opsaly AIBIL Japll

ACCESS $49959 (mypmiy

Access goliy A& b A b)) Sl o bl
UG A LY ol L ey GlS] 2010
Aelyh i SIS ST S o] By Syt 2o Bl
b czy 4 sad Cladi o B degay G Sliby
delgh plp¥ dosdlo ST lghen) L)) Gusl poli Lo
b I Sl
A Sz fo2dl Lo clgsil
Access Options 4.2/, Access </t o/ @
.Customizing Ribbon L&/ awasii @
Customizing gyl Jamodl sl Lypd jararis @
.Quick Access Toolbar

A2 Y il e by i) Lows dole] @



Access 2010 wuld s\l ‘;.d\..oéﬂ\ el

g Lol gl lin sppts

Nl g (D eyl s Sy il DL Jgadll B 38 aolgs B USD Ul
s . Adls 3,4y Access ity a—asd "Access <lyLs" Access Options
AL Ay o) ) Woms e Access wilihe i i4S S LS

ey b 399 ol I eSS ST Osle ) Jhay G5 0 (il Il i W5 Ly
Access  Options ig=dl a2 SIslueyl 3529 OLSG Ldpme O] . Joall
ST jamasdl ides Jazeww " Access Olyls"

R AdS Je Boadly " Accessala" Access  Options ylgedl ape mdl
Backstage 2 "Cils" File cusd) &1 by 21 e A5 Access oyl
Access gl aup gl Ol Options B a5 ¢ el Lulas” View
A Gy, Olypd) 0 54 e (1) ppall iy " Accessell>" Options
gl Ogss I cand Oyl A game b @Sl e B ] (B g S
(V=YY S B LS "ale” General cugd) i Uil gl

—

Access Optio

N
g General options for wrking with Access,

User Interface options
7] Enable Live Preview (:
7] Always use ClearType
ScreenTip style: | Show feature descriptions in ScreenTips [+]
7] Show shortcut keys in ScreenTips
Color scheme: | Sitver [ ]

Creating databases

Default file format for Blank Database: | Access 2007 [+]

Default

database C:\Users\noga\Documents\ [ Browse... |
T fold o

New database sort order: General - Legagy =

Personalize your copy of Microsoft Offi

User nog

Initial: ee
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General £1 Options for the current database.

Current Database
Datasheet Application Options
Object Designers Application Title:

Procfing Application Icon:

Use as Form and Report fcan
Display Form: [none) [+]

Web Display Form: | [none)

Language

Client Settings

Customize Ribbon Display Status Bar
Document Window Options
(© Querlapping Windaws
Add-ins (@ Tabbed Documents
Display Document Tabs

Quick Access Toolbar

Trust Center
Use Actess Special Keys (¢

[7] Compact on Close
7] Remave personal information from file properties on save
Use Windows-themed Controls on Forms
Enable Layout View
Enable design changes for tables in Datasheet view
Check for truncated number fields
Picture Property Storage Format
@ Preserve source image format (smaller file size)
(©) Conyert all picture data to bitmaps [compatible with Access 2003 and earlier)

Navigation
Display Mavigation Pane

Havigation Options..

Ribbon and Toolbar Options

Current Database wasdl &yl Y—Y¥ S
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ey "2l Olyl" Navigation options ) & L « Navigation pane
JSu (B LS Ll oy Navigation  options «ls=d! syl jlgbt B
Y=Yy

Navigation Options A=)
Grouping Options
Ciick on a Category to change the Category display order or to add groups
Categories Groups for Tables and Related Views"
Tables and Related Views ] Unrelated Objects
Object Type
Custom
AddItem |
Display Options Open Objects with
| Show tidden Objects [] Show System Objects Single-click @) Double-dick
7] Show Search Bar
oK | cancel
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Access Options 2 [

General s -
55 Customize the way datasheets look in Access.
= E2E|

Current Database

Datasheet || Gridiines and celt effects
Object Designers Defautt gridlines showing
7] Horizontal
Fenifing N Vertical
Language Default cell effect
® Fiat
Client Settings -
Customize Ribbon Sunken

