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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén cac ngudn thdng tin c6 thé dugc phép dung
nguy@n ban hoic trich ding cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh 1éch lac hoac stir dung véi muc dich kinh doanh thiéu lanh

manh s& bi nghiém cam.



LOI GIOI THIEU

Microsoft Access l1a mot cong cu quan 1y co so dit liéu manh mé duoc phét trién boi
Microsoft, ndi bat vai kha nang tich hop dé dang va tinh nang linh hoat. Trong gido trinh mén
hoc nay, chling ta s& kham pha nhitng khia canh quan trong ciia MS Access, tir viéc thiét 1ap
co s6 dit liéu co ban cho dén viéc téi wu hoa va quan ly dix liéu hiéu qua.

Giao trinh sé di sau vao cac k¥ thuat nang cao hon nhu viéc tao cdc bao cao tuy chinh,
sir dung macro dé ty dong hoa céac quy trinh, va ap dung cac nguyén tic bao mat dé bao vé
dir liéu caa ban. Cac bai hoc s& dugc minh hoa bang nhitng vi du thuc té, gitp ban ap dung
kién thuc vao cac tinh hubng thuc té va nang cao ki ning 1am viéc véi Access.

Nham tao diéu kién cho ngudi hoc c6 mot bo tai lidu tham khao mang tinh tong hop,
théng nhat va mang tinh thyc tién sau hon. Nhom ngudi day ching t6i dé xuat va bién soan
Gi4o trinh QUAN TRI CO' SO’ DU LIEU MICROSOFT ACCESS danh riéng cho ngudi hoc
trinh d6 Cao dang.

Noi dung cua gi4o trinh bao gom cac Bai sau:

BAI 1: Tong quan vé hé quan tri CSDL Microsoft Access

BAI 2: Xay dung bang (TABLE)

BAI 3: Truy van dir liéu (Query)

BAI 4: Xay duyng FORM

BAI 5: Macro

BAI 6: Bao biéu (Report)

Trong qué trinh bién soan, chung t6i da tham khao va trich dan tir nhiéu tai liéu duoc
liét ké tai muc Danh muc tai liéu tham khao. Chang t6i chan thanh cam on cac tac gia cua cac

tai liéu ma chang t6i da tham khao.



Bén canh do, gido trinh ciing khong thé tranh khoi nhitng sai sot nhat dinh. Nhém tac
gia rat mong nhan duoc nhirng y kién dong gop, phan hdi tir quy dong nghiép, cac ban ngudi
hoc va ban doc.

Trén trong cam on./.

Pong Nai, ngay thang nam 20
Tham gia bién soan
1. Chu bién K§ su Pham Cong Danh
2. ThS. L& Thi Thu
3. ThS. boan Minh Hoang
4. ThS. Vii Buc Tuan
5. K§ su Nguyén Hung Vi
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GIAO TRINH MON HQC

1. Tén mén hec: QUAN TRI CO SO DU LIEU MICROSOFT ACCESS
2. Ma mén hoc: MP10
3. Vi tri, tinh chat, y nghia va vai trd ciia mon hoc:
3.1. Vi tri: Gido trinh danh cho nguoi hoc trinh do Cao dang tai truong Cao dang Hoa Binh
Xuéan Loc.
3.2. Tinh chat: La mo dun co s& bat bugc
3.3. Y nghia va vai tré ciia mon hoc: mén hoc ndy danh cho d6i tuong 13 ngudi hoc thudc
chuyén nganh Quan tri mang may tinh. Mon hoc nay da dugc dua vao giang day tai truong
Cao dang Hoa Binh Xuan Loc tir ndam 2021 dén nay. Noi dung chu yéu caa mon hoc nay
nham cung cap cac kién thac vé QUAN TRI CO SO DU LIEU microsoft access: M6 ta dugc
thé nao 12 CSDL va hé quan trj co s dit liéu, Thuc hién dung ct phap SQL truy van co sé dir
liéu co ban, Xac dinh duoc cac diéu khién trén Form cho viéc nhap dit liéu dam bao chinh
Xac, co chu trinh xur ly dir liéu, Xay dung dugc cadc quan hé dam bao tinh toan ven dir liéu,
Van dung cac phuong phap dé viét chuong trinh mot cach chinh xéc.
4. Muc tiéu ciia mén hec:
4.1. Ve Kkién thic:

Al. M6 ta duoc thé nao 1a CSDL va hé quan trj co so dir liéu.

