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Hng dn thc hnh bi tp chng 1 v 2

Ni dung thc hnh:

To database (csdliu) mi

To tables

To quan hgia cc tables

Nhp liu vo tables
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To database mi

1. Khi ng Microsoft Access. Mn hnh giao din ca Access xut
hin.

2. Click Create a new filetrong khung Getting Started.
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3. Click Blank Databasetrong khung New File.

4. To thmc BaiTap_Accesstrong D.

Ghi ch: to thmc mi, chn a D trong Save in. Click biu tng .

5. Double-click thmc BaiTap_Access.
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6. G BanHang.mdb trong File name.

Ghi ch: Phn mrng ca cc file Access l .mdb.

7. Click nt . Ca sca csdl BanHangmra:

Cc i tng trong database

Tableslu trdliu trong csdl.

Queriesly dliu theo yu cu.

Formsl phn giao din, dng nhp dliu vo tables.

Reportsin dliu ra giy.
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1. Click Tablestrong danh sch cc Objects.

2. Click Queries.

3. Click Forms.
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4. Click Reports.

5. Click Tables.

6. Click nt Maximize .

Ca sdatabase BanHangmrng ton mn hnh:


	
5/20/2018 HD THUC HANH ACCESS.pdf

7/86

To table

1. Double click Create table in Design View. Ca sTable Design
View:

2. G vo MaNCCtrong ct Field Name. Nhn Tab.
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3. Trong ct Data Typebn cnh field MaNCC, click mi tn v chn
Number.

4. Click Field Sizetrong phn Field Properties. Click mi tn v chn
Long Integer.
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5. Click vo fields MaNCCv click biu tng Primary Keytrn
toolbar.

6. Click nt Savetrn toolbar. G NhaCungCapvo Table Name. Click
OK.
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Click Notrli ca sTable Design to kha.

Thc hin cc bc trn to table SanPham.

To quan h

1. Click biu tng Relationshipstrn toolbar.

Ca sRelationshipsv Show Tablemra.

Ghi ch: Nu khng thy ca sShow Tablexut hin th click nt Show Table
trn thanhcng c.
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2. Double-click table NhaCungCaptrong ca sShow Table.

3. Double-click table SanPham.

4. Click nt Closeng ca sShow Table.
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5. Click field MaNCCtrong table NhaCungCap, ko v t trn field
MaNCCca tableSanPham.

6. Thchut. Ca sEdit Relationshipsxut hin.

nh du vo Enforce Referential Integrityv click Createto quan
h.

Quan hgia cc fields nhsau:

7. Click nt Closeng ca sRelationships.

8. Khi thy thng bo nhc nhth chn Yes.
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Nhp dliu vo table

1. Double-click vo tn table NhaCungCaptrong ca sDatabase.

Ca stable NhaCungCapxut hin (Datasheet View).

2. Nhp dliu theo tng record.

Nhn Tabhoc Enterdi chuyn gia cc fields.

Nhn Eschy brecord ang nhp.

Lu : field MaNCCl kha, nn cc gi trtrong field ny khng ging
nhau.Click Format| Fontthay i kiu ch.

Dliu c lu li khi di chuyn sang record khc.

3. Sau khi nhp xong record cui, click nt Closeng ca
sDatasheet.

Tip tc nhp liu vo table SanPham. Lu field MaNCCtrong table
SanPhamlcc gi trca field MaNCCtrong table NhaCungCap.
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Hng dn thc hnh bi tp chng 3

Ni dung thc hnh:

Mdatabase BanHang to

To query

Thc hin query

Sp xp cc records

Thm field vo query

Thm iu kin (dng AND, OR)

Thc hin cc php tnh trong query

Tnh ton trn mt nhm records (Sum, Count, Avg, Min, Max)

To Parameter query

To Crosstab query

To Action query
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To query

1. Khi ng Microsoft Access. Mdatabase BanHang.

2. Click Queriestrong danh sch cc Objects.

3. Double-click Create query in Design view.

Ca sDesign Viewxut hin.
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4. Click table NhanVientrong ca sShow Tablev click nt Add.