Default column width: |2.499cm
Quick Access Toolbar

Default font

Add-ins
Trust Center size (11 [+]
Weight: [Normal  [+]
[] Underline
[7] ttatic

Co J [one )
Access SIS il Y1 Olyladl om0 1y Datasheet dmde £—Y¥ (S5

oo "L 15U i3 byl Gridlines  and  Cell  Effects o

bshs yLgb)" Default Gridlines Showing ieedl bshs p s jamasy

AU aey JI BLYY Vertical &ily Horizontal &Y "iw) Y1 i)

Sgeall o8 ddouy "idod) ool @Y1 51" Default Cell Effect &l ol
"2 2N 350l 22" Default Column Width o2 %)

gl 2 Y bl g iy U e 1 o2 BY) L) Default Font @
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Access Options
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‘ General
Current Database

Datasheet

Object Designers |

| Proofing
Language
Client Settings ‘
Customize Ribbon |
Quick Access Toolbar
Add-ins

Trust Center

=2 in table datasheet and layout

Table design view

Default field type: Text
Default text field size: 255
Default number field size: Long Ints

Autolndex on Import/Create:

V| Show Property Update Options buttons

Query design

[V] Show table names
| Output all fields
7| Enable AutoJoin
Query design font
Font: |Segoe UI
size (8 [7]
SQL Server Compatible Syntax (ANSI92)
[] This database
[7] Default for new databases

Form/Report design view
Selection behavior
@ Partially enclosed
Fully enclosed

Form template: Normal

Change the default settings for design of database objects. Most options are ignored *

ID;key;code;num

view.
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LR CYVE N[ IFRE S VERT R PRE 1 i 2 & 4y b" Table Design View
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General :}“ Change how Access automatically corrects and formats the contents of your databases,
=24 and how it indicates the errors that it finds

Current Database

Datasheet AutoCorrect options
Object Designers Specify how Access corrects text as you type | AutoCorrect Options... }
T —
| Proofing

When correcting spelling in Microsoft Office programs

Language
9] Ignore words in UPPERCASE

Client Settings V] Ignore words that contain numbers
| T 7] Ignore Internet and file addresses
V| Flag repeated words
‘ Quick Access Toolbar 7| Enforce accented uppercase in French
Add-ins [7] Suggest from main dictionary only
Custom Dictionaries...
Trust Center L
French modes: Traditional and new spellings [~ |
Spanish modes: Tuteo verb forms only ]

[T] Arabic Strict initial alef hamza
‘ Y| Arabic: Strict final yaa
[¥] Arabic: Strict taa marboota

Dictionary language: | Arabic (Egypt) [~]

S et Sl Jo Joziy @y Proofing cussd! 1-YY S
B (.....EJ\ i (gge0n 1" LA @M:J\ <" AutoCorrect Options o
&l gl e iy " U meead) OlyLs" AutoCorrect Options
zreadl Ol e ety iy " S moeai” AutoCorrect  sylgd!
Skl

+¢" When Correcting Spelling in Microsoft office Programs J
el 1da ) mos "Microsoft Office gty (b Mey! sUas Y e
Cor hlsis sl sd &29 Sl oda feis @wg\ @’““’3‘ Oyl oy
Custom 3 8 P o i) b oy 9ol Byl Sy

Sl sl " Dictionaries

0 ¢A



ACCESS 3359 yamasd 103, dally I fad)

"@ll" Language st Iyl
O e Sy dadane Sl DL dslgh (i S 13 A" Language i
Bslaally Al OW dou Loyl Sy il ada b §dge Adlo)

V=YY Sy Al Oleedig
Access Options Bl =)

T

General %
’G, Set the Office Language Preferences.

Current Database =

DatasHset Choose Editing Languages

Object Designers Add additional languages to edit your documents. The editing languages set language-specific

features, including dictionaries, grammar checking, and sorting

Proofing Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

[anouace | Arabic (Egypt) <default> Enabled %5 Installed
= & English (U.S) Enabled 45 Installed

Client Settings

Customize Ribbon

TR [Add additional editing languages] ]
Add-ins Choose Display and Help Languages
Trust Center Set the language priority order for the buttons, tabs and Help :
Display Language | Help Language
1 English <default> - |1 English <default> -
2. Arabic (&4 |2, Arabic [ 2]
3. Match Microsoft Windows [ |3 Match Display Language e

> View display languages installed for each Microsoft Office program

8, How do 1 get more Display and Help lanquages from Office.com?