A2. Thyc hién dung ca phap SQL truy van co s& dir liéu co ban.

A3. Xac dinh duoc cac diéu khién trén Form cho viéc nhap dit liéu dam bao chinh xéc,

cé chu trinh xa ly dr liéu.

A4. Xay dung dugc cac quan hé dam bao tinh toan ven dir liéu.

A5. Van dung cac phuong phap dé viét chwong trinh mét cach chinh xéc.
4.2. VéKy ning:

B1. Xay dung duoc cac bang (Table) mot cach chinh xac .

B2. Tao lap duogc cac quan hé dam bao tinh toan ven di liéu.

B3. Thuc hién ding cti phap SQL truy van co s¢ dit liéu co ban.

B4. Tao lap dugc cac Form, Report phuc vu nhap liéu va lap bao céo.

B5. Thuc hién chuong trinh theo dting giai thuat da phan tich.
4.3. Vé ning luc tw chii va trach nhiém:

C1. Can than, thao tac nhanh chuan x&c, tu giac trong hoc tap.

5. N¢i dung ciia mon hoc



5.1. Chwong trinh khung

Thoi gian hoc tap (gio)

Trong do
M& S6
MH/ Tén mén hoc/mé dun tin | 1z Thyc hanh/
' | Tong Thue tip/Thi | .
MD chi) 6 | Ly | o | Kiém
«. | nghiém/Bai
thuyét . ] tra
tap/Thao
luan
| Cac mon hgc chung 21 | 435 172 240 23
MH 01 | Gido duc Chinh tri 4 75 41 29 5
MH 02 | Phap luat 2 30 18 10 2
MH 03 | Gio duc thé chat 2 | 60 5 51 4
MH 04 | Gido duc qubc phong - An ninh 4 75 36 35 4
MH 05 | Tin hoc 3 75 15 58 2
MH 06 | Tiéng Anh 6 | 120 | 57 57 6
ic mén hoc, mé huvé
i | Cdemonhoc, mo dun chuyén | o 1 5000 | 6ag 1554 97
mon
11.1 | M6n hoc, m6é dun co sé 13 | 300 100 187 13
MD 07 | Tin hoc van phong 4 90 20 67 3
MH 08 | Ciu trac may tinh 2 | 45 20 23 2
MH 09 | Mang may tinh 2 45 20 23 2
MD 10 | Quan tri CSDL MS Access 3 75 20 52 3
MD 11 | Nguyén Iy hé diéu hanh 2 | 45 20 22 3
11.2 | Mon hoc, mo dun chuyén mon 38 | 995 228 729 38
MD 12 | Quan tri CSDL SQL Server 4 90 25 61 4




MBD 13 | Thiét ké, xay dung mang LAN 4 | 90 25 60 5
MD 14 | Quan tri mang 1 4 105 25 75 5
MB 15 l(\)ﬂl;?:as‘;rrivlgér: thong WebServer va 4 90 o5 61 4
MD 16 | Quan tri mang 2 4 90 25 61 4
MBD 17 | Bao tri hé théng mang 2 | 45 10 33 2
MD 18 E?EE;EH QUAN TRI THIET 3 60 20 38 2
MB 19 CAu hinh va quan tri thiét bi 4 90 28 58 4
mang

MBD 20 | Thiét ké trang WEB 4 | 90 30 56 4
MD 21 | Thyec tap K¥ ning: nghé nghiép 5 | 245 15 226 4

11.3 | Mon hoc, m6 dun tw chon 39 | 985 301 638 46
MBD 22 | Lap rap va cai dat may tinh 2 | 45 10 33 2
MD 23 | H¢ diéu hanh Linux 1 3|60 | 20 37 3
MD 24 | H¢ diéu hanh Linux 2 3|60 | 30 26 4
MBD 25 | Tiéng Anh chuyén nganh 2 | 45 20 23 2
MD 26 | An toan vé sinh cong nghi¢p 2 30 20 8 2
MD 27 | An toan va bao mat thong tin 3 60 27 30 3
MD 28 | K¥ thuat dién - Dién tu 4 90 30 56 4
MD 29 | Lap trinh Céan ban 3 60 30 27 3
MD 30 | Lap trinh truc quan 4 90 30 95 5
MD 31 t?:én 1y du an Céng nghé thong ) 45 20 29 3
MBD 32 | Xir Iy sy ¢ phan mém 2 | 60 10 46 4




