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Executive Summary:

Data means processed information. A set of data creates a database. Managing a database
effectively and efficiently is called database management. A database is an organized collection
of data. A database may be on paper, or held in computer files such as spreadsheets or more
formally in a software system known as a computerized database management system (for
example: DB2, db4o, IMS, MS Access, MS SQL Server, MySQL, Oracle, Sybase, Total,
Versant). Now-A-Days big data is analysed by database software. And the organizations are
being more information system based day by day. So proper managing of data is highly needed.

This report is actually based on Microsoft Access, a tool of managing database. Microsoft
Access is one of the easier software to manage data. Many organizations usually use Excel to
manage data. But in Excel, we cannot make relational database. Access can make relational
database where Excel can make only flat file database. So, in this report, we use Microsoft
Access to clarify knowledge about relational model database.
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Chapter 1

Introduction
1.1 BACKGROUND OF THE REPORT

A database management system is important because it manages data efficiently and
allows users to perform multiple tasks with ease. database management system stores,

organizes and manages a large amount of information within a single software application.
Use of this system increases efficiency of business operations and reduces overall costs.

Database management systems are important to businesses and organizations because they
provide a highly efficient method for handling multiple types of data. Some of the data that are
easily managed with this type of system include: employee records, student information,
payroll, accounting, project management, inventory and library books. These systems are built
to be extremely versatile.

Without database management, tasks have to be done manually and take more time. Data can
be categorized and structured to suit the needs of the company or organization. Data is entered
into the system and accessed on a routine basis by assigned users. Each user may have an
assigned password to gain access to their part of the system. Multiple users can use the system
at the same time in different ways.

For example, a company's human resources department uses the database to manage employee
records, distribute legal information to employees and create updated hiring reports. A
manufacturer might use this type of system to keep track of production, inventory and
distribution. In both scenarios, the database management system operates to create a smoother
and more organized working environment.

A simple database has a single table with rows for the data and columns that define the data
elements. For an address book, the table columns define data elements such as name, address,
city, state and phone number, while a table row, or record, contains data for each person in the
book. The query language provides a way to find specific types of data in each record and
return results that match the criteria. These results display in a form that uses the defined data
elements but only shows records that meet the criteria. These three components make up almost
every type of database.

There are five major components in a database environment: data, hardware, software,
people and procedures. The data is a collection of facts, typically related. The hardware is
the physical devices in the database environment. Operating systems, database management
systems and applications make up the software. Examples of people in the database
environment are the system administrator, programmers and end users. Procedures are the
instructions and rules for the database.
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1.2 Objective of the study

e will learn to use Microsoft Access to create a relational database
e learn about flat database

e will also setup the relationships between tables, and design input forms and queries
(with formulas) plus create reports (also with formulas).

1.3Limitations of the report
On the way of preparing this report, we have faced following problems that may be termed as the

limitation of the study.
« Limitation of time, only two weeks are not enough to write a business plan.
« Limitation of data collection.

« some data are based upon our own interpretation

Chapter 3

Organization Profile
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Located just two kilometers from Hazrat Shahjalal International Airport, ‘Rough Mirror ‘Dhaka
is well-suited to business and leisure travelers. Uttara-home to the corporate office of Ready-
Made Garments-and the city's thriving Central Business District are both within easy reach. With
more than 2,500 square meters of meeting space, the hotel provides an ideal setting for business.
After work, guests can relax at Explore Spa or the rooftop infinity pool. Six restaurants and bars
provide an international array of cuisine and fascinating nightlife. Each of our 304 guest rooms,
including 25 suites, strikes a balance between relaxation and productivity. Our signature LM
BED ensures comfort, a rain forest shower and separate bathtub revive the senses and
complimentary High Speed Internet Access supports the completion of work.

Providing all kind of high quality food suitable for any toughened any guests from around the

world.

BACKGROUND OF THE REPORT

A database management system is important because it handles information efficiently and
enables users to complete various assignments with expertise. database management system
reserves coordinate and manage a vast amount of data within a particular software application.
Use of this system increases the performance of business processes and decreases overall
expenses.

Database management systems are critical to companies and organizations because they provide
an extremely effective technique for managing various types of data. Some of the data that are
easily managed with this sort of operation include employee reports, student information,
payroll, accounting, project control, inventory and library books. These systems are made to be
remarkably talented.