"Access k" Access Options gl g (B "lll" Language dmiall V=YY (S
" kead)! CI314e)" Client Settings s/ <yl
Client sl Joriy "Jasdl Oislael" Client  Settings q&) ¥ 793! o
A=YY S B WS Sl gems Cow " el SIslis)" Settings
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Access Options A=)

General /. D Settings that change the client behavior. These are user settings that don't move to the web
4] experience,

Current Database

Datasheet Editing
Object Designers Move after enter

Don't move
Frgeting © Nextfield E

Language Next record
— Behavior entering field
CHentSetings @ Select entire field
Customize Ribbon Go to start of field
Goto end of field
Arrow key behavior
w | © Next field
Next character
Cursor stops at first/last field
Default find/replace behavior

Quick Access Toolbar

Trust Center

© Fast search
General search
) Start of field search
Confirm
[7] Record changes
V| Document deletions
7| Action gueries
Default direction
@ Left-to-right
Right-to-left
General alignment
© Interface mode
Text mode
Cursor movement

@ Logical |

Access Sl e (b Lidl cupdl 2 Advanced cugsd! A-YY IS
Move after Enter yéjell jamass Sl o eudll lda Jozdy 1" pu” Editing
J=ay1 4" Behavior entering field Jsdsd! Ju=a) Sghug "Jimay) day Jlit”
dslu" Default Find/Replace Behavior Jidkawlly Eoudly "Jgdod) 3

Default  Direction <Ull dusldl o) Y1 slowitly " o) 1 Jhboul/Eony
aluseal" Use hijri Calendar pzeg! gusdd! alisues! L58a)5 " o2 241 ol

"6 ) i)
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oo Sl sdall jLgbl" Show this number of Recent Document !5s
¢ " Recent dmiv b "Gl File cupdl b b s ANy "8 Ozl
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Access Options [

Name Location Type
\\\\\\\

Selution Wizard 2010 COM Addin ~ C\...soft Office\Officel4\ADDINS\ACCESSDEDLL  COM Add-in

Add-in: Microsoft Access Package Seolution Wizard 2010 COM Addin
Publisher:
Compatibility: N comj atio
Location: Ci\Program Files (6)\Micro

n available
50ft Office\Office14\ADDINS\ACCESSDE.DLL

Description:  Microsoft Access Package Solution Wizard 2010 COM Addin

Marage: |comaaains [v] [ Gom ]

oK cancel

LY gl ) cags - Y IS
A o5 COM Add-Ins 51 ylso) ayall Jdul 8355001 "3y131" Mange Ledl o
oSed) A1) of BLEY ey ) Com Add-Ins ylgdl mpell gl "JUs" Go )
Access Add- ;s bbis Lo ddLoyl COM SIS #3500 Ll (oeSed aus

Access slgdl @f“ﬂ b "JUl" Go )y gAu o= 313" Mange B s Ins

ooy



ACCESS 3359 yamasd 103, dally I fad)

accda , Ja) okl e ddle) OLSs Ble) Sy A5 0 iy Add-Ins
Lyl elSas LS "uur BL2)" Add New ) s s (accde, .mda, .mde
AN Uninstall ) iy OWled! sda Bl

"ads Sie"Trust-Center ewad/ Siljls

Ol ol Olblyyl dus o Cupad! 1ha Joxdy "Gd5d! 355" Trust Center L&
i b A gl sl (Vo — Y Y S 2 LS Cdgg Subs Lo ) ULl g
b pudy Vg " 3398 1S ©lslis)" Trust Center Settings ) s 4l
SUL gy OLT B WSl o Wijed B3l Ol S Jazis g5

5 =

(9

Access Option:

Q Help keep your documents safe and your computer secure and healthy.

ft Access helps to protect your privacy,
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an.

