


Creating A Blank Database
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Click on blank database and rename it . You can use the saved template for creating
a database.




Create A Table

Step 1: To create table select create tab in the toolbar at the top. Then click on the table design
Button in the tables group.
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Step 2 : Add the fields to the table. | T +3 Final Year \

Field Name Data Type
B Student Name Long Text
Roll No Number
Contact no Number

Stream Short Text
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Gender Short Text
Address Long Text




Step 3 : Set up a primary key for your table. To do this, highlight the field(s) that you want as the
primary key. Then select the Design tab in the toolbar at the top of the s click on the Primary Key

button under the Tools section.
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Step- 4 : Enter the name of your table and click on the OK button

Save As

Table Name:

Design
Step- 5 : The table should be listed in the left window. View

All Access ... © « | I +3 Final Year\|
Field Name Data Type

L b Student Name Long Text
Tables Roll No Number
= +3 Final Year Contact no Number
EH suppliers Stream Short Text
Age Number
Gender Short Text

@ Trial Balance

One can view the table in Design View and Datasheet Mode
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Create A Query:

Step 1: To create Query select create tab in the toolbar at the top. Then click on the Query
design Button in the query group.

Create QESAGNEIRREE] Database Tools  Help

Form Form
Design  Lists ~
Tables

! CHD Unien
LD Pase-Throuagh

Delete 2 At [
B Data Definition Tabies oo Bullder Ao Return: [An

Fesu {1 C e Cuery Setup

S PP & <« | +a Finml Yeur ) nary ! 3 wery2 . o P E0ER 3 - (e s
All Access ... < -~ Property Sheet
Serorruh = | ROlGETian typael Cuiry Properties



Step 3: Add the fields to the query. You can do this by double clicking on the field name.
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Step 5: Now see the query appears in the left window.
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One can view the table in Design View and Datasheet Mode
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Create a Form:

Step 1: To create Form select create tab in the toolbar at the top. Then click on the Form design
Button in the Forms group.
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Step 2: Now view the form in Design view. Then Click existing fields to add data to the form by selecting the
table.
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Step 3: Add the required field by double clicking it. The form will be generated
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Step 4: view the form in data sheet mode.
And save the form.
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Create A Report :

Step 1: To create Report select create tab in the toolbar at the top. Then click on the Report
design Button in the Report group.
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Step 2: Now view the report in Design view. Then Click existing fields to add data to the report by
selecting the table.
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Step 3: Add the required field by double clicking it. The report will be generated
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Create a Voucher

Step 1: To create table select create tab in the toolbar at the top. Then click on the table design
Button in the tables group and save it as voucher.
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Step 2: Create all the attributes and validate them
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Step 3: Create a form on clicking form in design view.
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Step 4: Add the Voucher table by clicking Add existing fields.

kel »

Database | : Database . CAUsers\sorab\Documents\Databasel.acedb (Access 2007 - 2016 file format) - Access sorabh jain o

File Home Create External Data Database Tools Help Form Design Arrange Format &  Tell me what you want to da

) | [ad

v ST

held Existing [l coperty  Tab

dml Loge

pacoen” | I = Aa =51 [ @& B [ H ER S RECE e

[
()
' E7 View Code

View Themes IA | Fonts v Insert  Insert Modern

= image - Chart - T Date and Time Finlcly Sheet  Order L& Convert Form's Macros to Visual Basic
Views Themes Cantrols Header / Footer Taols
- ) << B Forma \ . - 2
All Access ... Field List
—— re] || L R I i St A i i i Tl M- il Gl e G o LA L A, 20 G- LG e i B AT AR - A MU R e
” * Cotall | =% show only flelds I the current record sourcs
Tables =2 Flolds avallable in other tables;
I8+ 3 rinal Yaar - # +3 Finol Year it Tubin
R suppiies | — # Suppliers Edit Tuble
o # Trinl Balance Edit Table
(o] al Balance . -
Trinl Balance 2 = W Vaucher Eclit Table

U:D Vatichnr
Quernaos = a
5 v3 students Cetalls -
ff Queryy

Forms

=]+ 5 Final Year Form
B Form: P
] Triml nalance
CE] wvoucher 3y

Raepors =

I 2 Final Year Form 2.
I supp a =

Design View

MUm Lock Scroll Lock




Step

;
:
3
4
;
;
7
:
2
n

* Detail

|C ode |[MNo |

|1._.1::||:|1.-. [ I
1

ii“._u ot s i

Particulars

ir]

[LF

||_=.|| o

|BH No

-|L‘-'El:uit

|||::n-:|::i1;I

Irn-.-n

|F€c‘<:c‘i ot P |

IErt-.l:“f
i i
|Receipt [ s

|Arnr:\l Nt Resc

l'i'\u’l':‘ll

|Amn::unt Received
1

-|“:1:r|:rrrr'L—tE e

|Eh:|tr_‘ L |

[Submitted by

|nut¢-. !I I

|C hegpe Mo |

I i
|Eher_|ue Mo
I i

lrlll':]lll' Armic

OSpprogved B

prart i

|

#’.‘heque Amount
1 1

Approved By

e L [ =]

Amount Received

Subrmitted by

Creaates A

5: View after adding the respective fields.

“H] Ferm2 Y [TI] vaucher
>

Code No

Particulars

L¥

BH No

Debit

Creadit

Receipt No
Amount Received
Submitted by
Date 1

Chegue No
Cheqgue Amount

Approved By

Vaucher

(Now)|

|

o
% 0.00)|
% 0.00|
ol
% 0.00)|

|| 0, O

Chiescguies Mo

Cheogue SArrvount

Approwed By

Layout View




Create a Ledger:

Step 1: To create table select create tab in the toolbar at the top. Then click on the table design
Button in the tables group and save it as Ledger.
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Step 2: Create all the attributes and validate them
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Step 3: Create a form on clicking form in design / Layout view.
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Create a Trial Balance

Step 1: To create table select create tab in the toolbar at the top. Then click on the table design
Button in the tables group and save it as Trial Balance.
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Step 3: Create a form on clicking form in design view. Arrange the attributes
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Step-5 : Validate the field properties of the Debit- textbox in the property sheet.
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(Examples of expressions include [fieldl] + [field2] and [fleld1l] < 5)
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Step-6 : Fill the data in the table “Trial Balance”

Trial Balance | =] Trial Balance
= Company N ~ Title =~ Cash - AmountRec~ Supplies - Prepaid Rel - Prepaid Insi~ Office Equif - Amount Pay -~ Unearned h -  Capital ~ Drawings - Fees Earne - Off

¥565.00 ¥5654.00 F4313.00 Z120.00 Z150.00
70.00 70.00

P ABC Ltd Trial Balance Z453.00 Z45.00 ¥ 56.00 Z32.00 ¥67.00 75345.00
(New) 70.00 Z0.00 70.00 Z0.00 70.00 Z0.00 70.00 70.00 Z0.00




Step-7: open the trial balance in form in layout view.
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Prepaid Insurance | F B67.00

Office Equipment | F 5,345.00
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One can create Profit/Loss Account , Balance Sheet and Payroll System in MS-Access.
Procedure for creating is same as we used in creating trial balance, firstly create table

set all the attributes in the table , validate all the data , put the formula in expression
Builder and validate the same in the property sheet. After that arrange all the attributes
and fill all the data in the fields . At the end you can view it in form or report in Layout View
Or Display view.