MD 33 | Sura chita may tinh 2 45 10 32 3

MBD 34 | K¥ nang: Nghé Nghiép 1 | 30 14 10 6
MBD 35 | Thuec tip tot nghiép 6 | 265 30 233 2
Téng cong 111 | 2715 | 801 1794 120

6. Piéu kién thuc hién mén hec:
6.1. Phong hoc Ly thuyét/Thuc hanh: Phong may tinh.
6.2. Trang thiét bi day hoc: May vi tinh, may chiéu projector, bang, phan, phan mém, ...
6.3. Hoc liéu, dung cu, moé hinh, phwong tién: Giao trinh, mé hinh hoc tap,...
6.4. Cac diéu kién khac: Ngudoi hoc tim hiéu thyc té vé cong tac xay dung phuong an khac
phuc va phong ngtra rui ro tai doanh nghiép.
7. Noi dung va phwong phap danh gia:
7.1. Noi dung:
- Kién thuc: Panh gia tat ca ndi dung da néu trong muc tiéu kién thirc
- K§ ning: Panh gia tat ca noi dung da néu trong muc tiéu ky nang.
- Nang luc ty chu va trach nhiém: Trong qué trinh hoc tap, nguoi hoc can:
+ Nghién ctru bai trude khi dén 16p.
+ Chuan bi day du tai liéu hoc tap.
+ Tham gia day du thoi lwong mdn hoc.
+ Nghiém tdc trong qué trinh hoc tap.
7.2. Phwong phap:

Nguoi hoc dugce danh gia tich 1ty mon hoc nhu sau:
7.2.1. Cach danh gia
- Ap dung quy ché dao tao Cao dang hé chinh quy ban hanh kém theo Thong tu s6

09/2017/TT-LBDTBXH, ngay 13/3/2017 ctua Bo truong Bo Lao dong — Thuong binh va Xa
hoi.
- Hudng dan thyc hién quy ché dao tao ap dung tai Truong Cao dang Hoa Binh Xuan

Loc nhu sau:



Piém danh gia Trong s6
+ Piém kiém tra thuong xuyén (Hé s6 1)
40%
+ Piém kiém tra dinh ky (Hé s6 2)
+ Diém thi két thiic mén hoc 60%
7.2.2. Phwong phap danh gia
Phwong phap | Phwong phap | Hinh thic Chuan dau ra S6 | Thoi diém
danh gia té chirc kiém tra danh gia cot | kiémtra
B Tu luan/  |Al, A2, A3, A4, A5,
Viet/ , _
Thuong Xuyén ) Trac nghiém/ | B1,B2,B3,B4,B5| 1 | Sau... gio.
Thuyeét trinh
Bao céo C1,
Viéy Tu luan/
binh ky : % ia A4, B4, C3 2 Sau... gio
Thuyét trinh Trac,nghlle_:m/
Béo céo
Al, A2, A3, A4, A5,
Ketthtic mon Viét TwluanVva | gy 5y B3 B4 B5,| 1 | Sau... giv
hoc trac nghiém
C1,

7.2.3. Céch tinh diém

- Piém d4nh gi4 thanh phan va diém thi két thic mon hoc duoc cham theo thang diém

10 (tr 0 dén 10), 1am tron dén mot chir s6 thap phan.

- Piém mén hoc la téng diém cua tat ca diém danh gia thanh phan caa mén hoc nhan

Vi trong sb tuong tmg. Diém mon hoc theo thang diém 10 lam tron dén mot chir sb thap

phan, sau d6 dugc quy d6i sang diém chit va diém sb theo thang diém 4 theo quy dinh cua Bo

Lao dong Thuong binh va X3 hoi vé dao tao theo nién ché.