5. Click nt Close.

Table NhanVienc a vo query. Ca squery nhsau:

Bng thit kquery
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Thm fields vo query

1. Ko r field MaNVttable NhanVien vo ct u tin ca bng thit kquery
(querydesign grid) v thchut.

Bng thit kquery nhsau:

2. Tng t, ko r cc field HoVN, TenNV, NgaySinh, bng thit kquery
nhsau:

Thc hin query

1. Click nt Run trn Toolbar.
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Ca squery nhsau:

Query hin thMaNV, HoNV, TenVN, NgaySinhtrong table NhanVien.

Sp xp cc records

1. Click biu tng trli ca sDesignView.

2. Click dng Sortca field TenNV. Click mi tn v click
Ascending.
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3. Click nt Run trn Toolbar thc hin query. Cc records c sp
thttheofield TenNV.

4. Click nt Savetrn Toolbar lu query.

Thm iu kin

1. Mquery qryNhanVientrong ca sDesignView.

2. Click dng Criteriaca field TenNV. G T*v nhn Enter

Lu : K t* i din cho nhiu k t.

Access tng thm tkha Like v du nhy i bao quanh iu kin T*, v field
TenNVc kiu dliu l Text. Nu field l dliu ngy, Access sbao quanh bng
k t#.
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3. Click nt Run trn Toolbar. Kt quca query nhsau:

Php ton OR trong iu kin

1. Click biu tng trli ca sDesignView.

2. Click dng bn di iu kin Like T*ca field TenNV. G H*v nhn
Enter.

3. Click nt Run . Kt quca query nhsau:

Php ton AND trong iu kin

1. Click biu tng trli ca sDesignView.

2. Xa cc iu kin trong dng Criteriaca field TenNV.

3. Thm field NamNuvo bng thit k.
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4. Click dng Criteriaca field NgaySinhv g
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4. Click vo field NgaySinh, g 2008 Year([NgaySinh])

5. Click nt Run . Kt quca query nhsau:

Lu : Exp1 l tn field va to bi cng thc 2008 Year([NgaySinh]).

6. Click biu tng trli ca sDesignView.

Xa Expr1v g vo Tuoi.

7. Click nt Run . Kt quca query nhsau:

Lu : Tuoi l field c tnh tbiu thc Tuoi: 2008 Year([NgaySinh]),
field tuoi khng c trong
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([ g y ]) g g

Tnh ton trn mt nhm records

1. Click biu tng trli ca sDesignView.

2. Xa 2 fieds HoNVv TenNV.

3. Click nt Total trn toolbar. Xut hin dng Totaltrong bng thit
kquery.

4. Click vo dng Totalca field MaNV, chn Count.

5. Click vo dng Totalca field Tuoi, chn Where.

G iu kin Between 40 and 50trong Criteria.
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6. Click nt Run . Kt quca query nhsau:

To Parameter query

1. Click Queriestrong danh sch cc Objects.

2. Double click Create query in Design viewto query mi gm cc
fields sau:

3. Click dng Criteriaca field MaNV v g [Nhap vao ma nhan
vien]

4. Click nt Run . Hp thoi Enter Parameter Valuexut hin:

5. G 1v Enter. Kt ququery nhsau:

6. Clicknt Save. t tn query l Xem thong tin nhan vien.
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To Crosstab query

1. Click Queriestrong danh sch cc Objects.

2. Double click Create query in Design view.

3. Click chn cc tables KhachHang, HoaDon, ChitietHDv
SanPhamtrong ca s

ShowTable:

Click nt Closeng ca sShowTable.

4. a 3 fields TenKH, TenSP, Soluongvo bng thit kquery.
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5. Click menu Queryv click CrosstabQuery.

Dng Totalv Crosstabxut hin trong bng thit kquery.

6. Click dng Crosstabca field TenKH, chn RowHeading.

7. Click dng Crosstabca field TenSP, chn ColumnHeading.

8. Click dng Totalca field SoLuong, chn Sum.

Click dng Crosstabca field SoLuong, chn Value.
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9. Click nt Run . Kt ququery nhsau:

10.Click nt Save. t tn query l So luong san pham ban.

To Upadate query

1. Double-click table SanPham xem cc records.

2. Lu DonGiaMuaca Tht nc (60,000) v Tm s (120,000):

3. ng table SanPham.