Without database management, tasks have to be performed manually and take extra time. Data
can be classified and structured to accommodate the requirements of the company or
organization. Data is recorded into the system and entered on a regular basis by authorized users.
Each user may have an authorized password to gain entrance to their part of the system. Multiple
users can use the system at the same time in different ways.

For example, a company's human resources department uses the database to manage employee
documents, share legal information to employees and create updated hiring reports. A
manufacturer might use this type of system to keep track of production, inventory, and
distribution. In both scenarios, the database management system operates to create a smoother
and more organized working environment.

A simple database has a separate spreadsheet with rows for the data and columns that define the
data elements. For an address book, the table columns define data elements such as name,
address, city, state and phone number, while a table row, or record, contains data for each person
in the book. The query language provides a method to find particular types of data in each record
and deliver outcomes that meet the standards. These events present in a form that uses the
defined data elements but only shows records that meet the criteria. These three elements make
up almost every type of database.
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There are five major components in a database environment: data, hardware, software, people
and procedures. The data is a collection of facts, typically related. The hardware is the physical
devices in the database environment. Operating systems, database management systems, and
applications make up the software. Examples of people in the database environment are the
system administrator, programmers and end users. Procedures are the instructions and rules for
the database.

The objective of the study
will learn to use Microsoft Access to create a relational database
learn about flat database

will also set up the relationships between tables, and design input forms and queries (with
formulas) plus create reports (also with formulas).

1.3Limitations of the report

On the way of preparing this report, we have faced following problems that may be termed as the
limitation of the study.

« Limitation of time, only two weeks are not enough to write a business plan.
« Limitation of data collection.

« some data are based upon our own interpretation

Chapter 3
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Located just two kilometers from Hazrat Shahjalal International Airport, ‘Rough Mirror ‘Dhaka
is well-suited to business and leisure travelers. Uttara-home to the corporate office of Ready-
Made Garments-and the city's thriving Central Business District are both within easy reach. With
more than 2,500 square meters of meeting space, the hotel provides an ideal setting for business.
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After work, guests can relax at Explore Spa or the rooftop infinity pool. Six restaurants and bars
provide an international array of cuisine and fascinating nightlife. Each of our 304 guest rooms,
including 25 suites, strikes a balance between relaxation and productivity. Our signature LM
BED ensures comfort, a rainforest shower, and separate bathtub revive the senses and
complimentary High-Speed Internet Access supports the completion of work.

Providing all kind of high-quality food suitable for any toughened any guests from around the
world.

Rational Database

Relational databases use many tables and define similarities between them using a schema in
addition to data elements. Records and data elements from each table merge, based on the query,
and display in the form. Routinely managed queries often become records. A record uses the
corresponding query but records on variations in data over time.

a relational database is sorting the data elements into related tables. Once we're able to begin
operating the data, we rely on relationships among the tables to draw the data synchronically in
significant ways. For instance, order data is worthless except we know which consumer set a
special order. By now, we apparently understand that we don't collect customer and order data in
the same table.

Relationship types

One-to-one: Both tables can have only one record on either side of the relationship. Each primary
key value relates to only one (or no) record in the related table. TMost one-to-one relationships
are forced by business rules and don't flow naturally from the data. In the absence of such a rule,
you can usually combine both tables into one table without breaking any normalization rules.

One-to-many: The primary key table contains only one record that relates to none, one, or many
records in the related table. This relationship is similar to the one between you and a parent. You
have only one mother, but your mother may have several children.
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Many-to-many: Each record in both tables can relate to any number of records (or no records) in
the other table. For instance, Many-to-many relationships require a third table, known as an
associate or linking table because relational systems can't directly accommodate the relationship.

Flat File

A flat file database stores data in plain text format. In a relational database, a flat file includes a
table with one record per line. The different columns in a record are delimited by a comma or tab
to separate the fields. Unlike a relational database, a flat file database does not contain multiple
tables. Data stored in flat files have no folders or paths associated with them.

Flat files are widely used in data warehousing projects to import data. No guidance is conducted
on the data they collect, but they are favored due to the efficiency with which they provide data
from the server. Flat files only assist as a simple means of collecting table data but do not operate
any relations between the tables included within them.