8. Hwéng dan thuc hién mon hoc

8.1. Pham vi, ddi tweng ap dung: Pdi tuong Cao dang Quan tri mang may tinh

8.2. Phwong phap giang day, hoc tap mon hec

8.2.1. Poi véi ngudi day

* Ly thuyét: Ap dung phuong phap day hoc tich cuc bao gom: thuyét trinh ngan, néu van de,

huéng dan doc tai liéu, bai tap tinh hudng, cau hoi thao luan. ...




* Bai tAp: Phan chia nhom nho thuc hién bai tap theo noi dung dé ra.

* Thao luan: Phan chia nhém nho thao luan theo ngi dung dé ra.

* Hwéng din tu hoc theo nhdm: Nhém truéng phan cong céac thanh vién trong nhom tim
hiéu, nghién ciru theo yéu cau ndi dung trong bai hoc, ca nhém thao luan, trinh bay noi dung,
ghi chép va viét bao cao nhom.

8.2.2. Poi véi ngudi hoc: Nguoi hoc phai thuc hién cac nhiém vu nhu sau:

- Nghién ciru ky bai hoc tai nha trude khi dén 16p. Céc tai liéu tham khao s& duoc cung
c4p nguén trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)

- Tham du t4i thiéu 70% céac bubi giang ly thuyét. Néu ngudi hoc vang >30% sé tiét ly
thuyét phai hoc lai mén hoc méi duoc tham duy ki thi 1an sau.

- Ty hoc va thao luan nhom: 1a2 mot phuong phap hoc tap két hop giira 1am viéc theo
nhém va 1am viéc ca nhan. Mot nhém goém 8-10 nguoi hoc s& duoc cung cap cha dé thao luan
trudc khi hoc ly thuyét, thuc hanh. Mdi ngudi hoc s& chiu trach nhiém vé 1 hoic mot sé noi
dung trong cha dé ma nhom da phan cong dé phat trién va hoan thién tét nhat toan bo cha dé
thao luan cua nhom.

- Tham du du cAc bai kiém tra thuong xuyén, dinh ky.

- Tham duy thi két thic mén hoc.

- Chua d6ng t6 chuc thuc hién gio tu hoc.

9. Tai liéu tham khao:

(1) Huong Dan Lap Trinh Quan Ly Véi Microsoft Access, Huynh Tén Nghia, nha xuat ban
Thanh Nién, xuat ban nim 2018.

(2) Gio trinh MS Access va Quan Iy Co s& dit liéu, Tran Thi Bich Hanh, nha xuat ban Pai
hoc Bach Khoa TP.HCM, xuét ban nim 2016.

(3) MS Access: Ky thuat va Ung dung, L& Minh Tuan, nha xuit ban Pai hoc Su pham K§
thuat TP.HCM, xuét ban nim 2017.

(4) Quan 1y Co so dit liéu vai MS Access, Nguyén Thi Hong, nha xuat ban Pai hoc Cong
nghiép TP.HCM, xuat ban nam 2018.

(5) Huéng dan MS Access 2019: Tao va Quan ly Co s dit liéu, Pham Vin Hai, nha xuat ban
Pai hoc Kinh té TP.HCM, xuat ban nam 2018.

(6) Ky thuat MS Access va Phat trién Ung dung, Tran Vin An, nha xuat ban Pai hoc Thay

Loi, Xxuat ban nam 2019.
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(7) Cam nang MS Access: Huéng dan va Thue hanh, Dinh Thi Mai, nha xuit ban Dai hoc
Khoa hoc X& hgi va Nhan vin, xuat ban nam 2019.

(8) MS Access va Tao Bao cao: Cam nang va Huéng dan, Hoang Vian Thing, nha xuét ban
Pai hoc An Ninh Nhan Dan, xuét ban nam 2020.

(9) Tai liéu MS Access va Quan 1y Dit liéu, Nguyén Hoang Nam, nha xuit ban DPai hoc Sai

Gon, xuét ban nim 2020.
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BAI 1: TONG QUAN VE HE QUAN TRI CSDL MICROSOFT ACCESS

GIOI THIEU BAI 1

Microsoft Access 1a mét HE QUAN TRI CO SO DU LIEU (HQTCSDL) tuong tic
nguoi sir dung chay trong moi truong Windows. Microsoft Access ¢6 kha nang thao
tac dir liéu, kha nang két xuat dit liéu cho phép ngudi sir dung thiét ké nhirng biéu mau
va bao céo phuc tap dap (mg day du cac yéu cau quan ly, trinh bay két qua theo dang
tharc chuyén nghiép.

