.

• A structured collection of related data about 
one or more subjects.



Database Types

ER Model

Network

Relational

Hierarchical



أنواع لواعد البياناث

• Relational Database
• ٔذؼًم ػهي انذاصثاخ انشخصيح , الاكثش شٓشج personal computers
• لاذطهة راكشج أٔ ٔصائط ذخزيٍ كثيشج 
• صٓهح انرؼهى ٔانثشيجح 

• Hierarchic Database
• Network Database
• Mainframes, Minicomputersيؼًم كم يُٓى ػهي انذاصثاخ انكثيشج 
• ذطهة راكشاخ ٔ ٔصائط ذخزيٍ كثيشج 
• أكثش كفاءج
• ذرؼايم يغ كى كثيش يٍ انثياَاخ





Start Access



Create new database



Open an existing database



Open 

نفرخ قاػذج انثياَاخ تصٕسج  

يشرشكح 

Open Read Only 

نفرخ قاػذج انثياَاخ تصٕسج  

فقط اءِ يشرشكح نهقش

Open Exclusive 

نفرخ قاػذج انثياَاخ ٔ يُغ  

الاخشيٍ يٍ فرذٓا في َفش  

انٕقد 

Open Exclusive Read 

Only 

اءِ نهقشنفرخ قاػذج انثياَاخ 

فقط ٔ يُغ الاخشيٍ يٍ  

فرذٓا في َفش انٕقد 

open



Database Window

Objects bar



Help 





Tables
Design View Datasheet View



Create Table



نوع البيانات

خصائص الحقل

أسم الحقل



SizeType of dataSetting

Up to 255 characters.(Default) Text or combinations of text and numbers, as well as numbers that don't require calculations.Text

Up to 65,535 characters. Lengthy text or combinations of text and numbers.Memo

1, 2, 4, or 8 bytes (16 bytes if the 

FieldSize property is set to 

Replication ID).

Numeric data used in mathematical calculations. Number

8 bytes.Date and time values Date/Time

8 bytes.Currency values and numeric data with one to four decimal places. Currency

4 bytes (16 bytes if the FieldSize 

property is set to 

Replication ID).

A unique sequential (incremented by 1) number or random number assigned by Microsoft Access whenever a new 

record is added to a table..
AutoNumber

1 bit.Yes and No values and fields that contain only one of two values (Yes/No, True/False, or On/Off).Yes/No

Up to 1 gigabyte. 
An object (such as a Microsoft Excel spreadsheet, a Microsoft Word document, graphics, sounds, or other binary 

data) 
OLE Object

Each part of the three parts of a 

Hyperlink data type can 

contain up to 2048 

characters.

A link "address" to a document or file on the World Wide Web, on an intranet, on a local area network (LAN), or 

on your local computer
Hyperlink

4 bytes.
Creates a field that allows you to choose a value from another table or from a list of values by using a list box or 

combo box. 
Lookup Wizard

Data Type



Field Properties

.اخرش انرُضيق انًُاصة يٍ انقائًح انًُضذنح .يضرخذو نرُضيق طشيقح ػشض انرٕاسيخ ٔالأسقاو formatذُضيق  -•

.يذذد دجى انذقم ػذد انخاَاخ انًضًٕدح إرا كاٌ َصيأ أ َٕع انشقى إرا كاٌ سقًا   field sizeدجى انذقم  •

.يقذو قُاػا يشئيا نرٕجيّ ػًهيح الإدخال  input maskقُاع الإدخال  -•

.  يظٓش تذلا يٍ اصى انذقم فٗ سأس انؼًٕد ٔفٗ انؼُأيٍ ٔ انًُٕرج ٔ انرقشيشcaptionذؼهيق   -•

.يرى إدخال انقيًح الإفرشاضيح ذهقائيا فٗ انذقم ػُذ إَشاء انضجم default valueانقيًح الافرشاضيح  -•

.ْٕ ذؼثيش يضرخذو نهرذقق يٍ صذح انثياَاخ انًذخهحvalidation ruleقاػذج انرذقق يٍ انصذح   -•

.ْٕ انُص انزٖ يرى ػشضّ ػُذ دذٔز ذؼاسض يغ قاػذج انرذقق يٍ انصذح  validation textَص انرذقق يٍ انصذح -•

.يجة فيّ إدخال تياَاخ ٔلا يرشك خانيا requiredيطهٕب -•

 .ديس يضًخ تٕضغ قيًح نهفشاؽانُصدقٕل يطثق ػهٗ  allow zero lengthانضًاح تطٕل صفشٖ  -•

غيش يضًٕح  )لا ,( ذكشاس يٕافق)َؼى , ( انقيًح الإفرشاضيح)يزيذ يٍ صشػح انثذس ٔانخياساخ ْٗ لا indexedيفٓشس -•

(.تانركشاس

يراح ْزا انخياس يغ إَاع انثياَاخ َص ٔيزكشج ٔ إسذثاط ذشؼثٗ ٔتٓزا يرى ذقهيم يضادح انرخزيٍ انًطهٕتح   Unicodeضغط  -•

.نٓزِ الإَٔاع



- You should index a field that
is frequently sorted.