Programmers use flat file databases when building applications in Oracle and SQL, which
maintain multiple programming languages. Because of their simple structure, flat files occupy
less space than structured files, but the information in flat files can only be read, stored and sent.

Data representation in a flat file database complies with certain standards. Data in flat files exist
in their original form until they are transported into a database management system or platform
area in a warehouse. Once the transmission is performed, the data is modified and saved in
various forms.

Query
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A query is a request for data or information from a database table or sequence of tables. This
data may be created as sequences returned by Structured Query Language (SQL) or as pictorials,
graphs or complex results, e.g., trend analyses from data-mining tools.

One of several different query languages may be used to perform a range of simple to complex
database queries. SQL, the most well-known and widely-used query language, is familiar to most
database administrators (DBAS).

The query database feature is similar in the necessity to data storage capacity. Thus, a number of
query languages have been produced for different database engines and prospects, but SQL is by
far the most universal and popular.

Query languages create complex various data classes according to function. For example, SQL
returns data in neat rows and columns and is very similar to Microsoft Excel in appearance.

Other query languages generate data as graphs or other complex data manipulations, e.g., data
mining, which is the deep analysis of information that uncovers previously-unknown trends and
relationships between distinct or divergent data. For example, a SQL manufacturing company
query may reveal that monthly sales peak in June and July, or that female sales representatives
continually outperform male counterparts during holiday months.

Using a query makes it comfortable to view, add, delete, or change data in your Access database.
Some other reasons for using queries:

Find specific quickly data by filtering on specific criteria (conditions)
Calculate or summarize data

Automate data management tasks, such as reviewing the most current data on a recurring basis.

PART 1
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Part 1 — Creating a Flat File Database

First, we have to opened Microsoft Excel and renamed the sheet name ‘Employees’ for our
working interest. Then we merged cell A1:K1 in order to write the title ‘Employees for Rough
Mirror’. Then from A2 to K2, we have entered the headings which are No., Title, First Name,
Last Name, Gender, Job Position, Salary, Address, City, State and Postal Code and decorate the
spreadsheet according our preference. From the third row of the sheet. We have entered the data
of sixty employees. We have formatted the Salary column to currency so that it shows the
currency sign and set the decimal point to 0 so that the decimal point doesn’t show. We have
selected the cells A2 to K12 and defined the name of the working area ‘employee list’ so that we
can transfer and refer data while importing in the next step and after this we saved the
spreadsheet as lastname_firstname_excel_database.xIsx.

PART 2
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12 Mr. Azmi Khan Analyst 16Munshipara Rajshahi Rajshahi 5890 Part-time
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Part 2 — Importing data from an Excel Spreadsheet
In part 2 we have import data from the excel sheet flat file which was made in part one to
Microsoft Access. To import the data from the flat file we have to open MS Access and create a
blank database and we have saved it as lastname_firstname_access.accdb. Now, we have to
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import data from the flat data file. To import the data from the excel sheet, we have to click the
External data tab and click on the excel button. After the window pops out, we have to browse
and select the flat access database file in order to import data. After selecting the file, we have to
select the option ‘Import the source data into a new table in the current database’ and click ok. In
the Import Spreadsheet Wizard window, we have selected the “Show Named Ranges” radio
button and selected the range ‘employee list” and clicked next. After checking the box ‘First Row
Contains Column Headings’ we clicked next again. Then we have selected the ‘No.” column in
the table. Under Field Options, we have changed the Field Name to ‘EmployeeNum’ and
clicked next. After this, we’ve selected the “Choose my own primary key” radio button and
chose ‘EmployeeNum’ from the drop-down menu and clicked next. For the Import to Table text
field, we’ve entered ‘EmployeesTbl’, clicked the finish button and clicked the Close button.
After this, we’ve opened the Employee table in the design view mode and deleted the Salary and
Gender field by right clicking on the field row and selecting the Delete Rows option as we don’t
need the fields here. Then we’ve added a new field to the table by typing Employee Status in the
first empty cell in the Field name column and set the data Type to the Lookup Wizard... option.
In the Lookup Wizard window, we’ve selected the ‘I will type in the values that | want’ radio
button and click the Next > button. Under Coll, We’ve typed in the following three options - in
the first three cells: Full-time, Part-time, and On-call. We’ve click the Next > button and check
marked the Limit to List checkbox and clicked the Finish button and saved the file. Then we
have to open the Employees table in the Datasheet and add a status to each of our employees in
the table. To add a status, we have to simply click in the Employee Status cell for each employee
and utilize the lookup values provided by clicking on the pull-down menu and after this we
closed the table.
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Part 3 — Creating the Database Tables

In part 3, we are going to create three additional database tables that will store Customer,
Product, and Order Information. We have followed the instructions below to create the tables.