4. Click Queriestrong danh sch cc Objects.

5. Double-click Create query in Design view.

6. Double-click table SanPhamtrong ca s ShowTable.

7. Click Closeng ca s ShowTable.

8. Click menu Query, chn UpdateQuery.
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9. Double-click field DonGiaMua.

10.Click vo ct DonGiaMua, dng UpdateTo.

11.

G [DonGiaMua]*1.1v nhn Enter.

12.Double-click field MaSP.

13.Click dng Criteriaca ct MaSPv g 9Click dng orca ct MaSPv g
10

14.Click nt Run . Access hin th hp thoi thng bo:

Click Yes.Lu : Khng thy ca s hin th cc records.

y l loi Action query, tc ng trc tip n records, ch khng hin th cc
records
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yl loi Action query, tc ng trc tip n records, ch khng hin th cc
records

15.Clicknt Save. t tn query l Cap nhat gia San pham.

16.Click nt Closeng ca s query.

17.Kim tra kt qu sau khi thc hin Update query.M table SanPham.
Gi ca tht v tm thay i.

To Make Table query

1. Click Queriestrong danh sch cc Objects.

2. Double-click Create query in Design view.

3. Double-click table HoaDonv ChiTietHDtrong ca s ShowTable.

4. Click Closeng ca s ShowTable.

5. Double-click du * chn tt c cc fields ca table HoaDon.
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6. Tip tc double-click cc fields MaSP, SoLuong, DonGiaBan,
GiamGiatrong tableChiTietHD.

7. Click vo ct k tip ct GiamGia, g Thang:
Month([NgayDatHang]).Click dng Criteria ca ct ny v g 2

8. Click nt Run . Kt qu ca query nhsau:

Lu : y l kt qu ca Select query.

9. Click menu Query, chn Make-Table Query. Hp thoi Make tablexut
hin.
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10.G vo tn table s to l HoaDonT2v click OK.

11.Click nt Run . Access hin th hp thoi thng bo:

Click Yes.

12.Click nt Save lu query. t tn query l Tao table luu hoa don
thang 2.

13.Click nt Closeng ca s query.

14.Kim tra kt qu thc hin query.Click Tablestrong danh sch cc
Objectsv c table HoaDonT2trong danh schcc tables.
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15.Double-click table HoaDonT2 xem cc records.

Click nt Closeng ca s table.

To Delete query

1. Double-click table ChiTietHD. Trong ca s table hin th 16
records.

2. Click nt Closeng ca s table.

3. Click Queriestrong danh sch cc Objects.

4. Double-click Create query in Design view.

5. Double-click table ChiTietHDv HoaDontrong ca s ShowTable.

6. Click Closeng ca s ShowTable.
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7. Click menu Query, chn Delete Query.

8. Double-click du *trong table ChiTietHD.

9. G Thang: Month([NgayDatHang]) ct k bn v g 2 dng Criteria.

10.Click nt Run . Access hin th hp thoi thng bo:

Click Yes.
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11.Click nt Save. G tn query l Xoa chi tiet hoa don thang 2.
Click OK.

12.Click nt Closeng ca s query.

13.M table ChiTietHD, s records ch cn 11.

Click nt Close ng ca s table.

Thc hin cc bc tng t xa cc records thng 2 ca table HoaDon.

To Append query

1. Double-click table HoaDon. Trong ca s table hin th 4
records.

2. Click nt Closeng ca s table.

3. Click Queriestrong danh sch cc Objects.

4. Double-click Create query in Design view.
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5. Double-click table HoaDonT2trong ca s ShowTable.

6. Click Closeng ca s ShowTable.7. Click menu Query, chn Append
Query. Hp thoi Appendxut hin.

8. Click mi tn trong Table Namev chn table HoaDon. Click OK.

9. Double-click cc fields MaHD, MaKH, MaNV, NgayDatHang,
NgayGiaoHang.
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10.Click nt Total trn Toolbar nhm cc records.

Lu : Cc records trong table HoaDonT2 bao gm lun chi tit cc ha
n.

Nhng tach chn cc records gm cc fields tng ng vi table
HoaDon.

V vy cn phi groupcc records trnh trng hp d liu b trng lp.

11.Click nt Run . Access hin th hp thoi thng bo:

Click Yes.