MUC TIEU BAI 1

Sau khi hoc xong Bai nay, nguwoi hoc ¢ kha nang:

>

Vé kién thirc:

- Biét duroc xudt xir va khd ndng iing dung ciia phan mém MS Access.

- Ndm dwoc khai niém co sé die liéu, md hinh CSDL quan hé, HQTCSDL quan
hé.

Vé ky ning:

- Thuec hién cdc thao tdc co ban trén cira 6 1ng dung.

Vé ndng luc tw chi va trach nhiém:

- Thuc hign cac thao tac an toan vai may tinh

PHUONG PHAP GIANG DAY VA HQC TAP BAI 1

Poi véi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién giang, vén
ddp, day hoc theo vdn d@é); yéu cau ngiroi hoc thuec hién cau héi thdo ludgn va bai tdp
BAI 1 (ca nhan hogc nhom).

Do Vi nguoi hoc: chii déng doc trieée gido trinh (BAI 1) trréc budi hoc; hoan thanh
ddy dii cau hdi thao ludgn va bai tdp tinh huéng BAI 1 theo ca nhan hogc nhém va ngp
lai cho nguoi day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN BAI 1

Phong hgc chuyén mén héa/nha xwong: phong may tinh

Trang thiét bi may mac: May chiéu va cac thiét bi day hoc khac

Hoc liéu, dung cu, nguyén vt li¢u: Bai trinh mén hoc, giéo trinh, tai liéu tham khao,
gido an, phim anh, va cac tai liéu lién quan.

Cic diéu kién khac: Khdng co

KIEM TRA VA DANH GIA BAI 1

Noi dung:
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<

Kién thizc: Kiém tra va danh gid tat ca ngi dung da néu trong muc tiéu kién thic
Ky ndang: Ddnh gid tat cd néi dung da néu trong muc tieu ki ndng.

Niéng luc tirc chu va trach nhiém: Trong qud trinh hoc tdp, nguoi hoc can:

+ Nghién citu bai triede khi dén 1op

+ Chudn bi ddy du tai liéu hoc tap.

+ Tham gia day du thoi lirong mon hoc.

+ Nghiém tlc trong qua trinh hoc téap.

Phwong phap:

Diém Kiém tra thwong xuyén: 1 diém kiém tra (hinh thizc: hoi miéng)

Kiém tra dinh ky: khéng c6
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< NOI DUNG BAI 1
1. Céc khai niém co ban vé hé quan tri CSDL
Muc tiéu:

Nim duge khai niém co s dix liéu, md hinh CSDL quan h¢, HQTCSDL quan hé.

a. Co sé dir liéu 1a gi?

Co s¢ dir liéu (Database): 1a mot tap hop cac dir li€u co6 lién quan voi nhau chira thong tin
vé mot td chuc nao d6 (nhu mét truong dai hoc, mot ngan hang, mot cong ty, mdt nha may,
...), duoc luu trit trén cac thiét bi nhd tha cap (nhu bang tir, dia tir, ...) dé dap tng nhu ciu
khai thac thong tin ctia nhiéu ngudi st dung véi nhiéu muc dich khac nhau.

b. M6 hinh CSDL quan h¢ la gi?

Theo mo hinh nay, dit liéu duogc thé hién trong cac bang. Mbi bang gdm cac dong va cot,
mdi cot co mot tén duy nhat. Mdi dong cho thong tin vé mot dbi twong cu thé trong quan 1y
(mdi dong thuong duge goi 1a mot ban ghi hay mot mau tin).

c. HQTCSDL quan hé: 14 phan mém dé tao lap CSDL theo mé hinh CSDL quan hé va

thao tac trén CSDL do.