For creating customer table, we have to click on the Create tab and then click the Table Design
option. This will let us create a new table in Design View. Here we entered the following Field
Names and Data Types- CustomerNum-AutoNumber, Customer Name-Text, Address-Text,
City-Text, State-Text, Zip-Text, Telephone-Text and Fax-Text. We’ve set up our key field by
selecting the customer number field and then selecting the Primary Key icon under the Design
tab and saved our table and named it CustomersTbl. We have to set up an Input Mask for the
Telephone field. It mainly specifies a pattern. We can add an input mask from the general tab
situation in field properties. We also have added input mask for fax field. After this, we’ve
switched the ‘Customerstbl’ to Datasheet View and entered information for 60 customers and
closed the table.

After successfully create the CustomersTbl, we’ve created a Products table for the products and
their prices. To create the Product Table, we’ve followed the steps we used to create the
CustomerTbl and set the following field names and data types- ItemNum-AutoNumber, Item
Name-Text and Retail Price-Currency. We’ve make the ‘ItemNum’ the primary key, saved the
table and named it ProductsTbl. Then we’ve entered 60 different products into the table and
closed the table.

And After the Product Table, we’ve to create orders table which will store all order-related
information and this table will be linked to the previous tables as there are connections between
the tables. To create the Orders table, we’ve followed the steps we used to create the tables and
set the following field names and data types- OrderNum-AutoNumber, Order Date-Date/Time,
ItemNum-Number, Quantity-Number, CustomerNum-Number, EmployeeNum-Number and set
the OrderNum as the Primary Key and added an Input Mask for the Order Date field and selected
the Short Date option. Then we saved the table and named it ‘OrdersTbl’. Then we’ve to set up a
Lookup Values for the ItemNum so that it will obtain the values for the ItemNum from the
ProductsTbl. To set-up look up values we’ve to open the table in Design view and click on
lookup tab situated in the field properties and from the pull down menu we’ve selected the list
box option and selected the following parameters- Row Source- ProductsTbl as the column of
the ProductsTbl contains the information to put into the ItemNum field, Column Count- 2 and
column Width- 0.25”;1” and didn’t changed the other values.

Instructor: Ahmed Imran Kabir (AIK)
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Part-4

After creating the four tables with the appropriate number of fields, key fields and field
attributes,, we’ve to set-up relationships between the tables including Enforce Referential
Integrity. Referential integrity is a set of rules that MS Access enforces to maintain consistency
between related tables when you update data in a database. To create relationship between the
tables, at first we have to Click the Database Tools tab and click on the Relationships option and
Click on the Show Table button. Then we’ve selected all four tables and clicked the Add button.
Then we arranged the tables according to our relationship. And then, we’ve clicked, hold, and
dragged the CustomerNum field in the CustomersTbl over the CustomerNum field in the
OrdersTbl. In the Edit Relationships window, we’ve checkmarked the ‘Enforce Referential
Integrity checkbox’ and clicked the Create button. Then again we’ve clicked, hold and dragged
the ItemNum field in the ProductsTbl over the ItemNum field in the OrdersTbl and again in the
Edit Relationships window, we’ve check marked the Enforce Referential Integrity checkbox and
then clicked the Create button. After this, we’ve Clicked, hold, and dragged the EmployeeNum
field in the EmployeesTbl over the EmployeeNum field in the OrdersTbl and in the Edit
Relationships window, we’ve clicked on the Create button but in this time we haven’t check
marked the enforce referential integrity. As we’ve made the relationship between the tables,
we’ve closed the relationships and save.
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Part 5 — Generate a Form to Input Data

In part-5 we’ve to create an input form for adding a new customer and another input form for
taking new orders.