12.Click nt Save. G tn query lNoi cac hoa don thang 2. Click
OK.

13.Click nt Closeng ca s query.

14.M table HoaDon, c 2 records c thmvo.

Click nt Closeng ca s table.

Thc hin tng t vi table ChiTietHD.
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Hng dn thc hnh bi tp chng 4

Ni dung thc hnh:

To formsdng wizard

Dng form nhp d liu

iu chnh kch thc cc Text Box, Label

Thay i thuc tnh Label

Di chuyn cc Text Box, Label

Canh bin cc Text Box, Label

Thm Label vo Form Header

Thm Command Button vo Form Footer

Thm Combo Box
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To form

1. Khi ng Microsoft Access.

2. Mdatabase BanHang.

3. Click Formstrong danh sch cc Objects.

4. Double-click Create form by using wizard.
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5. Ca s FormWizardxut hin. Click chn table NhanVien.

6. Click nt .
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Tt c cc fieldsca table NhanViens c a vo form.

7. Clicknt .

8. Chn Columnartrong ca s k tip. Click nt .
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9. Chn Standardtrong ca s k kip. Click nt .

10.Khi ca s cui cng xut hin, g Ly Lich Nhan Vientrong trng.
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11.Click nt . Form c to c dng nhsau:

Thm mt record mi

1. Click nt trong ca s form Ly Lich Nhan Vien. Mt record trng
xut hin.

2. G thm 1 nhn vin mi (MaNV= 10) vi cc thng tin nhsau:

Lu : Nhn phm Tab di chuyn di chuyn gia cc field.

3. ng form v tr li ca s database.
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Hiu chnh form

1. Click Formstrong danh sch cc Objects.

2. Double-click Ly Lich Nhan Vien.

3. Khi form Ly Lich Nhan Vienm, click biu tng trn Toolbar.

Lu : biu tng chuyn ca s t dng Form Viewsang Design View.

Khi hiu chnh nn phng to ca s Form (click nt ).
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Form c hin th trong ca s Design Viewnhsau:

iu chnh kch thc field

1. Click HoNV.

2. Nhn phm Shiftng thi click TenNV. C 2 u c chn.
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3. Click menu Format, click Sizev To Widest.

Form c dng nhsau:

4. Click NgaySinh. t con tr chutc hnh v ko r sang tri thu nh
fieldNgaySinh.
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Thay i thuc tnh Caption

1. Double-click label Nam/N.

Ca s Propertiesxut hin.

Lu : Access t ng t tn cc control (label, textbox) khi thm
control vo form.

2. Click Format.
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3. Click Caption.

4. G vo Gii tnhv nhn Enter.

5. Click trn Toolbar. Label c canh phi.

6. Click biu tng trn Toolbar chuyn sang ca s FormView.

Di chuyn fields

1. Click biu tng trn Toolbar chuyn sang ca s DesignView.

2. t con tr chut ti ng bin ca formv ko r sang phi m rng
form.
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3. Click NamNu.

4. t chut ln NamNu. Con tr chut c hnh bn tay .

Ko r NamNun v tr mi.

Lu : Khi di chuyn field NamNu, label Gii tnhs di chuyn theo.

5. t chut ln thc dc, bn tri label Chc v.
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Ko r chut trn thc dc, 2 ng k ngang xut hin, cho bit cc i tngnm
trong vng c chn.

6. t chut ln cc i tng chn (con tr chut c hnh bn tay) v ko r diln
trn.

7. Click biu tng trn Toolbar chuyn sang ca s FormView.

Thm Label1. Click biu tng trn Toolbar chuyn sang ca s
DesignView.
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2. t con tr chut ng phn cch gia Form Headerv Detail.

Ko r chut xung di m rng FormHeader.

3. Click nt trn Toolbar m Toolbox (hp cng c).

Form Header
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4. Click nt Label trn Toolbox v v ln phn FormHeadermt hnh ch
nht.

G v L LCH NHN VINv nhn Enter.

5. Click mi tn bn cnh biu tng FontSizev chn c ch 14.
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6. Click biu tng trn Toolbar chuyn sang ca s FormView.

Thm Command Button

1. Click biu tng trn Toolbar chuyn sang ca s DesignView.

2. t con tr chut di ng phn cch Form Footer.