2. Gi6i thiéu chung vé Access.
Muc tiéu:
Biét duoc xuat x, kha nang, tng dung va cac dbi tugng ctia phan mém MS
Access;

Phan mém Microsoft Access (goi tat 1a Access) 1a HE QUAN TR] CO SO DU LIEU nam
trong bd phan mém Microsoft Office cua hing Microsoft, ding dé tao, xir 1y cac co s¢ di
liéu.

Trong Microsoft Access 2010 c6 thém mat sb tinh ning mai so v6i cac phién ban trudc,
dac biét 1a hd tro dinh dang Web-ready cho co s¢ dit liéu. Trong khi nhitng phién ban trudc
ctia Access cho phép st dung cac cong cu 1énh xuat c& sé dir liéu sang Web dé truy cap dir
lidu, Access 2010 da cai tién Web Publication giup ngudi dung sir dung dé dang hon nhd
Web Database.

Tir Access 2007 trg di, giao dién nguoi dung da thay d6i, d6 1a thanh Ribbon va Cira sb
Danh myc chinh. Thanh Ribbon nay thay thé cdc menu va thanh cong cu tir phién ban trudec.
Cira s6 Danh muc chinh thay thé va mé rong cac chirc ning cua cira sé Database.

a. Kha nang cua Access.
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- Cung cap céac cong cu dé khai bao, luu trit va xur 1y dir liéu: cong cu tao bang dit liéu,
form giao dién BAI trinh, query truy van dit liéu, két xuét bao céo...Tir d6 cho phép quan Iy
s6 liéu mot cach théng nhét ¢6 t6 chire, lién két cac s lidu roi rac véi nhau va gilp nguoi su
dung c6 thé thiét ké BAI trinh mot cach tu dong.

- Access cung cap hé thong cong cu phat trién (Development tools) kha manh gitip céc
nha phat trién phan mém don gian trong viéc xay dung tron goi cac dy 4n phan mém quén Iy
qui mo vura va nho.

b. Ung dung ciia Access.

Access dugc st dung dé tao nén nhirng phin mém quén Iy trong mé hinh quan 1y vira va
nhé: quan Iy ban hang, quan 1y thu ngan, quan 1y chi phi, quan 1y vat tu, quan ly hoc sinh,
quan 1y diém hoc sinh, quan 1y gido vién...

c. Cac ddi twong ciia Access.

- Céc loai ddi tuong chinh trong Access 2010 1a Tables, Queries, Forms, Report, Pages,

Macros, Modules. Cac dbi tuong nay s€ dugc gidi thi¢u lan luot & cac bai sau. (hinh 1.1)
3. Méi truwong lam viée & Cac khai niém co ban

Muc tiéu:
Lam quen véi moi truong 1am viéc, hé thong menu va cac thanh phan co ban cia
mot tap tin Access.
3.1. Gidi thi¢u moi truwong lam viéc.

a. Vung lam viéce

Khi khoi dong Access, trong cira s6 khoi dong, mic dinh tab File va Iénh New trong tab
File dugc chon, ctra s6 dugc chia thanh 3 khung:

- Khung bén trai gdm céc 1énh trong tab File -Khung giita: chta cac loai tap tin co s& dit
liéu ma ban c6 thé tao méi.

- Khung bén phai: dé nhap tén va chon vj tri luu tip tin mdi tao va thyuc thi 1énh tao méi

co so dit liéu. CIEEECE
Hinh 1.1
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b. Thanh Quick Access

Thanh Cﬁng cu QUiCk Access: Hién thl “ Home | Customize Quick Access Toolbar

trai cta thanh tiéu dé, mic dinh thanh Quick
Access gom cac nat cong cu Save, Undo. (Hinh
Bén phai cua Quick Access chira ntit Customize,
co s¢ dir liéu dang mo, néu click nat Customize
xuat hién mot menu gitp ban chi dinh cac nut
hién thi trén thanh Quick Access, néu cac 1énh
khong co6 trong menu, ban c6 the click nut More

Commands hoac click phai trén thanh Quick

Y e
bén
% MNew
-:,g Open
v | Save I 1)
Views Clipti E-mail
Sk Quick Print kh|
) P Print Preview -
:‘3 Queryd S w
ZUCTys
== v | Undo N
" rp 1 nh
—; v | Redo e
T3 SinhVien With
"3 SinhVien Wit Mode
= sub Dafrach 411
Hinh 1.2

Access chon Customize Quick Access Toolbar. (hinh 1.2)

Sync an

Maore Commands...