In order to create an input form for the Customers table at first we’ve to click on the Create tab
and then click on the Form Wizard option. For the Tables/Queries option, we’ve used the pull-
down to choose Table: CustomersTbl and selected all of the fields from the Customers table by
clicking on the >> button then clicked the Next button. For the layout, we’ve select the columnar
radio button and Clicked the Next button. For the title of your form, we’ve entered
CustomersFrm and selected the Modify the form’s design option and clicked the Finish button.
As the Customer Number is assigned automatically, we want to prevent the user from

“clicking” within this field. To “lock” this field, perform the following tasks in the Design view:
We’ve to select the CustomerNum input field then click on the Property Sheet button under

the Design tab. The Property Sheet will be displayed on the right-hand side. In the Property
Sheet, we’ve to select the Format tab. For the Back Style property, we’ve to select the
Transparent option. For the Border Style property, we’ve have selected the Transparent option.
In the Property Sheet, we’ve to select the Data tab. For the Locked property, we’ve selected the
Yes option. In the Property Sheet, selected the Other tab. For the Tab Stop property, we’ve
selected the No option and Save your form. After this, we’ve selected the View pull-down and
select the Form View and have to create a second form called NewOrderFrm. To create this, we
have to click on the Create tab and then click on the Form Wizard option. For the Tables/Queries
option, we’ve used the pull-down to choose Table: OrdersTbl. and we have to select the
following three fields: OrderNum, Order Date, and Quantity and have to click the Next button.
For the layout, we have to select the Columnar radio button and Click the Next button. For the
title of the form, we have to enter NewOrderFrm and have to select the Modify the form’s design
option and Click the Finish button. After that, we have to set the following properties (using the
Property Sheet) for the OrderNum and Order Date field objects:

Tab Property Value
Format Back Style Transparent
Format Border Style Transparent
Data Locked Yes

Other Tab Stop No

After that, we have to set the following property for the Order Date field object:

Tab Property Value
Data Default Value =Date()

Then we have to arrange the three label/field groups, which are currently on your form, as shown
in the sample at the top of the page. For the Customer Name and Customer Number, we have to
add a combo box. Under the Design tab in the Controls section, we have to select the Combo
Box icon in order to insert. We have to drag and outline the location for the object on the form.
The Combo Box Wizard

window will open. Then we have to select the ‘I want the combo box to get the values from
another table or query’ option and then we have to click the Next button. For the table or query
question, we have selected the Table: CustomerThbl option and clicked the Next button. Using the
> putton, we have to add the following two fields: CustomerNum and CustomerName and have

Instructor: Ahmed Imran Kabir (AIK)



to Click the Next button. We have to Sort by CustomerName in Ascending Order and then have
to click the Next button. Then we have to checkmark the Hide key column checkbox and have to
click the Next button. Then we have to select the Store that value in this field option and select
CustomerNum and have to click the

Next button and have to enter Customer Name for the label and then have to click the Finish
button.

In the Property Sheet, we’ve clicked on the Others tab and set the Tab Index property to 0. For
the Employee Name and Employee Number, we’ve added a combo box by using the Combo Box
wizard. We’ve used the same steps as above with the following exceptions

For the table, we have to select Table: EmployeesTbl. We have to select the following two fields:
EmployeeNum and LastName and Sort by Last Name in Ascending Order. We have to Store the
value in the field EmployeeNum. Have Label the field Employee Name and have to set the Tab
Index property to 1. For the Item, we have to add a combo box by using the Combo Box wizard.
For the table, We have to select Table: ProductsThl. We have to Select the following two fields:
ItemNum and ItemName and sort by Item Name in Ascending Order and have to store the value
in the field ItemNum. We have abel the field Item and Set the Tab Index property to 2. For the
Quantity field, We have made sure the Tab Index property is set to 3 and then we have saved
your form design Then we have to View the Order Form in Form View and we’ve used the New
(blank) record icon at the very bottom of the form to add 4 more orders.
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@l I+ lastname_firstname_access - Copy : Database (Access 2007 - 2010) - Microsoft Access - b
Home Create External Data Database Tools Design & 0

[ " ® 2a 5 = ]
]j ! 3@ _/! :J;L_'! /! ﬁ )\' Union u-:j > \nservtRows 4 Insert Columns Z :[\:}] gpmpmyshm

@ Pass-Through ' Delete Columns | Table Names|

2 2 < Totals Parameters
Table 7, Data Definition | Taple 5o Builder A3l Return: All