Ko r chut xung di m rng FormFooter.

3. Click nt ControlWizards (chm xung) trn Toolbox bt chc nng
Wizard.

Form Footer


	
5/20/2018 HD THUC HANH ACCESS.pdf

53/86

4. Click nt CommandButton trn Toolbox v click ln FormFooter.Mt
nt lnh c to ra trong phn Form Footer v hp thoi Wizard xut hin.

5. Chn Form Operationstrong phn Categoriesv CloseFormtrong phn
Actions:

Click nt .

6. Click Texttrong ca s k tip. G Thotv click nt .

Lu : Nu chn Picturev chn StopSignth trn nt lnh s c biu tng .
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7. Chp nhn tn nt lnh c sn trong ca s cui cng v click .

Lu : -C th g vo tn nt lnh trong trng, v d nutThoat.

- Tn khng c trng.

8. Click biu tng trn Toolbar chuyn sang ca s FormView.
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To form dng main sub

1. Click Formstrong danh sch cc Objects.

2. Double-click Create form by using wizard.

3. Ca sFormWizardxut hin. Clich chn table HoaDonv click nt .

Tt ccc fields ca ca table HoaDonsc a vo form.
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4. Clich chn tip table ChiTietHD.

Double-click cc fields: MaSP, SoLuong, DonGiaBan, GiamGia.

5. Click nt .

6. Chn Form with subform(s)trong ca sktip. Click nt .
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7. Chn Tabulartrong ca sktip. Click nt .

8. Click chn Expeditiontrong ca sktip v click .
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9. Khi ca scui cng xut hin, g tn form l HoaDonv tn subform l
HoaDonSubform.

10.Click nt . Form c to c dng nhsau:
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Sau khi hon tt, trong ca sdatabase (phn form) xut hin 2 forms:
HoaDonvHoaDonSubform.

Mform HoaDonca sDesignthay i rng hin thHoaDonSubformvrng cc
fields cho ph hp.

Thm Combo Box

1. Mform HoaDon Subformca sDesign.

Sp xp cc fields to 1 ct trng nhsau:

2. Click nt ControlWizards (chm xung) trn Toolbox bt chc nng
Wizard.

3. Click nt Combo Box trn Toolbox v click ln Detailbn cnh field
MaSP.

Mt combo box c to ra trong phn Detail v hp thoi Combo Box
Wizardxut

hin.
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4. Click I want the combo box to look up the values in a table
or query.

Click .

5. Click table SanPhamv click .
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6. Click chn field TenSPv click .

7. Click mi tn v chn TenSP. Click .
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8. Click .

9. Click Store that value in this field:v click field MaSP.
Click .
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10.Click .

Combo box MaSPc to trn form nhsau.

Canh bin cc control

1. Click label TenSPv click nt .

2. Click vo phn FormHeaderv click .
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3. Click chn label TenSPv combo box MaSP. Click menu Format,
cllick chn Alignv cllick Left.

Label TenSP v combo box MaSP canh ngay ct vpha tri.

4. Click biu tng trn Toolbar chuyn sang ca s FormView.
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Hng dn thc hnh bi tp chng 5

Ni dung thc hnh:

To report dng wizard

Nhm cc records trn report Sp xp thtcc records

Tng kt nhm: sdng cc hm Count, Sum
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To report

1. Khi ng Microsoft Access.

2. Mdatabase BanHang.

3. Click Reportstrong danh sch cc Objects.

4. Double-click Create report by using wizard.
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5. Khi ca sReportWizardxut hin, click mi tn trong
Tables/Queriesv chntable NhanVien.

6. Click nt chuyn tt ccc fields sang danh sch Selected
Fields.

7. Click DiaChitrong danh sch SelectedFieldsv click nt .

Fileds DiaChibloi khi danh sch fields c chn.
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Ca sReportWizardnhsau:

Click nt .

8. Khi ca sktip xut hin, tip tc click nt .
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9. Click mi tn thnht trong ca sktip v click NamNutrong danh
sch.

Click nt .

10.Chn layout l Tabulartrong ca sktip.

Click nt .
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11.Click chn style l SoftGraytrong ca sktip.

Click nt .

12.G DanhSachNhanVientrong ca scui cng.