ient Settings
Customize Ribb
Quick Access Toolb
Add-ins
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Trust Center Settings... |
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Access Options T

General j

% Customize the Ribbon.
Current Database
Choose commands from:(: Customize the Ribbon:
Datasheet Papular Commands =] Main Tabs [~]

Object Designers

Access - Main Tabs
Ascending [ Print Preview
Close = [¥] Home
Close Database
Copy Clipboard
cut Sort & Filter
Datasheet View
Delete

Delete Record
Deseending Text Formatting
Design View [ [ Create

E-mail = [] External Data
Excel [ [| Database Taols
Excel << Remove [] source Contral
Find [# [¥] Add-Ins

Font i
Font Calor »
Font Size xI-
Form View

Format Painter

Layout View

Manage Replies

Mode 4 NewTab | [ New Group | [ Rename.. |
New

Open Customizations: ‘
Open Recent File... L —

Access Options gl g B "yl janass” Customize Ribbon il V=YY (S

Praofing

Language
Client Settings

Customize Ribbon

Quick Access Toolbar

I

Add-ins

Trust Center

b

» PRECRCEXH=dUE=E

P LR Sl

"Access <yl
Syl jawess” Customize Ribbon Olgs Cou gmed! (o a1 (2
<Ul" External Data 3 "slid)" Create «usd! <bdle jlas| Olmp dydow
J8 dyles" Print Preview s "oULJl susld oigsi" Database tools 9 "&ayl>
Slle 01 Jay 2l 2 jacwg dinend) BIBU J) dgme "B1gs" Ok @1 o5 . "dsLal)
s e ey ¥ Eor b "dd )l dmial" Home 9 "cils" File s

Sales : Database (Access 2007) - Microsoft Access

Home > @

& cut ! T Sele - = 3 epla = gE
3 Copy } 7 = % Spelling | i . T B I U

: X Delete ~ 3

Clipboard < Sort & Filter Recol d Text Formatting
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gedl Adle B o sdpdoud sliS)" Create ¥l a0 &1 (Ribbon

AP=Y Y K. ods Cosdl Ladle B 8agrsadl Silegamall jlgbY

Access Options

PR

General
Current Database
Datasheet

Object Designers

@ Customize the Ribbon.

Choose commands from: i
Popular Commands

Customize the Ribbon: (i
Main Tabs

Praofing lﬂ Access B Main Tabs pr
31 ascending [ [C] Print Preview
Language B3 close [ [¥] Home
[ Close Database Views
Client Settings g3 copy Cliphoard
% cut 5 Sort & Filter
Customize Ribban Datasheet View Records
Quick Access Toalbar X Deiete B Find
=i Delete Record Window
Add-ins %] Descending £ [ Text Formatting
62, Desion iew Blece:
Trust Center 1 E-mail Templates
(X} Excel Tables (Web) £
HE] Excel [ Tables E
&4 Find.. | Queries (Web)
Font ol El Queries (Client) E
A Font Color » Forms (Web)
Font Size -] Forms
=5 Form View Reports
f Format Painter Reports (Web)
Layout View Macros & Cade
5 Manage Replies Gther (Web)
&2 Mode » [ [7] External Data
3 mew [ [[] Database Tools
& Open [¥] Source Contral
CE Open Recent File... DGl At Tne =
A Paste [ newtap | [ mewsroup | [ Rename.. |
I3 Paste »
Paste Append Customiztions: [ Reset > ]
I Paste Special... - ‘

"slis)" Create cugd! Wbl B B3grgall Slegoradl Y F—YY Ko
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Access Options P[]

@ Customize the Ribbon.

Current Database

Choose commands from: & Customize the Ribbon:
Datashect [Mantaos B9 Main Tabs [~]
Object Designers
Main Tabs Main Tabs
Proofing [l Print Preview [ Print Preview
Language Home = [¥] Home
El Create ws

Client Settings Templates

Clipboard
Sort & Filter
Customize Ribbon les ords
eries (Web)
eries (Client)
addine rms (Web) Formatting

Quick Access Toolbar

Trust Center

H
E
z
&

Other (Web)
External Data << Remove
[ Database Tools
Source Control

eries

Queries (Client]
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