Pé thém nht 1énh vao Quick Access, ban chon 1énh trong khung choose commands

from, click nut Add-> click OK.

c. Thanh Navigation Pane

Navigation Pane la khung chtta ndi dung
chinh cta co s& dir li¢u. Tu khung Navigation
Pane, ban c6 thé mé bat ky Table, Query, Form,
Report, Macro, hodac module trong co sé dir liéu
cach double click vao tén ctia d6i trgng. (Hinh 1.3)
Bang cach click phai vao tén cua dbi twong wong
Navigation Pane, ban c6 thé thuc hién cac thao tac
dbi twong nhu: d6i tén, sao chép, xoa, import,

export mot dbi tuong...

All Access Objects

Search..

O

Tables
= KETQUA

=1 Lop

=1 MONHOC

T SINHVIEN

2

bang

Forms
=5 Lop

- a v

vOi

*

Hinh 1.3

Nhén phim F11 hoic click vao miii tén kép & goc trén bén phai cta khung Navigation

Pane dé hién thi hodc 4n khung Navigation Pane.
3.2. Hé thong menu chinh ciia Access.

File

Home

Create

External Data

Database Tools
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Khong nhu cac phién ban trude, phién ban 2010 nay tich hop toan bd hé théng menu
trén 1 thanh cong cy ribbon. Thanh Ribbon dugc tao boi nhiéu tab khac nhau, dé truy cap vao
mot tab, c6 thé click trén nhan cia tab hodc dung phim tit. Nhin phim Alt hodc F10 dé hién
thi tén cta cic phim tit cta cac tab.

Hau hét céc tab trén Ribbon dugc chia thanh ting nhoém khac nhau, moi nhém hién thi tiéu

dé con bén dudi cia nhom. Mot sé nhom trong Ribbon c6 hién thi nit, khi click nat

[w
nay s€ xuat hién cua

Cira s0 Properties

Cua s6 Properties giup ta cd thé hi€u chinh | Property Sheet
Selection type: Text Box
thudc tinh cia doi tugng, tuy theo doi tugong dang | fiear (=l
v 2 A ur ~ . ~ ~ | An
dugc chon ma cira s6 thudc tinh sé chira nhitng thudc Format | Data | Event | Other |
, Name Fieldl
tinh tuong tng cua doi tugng d6. (Hinh 1.4) Control Source Fleldt
* Format
R 5 I P . X X Decimal Places Auto
Dé mo ctra s6 Properties, chon doi tugng muon thay | visivie Yes
. , R Text Format Plain Text
doi thudce tinh, chon tab Design hodc nhan t6 hgp | Datasheet Caption
Show Date Picker For dates
, Width 6.8229°
phlm Height 0.4063"
Top 0.625"
Atl +Enter Left 11771
Back Style Normal
- A : : A 5 Lo Back Color Background 1
Ctra s0 Properties dugc chia thanh ndim nhom: S S

- Format: Gom céc thudc tinh dinh dang d6i

tuong

s0 cho phép thiét 1ap cac thudc tinh clia nhom tuong tng.

Hinh 1.4

- Data: Gom céc thudc tinh truy suat dir liéu caa d6i tuong.

- Event: GOm céc su kién (event) cta ddi tuong.

- Other. Gdm céc thudc tinh gitp ban tao hé théng menu, toolbars,...

- All: Gom tét ca cac thudc tinh wvong bon nhom trén.

3.3. Cac thanh phin co ban ciia mot tap tin CSDL access

CSDL trong Access la

Al =

ek

co s6 dir liéu quan hé gom

External Data
X

Database Teols
Y

Ql;KéﬁM: b;lel;xe (Access éU)Z - 2003 fike format) - Microsoft ﬁccus =TS

cac thanh phan: Tables, Querys,

All Access Objects

Tables

Forms, Reports, Pages, Macros, |
Modules. Macros

Cong cu dé tao cac dbi

trong Access duoc to chuc thanh

nhém trong tab Create cua thanh
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Ribbon (Hinh 1.5)

a. Bang (Tables)