Sau click chn Previewthereport.

13.Click nt .
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Mt bo co c tng to, lu v mra nhsau:

iu chnh Label

1. Click biu tng trn Toolbar. Ca sDesignca report nhsau:
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2. Click label c chui DanhSachNhanVien.

3. Click vo label ln na.

4. G Danh Sch Nhn Vin(c bdu) v nhn ENTER.

5. Click biu tng . Ca sreport nhsau:
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6. Click vo report phng to (thu nh).

Thay i kch thc font1. Click biu tng trn Toolbar chuyn sang ca s
DesignView.

2. t con trchut trn ng phn cch phn Detailv ko r mrng phnPage
Header.

3. Click ng mu xm v nhn phm mi tn xung di chuyn xung di.
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4. t con trchut ln thc dc bn cnh label Nam/Nv click.

Tt ccc labels trong phn PageHeaderc chn.

5. Click hp FontSizetrn thanh Formattingv click 11.

6. Click biu tng v click vo report phng to.
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Thay i ltrang

1. Click menu Filev click PageSetup.

2. G 0.5trong Topv 0.5trong Bottomca hp thoi PageSetup.

Click nt .

Report c dng nhsau (ltrn v di gim).
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3. Click menu Filev click Close.

Khi hp thoi thng bo ca Access xut hin, click nt .

Nhm cc recrods

1. Double-click report DanhSachNhanVien.

2. Khi report DanhSachNhanVienm, click biu tng trn Toolbar
chuynsang ca sDesign.
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3. Click menu View, click SortingandGrouping.

4. Hp thoi Sorting and Groupingxut hin.

Click mi tn trong GroupHeader, click Yes.

Click mi tn trong GroupFooter, click Yes.

Click nt ng hp thoi.

Phn NamNu Headerv NamNu Footerxut hin trong ca sDesign.

5. Click chn field NamNutrong phn Detail. Ko r chut di field
NamNuln phnNamNu Header.
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6. Click label Nam/Nv nhn DELETE.

7. Click label M NV, nhn SHIFTv click field MaNV.Ko r 2 chn sang
tri.

Click label H, nhn SHIFTv click field HoNV.

t con trchut cnh tri label Hv ko r sang tri mrng ct HoNV.

Ca sDesignnhsau:
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8. Click biu tng v click vo report phng to.

Cc records c phn lm hai nhm: Namv N.

To text box tng kt (summary) cui nhm

1. Click biu tng trn Toolbar chuyn sang ca sDesign.

2. Click nt trn Toolbox v click vo phn NamNuFooter.

Mt textbox (Unbound) v mt label xut hin.
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3. Click vo text box, g =Count([TenNV])v nhn ENTER.

Click vo label, g Snhn vinv nhn ENTER.

4. Click biu tng v click vo report phng to.

Report cho thy nhm Nam c 5 nhn vin v nhm Nc 4 nhn vin.

Lu : tnh tng snhn vin, t text box vo phn Report Footer, g biu
thc=Count([TenNV])trong text box v Tng snhn vintrong label.


	
5/20/2018 HD THUC HANH ACCESS.pdf

81/86Ti liu hng dn thc hnh 17

To report da trn query

1. To query DoanhSoKhacHangnhsau:

2. Click Reportstrong danh sch cc Objects.

3. Double-click Create report by using wizardtrong


	
5/20/2018 HD THUC HANH ACCESS.pdf

82/86 Microsoft Access 200318

4. Khi ca sReportWizardxut hin, click mi tn trong
Tables/Queriesv chnquery DoanhSoKhachHang.

5. Click nt chn tt cfields.

Click nt .
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6. Khi ca sktip xut hin, click field TenKHv click nt .

Ca sc dng nhsau:

Click nt .
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7. Click field MaHDtrong ca sktip.

Click nt .

8. Chn layout l Steppedtrong ca sktip.

Click nt .


	
5/20/2018 HD THUC HANH ACCESS.pdf

85/86Ti liu hng dn thc hnh 21

9. Chn style SoftGraytrong ca sktip.

Click nt .

10.Click Preview the reporttrong ca scui cng v click nt .
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Report c to c dng nhsau:

11.Click biu tng trn Toolbar chuyn sang ca sDesign hiu chnh
report.
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