View Run |Select | Make Append Update Crosstab Delete Show
Results Query Type Query Setup Show/Hide
All Access Objects ¥) « | 73} Orders for March Query X | Property Sheet X
Search.. o 4| Selection type: Field Properties
Yabics v ProductsTbl OrdersTbl =| General Lookup
Queries 2 % i S x Description
= ItemNum ¥ OrderNum Format
B Orders by Customers Query {temName OrderDate Input Mask
27 Orders for March Query RetailPrice ItemNum Caption
== v Quantity Smart Tags
~ CustomerNum
Reports ¥ EmployeeNum
-
< >
Field: + | ltemName Quantity RetailPrice Total: [Quantity]*[Retz
Table: | OrdersTbl ProductsThl OrdersTbl ProductsTbl
Sort: | Ascending
Show: %] O O
Criteria: | Between #3/1/2012%
or:
CRIM >
Form View 8 @ sa[i|
12:40 PM =
12/19/2018 Y1
= lastname_firstname_access - Copy : Database (Access 2007 - 2010) - Microsoft Access. = X
Home Create External Data Database Tools > @
) A v - = 2 a
% cut ? 4} Ascending 7 Selection @ ='New X Totals UeReplace | = P
33 Copy %| Descending ¥ Advanced ~ =Hsave 7 Spelling = GoTo~
Filt Refresh Find v 3 Sy
- f Fo a ki R ot W Toggle Filte eA‘r,E.s X Delete ~ = More ~ it lg Select - BIU|A 2
Views Clipboard * Sort & Filter Records Find Text Formatting *
All Access Objects v « | 73 Orders for March Query x
Search.. 0 OrderDate -~ ItemName -~ | Quantity - | RetailPrice ~ Total - -
Tables ¥ 6 $43 $258.00
Querics 2 3/2/2012 Jam 5 $14 $70.00
59 Orders by Customers Query 3/3 /2012 Honey 4 $24 $96.00
5 Orders for March Query 3 /4 /2012 Wine dessert 3 $55 $165.00
3/5 /2012 Ginger ale 2 $23 $46.00
Forms ¥ - =
et = 3/6 /2012 Fruit salad 1 $9 $9.00 3
Po 3 /7 /2012 Sponge cake 2 $14 $28.00
3/8/2012 Pastry 3 $11 $33.00
3 /9 /2012 Carrot halwa a $15 $60.00
3/10/2012 Icecream 5 $10 $50.00
3/11/2012 Apple juice 6 $16 $96.00
3 /12/2012 Mango juice 7 s14 $98.00
3/13/2012 Veg. cutlet 8 $12 $96.00
3/14/2012 Potato wafers 9 $12 $108.00
3/15/2012 Cake plain 10 $23 $230.00
3/16/2012 Upma 9 $23 $207.00
3/17/2012 Vermicelli 8 $13 $104.00
3/18/2012 Chapati 7 $10 $70.00
3/19/2012 Cheese 6 $34 $204.00
3 /20/2012 Groundnuts, rc 5 $14 $70.00
3/21/2012 chicken burger 4 $34 $136.00
3/22/2012 Pizza 3 $34 $102.00
3/23/2012 Souvlaki 2 $56 $112.00
3/24/2012 Bhatura 1 $22 $22.00
3 /25/2012 Aloo shimla mi 2 $16 $32.00 o=
Record: 4 ? 1.01 31 LN ¢ [ Filte Search
Datasheet View | | 8 @ s

12:39PM

12/19/2018

Instructor: Ahmed Imran Kabir (AIK)