- Indexing is specially useful when
working with large tables.

Indexes 



Create Table
Table in Design View

المفتاح الرئيسي

Switch to Datasheet View

Customer



الفرق بين الحمل و السجل

Record
Field



Working with Tables

السجل الحالي

السجل في اطار 

التحرير

(خالي)اخر سجل 

انرُقم تيٍ انضجلاخ

للانتقال الي أول 

سجل
للانتقال الي 

السجل السابق

السجل الحالى

للانتقال الي 

السجل التالي

للأنتقال الى اخر 

سجل

لانشاء سجل 

جديد



 للتحرك داخل الجذول باستخذام لوحة المفاتيح

Tabتنتمل الي الحمل التالي

Shift + Tabتنتمل الي الحمل السابك

Homeتنتمل الي أول حمل في السجل الحالي

Endتنتمل الي اخر حمل في السجل الحالي

تنتمل الي السجل السابك↑

تنتمل الي السجل التالي↓

Ctrl + Homeتنتمل في أول حمل في أول سجل

Ctrl + Endتنتمل في اخر حمل في اخر سجل

Page upتنتمل صفحت واحدة لاعلي

Page downتنتمل صفحت واحدة لاسفل



Add and Delete Records

R.C R.C 

AddDelete



Add and Delete Fields
AddSwitch to 

Design View

Customer address

Delete

Select 
field



Delete a table.

•Select the 
table.

•R.C choose 
Delete

• OR Press the 
Del key



Filter Data
Filter by Selection

الاسماء تبدأ 

Kبحرف 

Filter by form Remove Filter



Sort Data



Find Record



Queries



Field 
List

D.C the field you want to 
appear in the design grid 
or drag the field onto the 

design grid yourself

Run 
Query



Working with Queries

• Comparison Operators

Operator Description Example

= Equals  =100

> Greater than >#7/15/03#

< Less than  <1500 

>= Greater than or equal to  >=15 

<= Less than or equal to <=#1/1/04#

<> Not equal to <>NY 



Working with Queries

• Comparison Operators

Operator Description Example

Between…And Between two values Between 100 And 500

In Included in a set of values In(“Germany”, “France”)

Is Null Field is empty Is Null 

Is Not Null Field is not empty Is Not Null 

““ Field contains zero-length string =““

Like Matches pattern Like “C*"



Working with Queries

• Logical Operators

Operator Description Example

And Both conditions are True >=10 And <=100 

Or Either condition is True Books Or Videos 

Not Not True Not Like "m"



Form

Can be Used to 
enter, modify and 

delete records.



Create new Form

Tables/Queries
List arrow

Moves the 
highlighted field to 
the Selected Fields 

list box

Moves all fields 
to the Selected 
Fields list box

Removes a 
Selected Field

Removes all 
Selected Fields



Add, modify text into 
Headers and Footers in a form

Switch to 
Form View



Reports

• Output of information
in a printed report.

• Allows you to group 
and summarize data.

• Cannot Edit Data.



Create new Report



Modify ReportsSwitch to Report 
View

Make your modification in 
Design View



Table Relationships

• A relationship is a connection between a pair of tables

• A table relationship is established by using a Foreign Key.

• A Foreign key is simply another table's primary key 

inserted in a related table.

• There are three basic types of relationships: 

one-to-one, one-to-many, many-to-many

• In addition to using a Foreign Key, a many-to-many 

relationship also requires the creation of a linking table 

to establish and maintain the many-to-many relationship.



Types of Relations

• One to one : one row in one table goes to only one 
row in another table

• One to Many : one row in one table (parent) goes to 
multiple rows in another table (child)

– Parent primary key is a foreign key in the child 
table

• Many to Many : not allowed in relational databases.

– Solve by putting an intermediate table which has 
foreign keys from both the tables you are linking



Examples
One-to-One Relation

H10 H11 H12 ID
A 001
B 002
C 003
D 004
E 005

ID H1 H2 H3
001
002
003
004
005
006

007

One-to-Many Relation

ID H1 H2 H3 H4 H5 H6 H7
001 A
002 B
003 A
004 A
005 B
006 C

007 A

H10 H11 H12 ID
A 001
B 002
C 003
D 004
E 005



Working With Relations
Edit or Delete Relation

R.C 
here



Referential Integrity

• If a record in a parent table has a 
related child record, referential 

integrity prevents you from deleting 
the parent record.

• A child record cannot be entered
unless it has a parent in the database 

if referential integrity is used