Table 1a thanh phan quan trong nhat cua tap tin co so dit liéu Access, ding dé
leu trix dir liéu. Do d6 day la ddi twong phai duoc tao ra trude. Bén trong mot bang, dit liu
duoc leu thanh nhiéu cot va nhicu dong.

b. Truy van (Queries)

Query la cong cu dé ngudi st dung truy van thdng tin va thuc hién cac thao tac trén
dir lidu. Nguoi sir dung c6 thé sir dung ngdn ngit SQL hoic cdng cu QBE dé thao tac trén dix
liéu.

c. Biéu mau (Forms)

Form 1a cong cu dé thiét ké giao dién cho BAI trinh, ding dé cap nhat hodc xem

dir liéu. Biéu mau gidp than thién héa qua trinh nhap, thém, sta, x6a va hién thi dit liéu.
d. Bao cao (Reports)

Report 1a cdng cu gilp nguoi ding tao cac két xuat dit liéu tir cac bang, sau d6 dinh
dang va sip xép theo mot khudn dang cho trudce va c6 thé in ra man hinh hodc may in.

e. Tap lénh (Macros)

Macro 1a mot tap hop cac 1énh nham thyc hién mot loat cac thao tac duoc qui dinh
trudc. Tap lénh cua Access c6 thé duoc xem 1a mot cong cu 1ap trinh don gian dap (ng céc
tinh huéng cu thé.

f. Bo ma Iénh (Modules)

La codng cu lap trinh trong mdi truong Access ma ngdbn ngit nén tang cua no 1a
ngbn ngtt Visual Basic for Application. Pay la mot dang tu dong hda chuyén séu hon tap
1énh, gilp tao ra nhitng ham ngudi dung tu dinh nghia. B ma Iénh thuong danh cho cac
lap trinh vién chuyén nghiép.

4. Mot s6 thao tic co ban
Muc tiéu:
- Nam dugc cac thao tac khoi dong, két thiuc BAI trinh.
- Nam dugc cac thao tac mo, tao méi mot tap tin csdl, luu tap tin csdl.
4.1. Khéi dong bai trinh.
- Cach 1: Start (AU) Programs -> Microsoft Office -> Microsoft Office Access 2010.
- Cé4ch 2: Double click vao shortcut Ms Access trén desktop, xuét hién ctra so khoi dong
Access nhu hinh.
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4.2. Thoat khoéi Access.

Khi khong 1am viéc v6i Access nita, thoat ing dung dang chay bang mot trong nhiing
cach sau:

- Mo thuc don File | Exit.

- Nhan t6 hop phim néng Alt + F4,

- J , b A 5 A
- Hoac dong nut Close Zll trén cira s6 Access e o == dang

mo. | ¢
4.3. Tao méi 1 tap tin CSDL access.
- Tai cira s6 khoi dong, click nit Blank

Database.
-File name: nhap tén tap tin co s¢ dit liéu, trong
Access 2010, tap tin co so dir lieu duoc luu Vi

tén cd phan mé& rong 1a .accdb. Hxnh 1.6

- Néu khong chi dinh duong din thi mic dinh tap tin méi tao s& duoc luu trong thu muc
Document, nguoc lai, click nut Browse = @ chi dinh vi tri luu tap tin. Click nut Create
dé tao tap tin co s dit liéu. (Hinh 1.6)

4.4. Mé mot tap tin CSDL access da co trén dia.

Pé md mot co s dit lidu di c6 ta thuc hién mot trong cac cach sau:

-Céch 1:

% Tai cira s6 khoi dong, trong tab File — Open...
* Chon tap tin co s& dir licu cin mé — Open.

— Céch 2:

% Double click vao tén tap tin cAn mé.

4.5. Luu CSDL access.
Dé luu CSDL access, ta ¢ thé thyc hién mot trong cac cach sau:
- Cach 1: Vao Menu File->Save.
- Cach 2: Click chudt vao biéu tuong = trén thanh tiéu dé.
- Céach 3: Bam t6 hop phim Ctrl+S.

< TOM TAT BAI 1

Trong Bai nay, mot sb noi dung chinh dugc gigi thiéu:

1. Cac khai niém co ban

2. Gidi thiéu chung vé access
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