@ = Is lastname firstname_access - Copy : Database (Access 2007 - 2010) - Microsoft Access. s X
Home | Create  ExternalData  Database Tools @
b\// % ? 4| Ascending %z Selection ¥ 2 = New X Totals &a eReplace |
e 33 copy %| Descending V= Advanced ~ M Bsave  “F spelling = GoTo~
view Filter . 7 Re’;’rlejh X betete.~ B More » in 1 Seiect - B I U
Views Clipboard , & Filter Records Find Text Formatting »
All Access Objects v « | “3 Orders by Customers Query %
Search.. yel CustomerNum - CustomerName - | ItemNum -~ Quantity - RetailPrice - Total - -
Tables 2 Adams 29 3 $34 $102.00
BB CustomersTol 16 Aguilar 16 5 $14 $70.00
BR Enpisiecsion 41 Baril 41 9 $23 $207.00 L
41 Baril 50 3 $54 $162.00 =
= orderstol 47 Beard 47 3 $54 $162.00
B Produdsol 47 Beard 33 2 843 $86.00
Queries 2 23 Brown 23 5 $44 $220.00
23 Orders by Customers Query 23 Brown 18 6 $10 $60.00
B3 Orders for March Query 56 Campbell 56 6 $21 $126.00
e x 11 Chambers 1 10 $23 $230.00
B customersFm 12 Comstock 12 9 $12 $108.00
= 21 Davidson 21 7, $11 $77.00
E2 NewOrderFrm
45 Dwyer 45 5 $43 $215.00
fieports 2 45 Dwyer 1 2 $12 $24.00
I8 1astname firstname created 12/14/20... 37 Eller 37 3 ) $207.00
43 Enriquez 43 7 $43 $301.00
39 Evans 39 9 $32 $288.00
28 Everson 28 2 $56 $112.00
38 Fetters 38 10 $43 $430.00
34 Fletcher 34 6 $32 $192.00
60 Ford 60 10 $43 $430.00
10 Funk 10 2 $14 $28.00
25 Gaillard 25 3 $17 $51.00
15 Gatewood 15 6 $16 $96.00
7 Green 7 5 $10 $50.00 B
Record: 4 10of 64 L 2 g

Datasheet View

15PM

Create External

=)
Make Append U
Table

[ - IE
B! =

Select

View  Run

Results

L 12/19/2018 E’

lastname firstname_access - Copy : Database (Access 2007 - 2010) - Microsoft Access.

Data  Database Tools Design > @
A ﬁ § @ union ZainsertRows ‘' Insert Columns Z =1 [&F Property Sheet|
4 b 4 [ e

9 @ Pass-Through #' Delete Columns [?1 (B oot names|

pdate Crosstab Delete Show | | i Totals Parameters
N Builder A3 Return: All

Query Setup

hi
Tal

a7, Data Definition ble

Show/Hide

All Access Objects
Search..

X

Property Sheet
Selection type: Field Properties

Tables

B customersTol
£ employeesTbl
1 ordersTol
B ProductsTol

ProductsThl
¥ itemNum
ItemName
RetailPrice

OrdersTbl
% orderNum
OrderDate
ItemNum
Quantity
CustomerNum

CustomersTbl =| General Lookup

* Description

Format
Caption
Smart Tags

¥ customerNum
CustomerName
Address
city

Queries
EF Orders by Customers Query
23 Orders for March Query

State
2

i

Forms
=

CustomersFrm

NewOrderFrm

ftemNum Quantity RetailPrice

< | CustomerName Total: [Quantity)*[Retz
=

Reports
a

lastname firstname created 12/14/20...

C OrdersTbl

OrdersTbl

ProductsTbl

Ascending Descending

Criteria:
or

4

Form View

| | B @ @ so]
:15 PM

Instructor: Ahmed

2 12/19/2018

Imran Kabir (AIK)



Part 6 — Build Queries to Access Data

In this part we are going to create two queries. Both queries will extract data from at least two of
the tables and sort the resulting information to be displayed. Both queries will also include a
formula. For this, we have to click on the Create tab and then click on the Query Wizard option.
In the New Query window, we have to select the Simple Query Wizard option and click the OK
button. For the Tables/Queries option, we have to select Table: OrdersThl. and have to select the
following two fields: Order Date and Quantity. For the Tables/Queries option, we have selected
Table: ProductsThl and have to select the following two fields: ItemName and Retail Price and
then have to click the Next button. Then we have to select the Detail radio button and have to
click the Next button. For the title of your query, we have entered Orders for March Query. We
have to select the Modify the query design. radio button and have to click the Finish button. And
then we have to select the Quantity column and drag it between the Item Name and Retail Price
columns. Within the Order Date column, We’ve set the Criteria for the query by typing Between
#3/1/12# And #3/31/12# in the cell on the Criteria row. We’ve sorted the information by date by
selecting Ascending from the pull-down on the Sort row within the Order Date column. We’ve to
add a new column of information for the Total. On the Field row in the first black column, We
have to enter the following: Total:[Quantity]*[Retail Price] . Then we have to switch to the
Datasheet View to view the query results and have to create a second query to list orders by
customers. Using the Simple Query Wizard, We’ve created a query named Orders by
Customers Query. The fields for the query will be taken from three tables:

Table Field
CustomersThbl CustomerNum
CustomersTbl CustomerName
OrderThl ltemNum
OrderTbl Quantity
ProductsThbl RetailPrice

Then we have to create a field for Total and have use an appropriate formula to calculate the
price and Sort the information by both customer name and total price. We’ve sorted
CustomerName in Ascending order and the Total in Descending order and switched to the
Datasheet View to view the query results.
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In this part, we are going to create one report that collects at least one field of data from three of
the tables. Formulas will be used to keep a running total and to calculate a grand total for the
report. To create the report, At first we have to click on the Create tab and then have click on the
Report Wizard. The fields for the query will be taken from three tables. We have to add them in
the following order:

Table Field
CustomersTbl CustomerName
ProductsTbl ltemName
OrdersThbl Quantity
ProductsTbl RetailPrice

For viewing the data, we have to select by OrdersThl and for sorting, we have to select
CustomerName in Ascending order. For the Layout, We’ve selected Tabular. For the
Orientation, we’ve selected Landscape and for the Title, We’ve to enter lastname firstname
created mm/dd/yy. Then we have to select the Modify the report’s design before clicking on the
Finish button. Then we have to add the Total label to the report using the Label tool and have to
click on the Design tab. Inthe Controls section, We have to select the Label icon (Aa). After
this, we have to draw the label object within the Page Header section of the report. In the Label
box, we have to enter Total and have to adjust the size and location of the new object. Then we
have to add the Total field to your report using the Text Box tool. In the Design tab in the
Controls sections, we have to select the Text Box icon and have to draw the field object within
the Detail section of the report. After this, we have to access created a Text label within the
Detail section and have to delete this Text object by right clicking on it and selecting the Delete
option. Then we have to select the new Unbound control object. In the Property Sheet, we have
to select the Data tab and have to set the Control Source property to =[Quantity]*[RetailPrice]. In
the Property Sheet, we have to select the Format tab and have to set the Format property to
Currency. Then we have to adjust the size and location of the new field object as shown in the
sample. Then we have added the Running Total objects to the report by adding a Label in the
Page Header section and a Text Box in the Detail section. We have to Repeat steps 3 and 4 what
we did for the Total label and Total field. Additionally, for the Running Total field object, in the
Property Sheet in the Data tab, we have to set the Running Sum property to Over All and have to
update the Page Footer section and have Remove any objects that are currently in the Page
Footer section. Then we have to add a horizontal line to the top of the section. In the Design tab
in the Controls section, we’ve used the Line option and have added a Grand Total text box. For
the Grand Total label, we’ve changed the text to Grand Total and selected the Grand Total field
object. In the Property Sheet, we have to select the Data tab and have to set the Control Source
property to the name of the Running Total field object. In the Property Sheet, we have to select
the Format tab and have to set the Format property to Currency. In the Report Header section,
we’ve changed the title of the report to Accounts Receivable by Rough Mirror and have switched
to the Report View and verify that your report resembles the sample and that all values are
calculated and displayed properly. After those steps, We’ve finally Saved and closed the report.
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Conclusion

The database has enabled us to perform efficiently and to remain competitive, it is essential for a
company to maintain its data suitably. Databases allow a quick way to significant data; provide
protected storage for delicate data, and offer analysis/reporting tools for real-time decision
making. We will take this exciting opportunity to get in on the ground floor of a company with
unlimited growth potential

Instructor: Ahmed Imran Kabir (AIK)



	Executive Summary:
	Chapter 1
	Introduction
	1.1 BACKGROUND OF THE REPORT
	1.2 Objective of the study
	1.3Limitations of the report

	Chapter 3
	Organization Profile
	PART 1
	Part 1 – Creating a Flat File Database
	Part 2 – Importing data from an Excel Spreadsheet
	Part 3 – Creating the Database Tables
	Part-4
	Part 5 – Generate a Form to Input Data
	Part 6 – Build Queries to Access Data
	Part 7 – Create a Report
	Conclusion

