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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac nguon thong tin ¢ thé dugc phép dung
nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh 1€ch lac hodc sit dung v&i muc dich kinh doanh thiéu

lanh manh s€ bi nghiém cam.



LOI MO DAU

Thong tin 12 ngudn tai nguyén quy gia ciia mot to chirc. Cac phdn mém may tinh 13
nhirng cong cu hiéu qua dé xt 1y thong tin va hé quan tri co s dit liéu 1a cong cu phd bién
cho phép luu trir va rit trich thong tin mot cach hiéu qua.

Hé quan trj co s¢ dit liéu duoc dung pho bién nhat hién nay va dugc hd trg boi nhiéu
nha cung cép phﬁn mém. Tinh hiéu qua cua cac ung dung phu thudc vao chét luong cua viée
td chtrc dir liéu. Nhiing cai tién trong k¥ thuat va xtr li co so dir li¢u dua dén cac co hoi st
dung thong tin mot cach linh hoat va hiéu qua khi dir liéu dugc td chirc va luu trit trong cac
cAu tric quan h¢. H¢ quan tri co s¢ dit liéu la mgt thanh cong trong linh vyc thuong mai.

H¢ quan tri co so dir li¢u Access c6 hai kha nang chinh cho phép phan bi¢t né vdi cac
kiéu hé thong 1ap trinh khéc:

- Kha ning quan ly dit liéu ton tai lau dai: ddc diém nay chi ra ring c6 mot co sé dix
liéu tdn tai trong mot thoi gian dai, ndi dung cua co sé dir li€u nay 1a cac dir li€éu ma hé quan
tri co s& dir li€u truy nhap va quan ly.

- Kha nang truy nhap cac khdi luong dir licu 16n mot cach hiéu qua.

Su bung nd cua cac loai hinh dich vu cung sy phat trién cua hé théng ung dung thong
tin nghiép vu doi hoi can phai c6 nhitng may chii v6i kha ning xir Iy manh, nhitng hé quan
tri co so dit liéu c6 thé dap tmg duoc nhing yéu cau khit khe vé hiéu nang, tinh an toan va
tinh san sang dir liéu. P6 chinh 1a 1y do hé quan tri co s& dir liéu ra doi va dugc sir dung rat
phd bién trong cac hé thong thong tin cua cac td chirc, doanh nghiép 16n.

Trén thi truong phan mém hién nay & Viét Nam da xuét hién kha nhiéu phan mém hé
quan tri co s¢ dit liéu nhu: Microsoft Access, Foxpro, DB2, SQL Server, Oracle,...

Néu ban chua c6 co hoi lam quen véi mot hé quén tri co so dit liéu ndo, hily nim bat

co hoi dé bat dau 1am quen véi Hé quan tri co sé dit 1iéu Microsoft Access 2010.

Binh Thuan, ngay thang nam 202

Tham gia bién soan



MUC LUC

GIAO TRINH MO DUN

Tén m6 dun: HE quan tri co s dir liéu véi Microsoft Access
Ma s6 ctia mo dun: MDb17 , i
Thoi gian ctia m6 dun: 75 gio (Ly thuyét: 15 gid; Thuc hanh: 57 gio; Kiém tra: 3 gio).

I. Vi tri, tinh chat ciia mé dun:

Vi tri: La mo dun chuyén mon bit budc cia chuong trinh dao tao nghé Cong nghé

thong tin (rng dung phan mém), dugc bo tri hoc sau cac mén hoc, md dun co so.

Tinh chat: Noi dung mé dun hd trg cho cic mén chuyén nganh trong viéc thiét ké co s&

dir li€u va xay dung cac phan mém quan ly.

II. Muc tiéu ciia mé dun:

Kién thuec:
+ Trinh bay dugc cac dic tinh va chirc ndng cia phan mém Access;
+ Trinh bay cach thiét ké va quan tri véi cac co s¢ dir li€u trén Access;

+ Trinh bay cach thirc truy van d&én co s¢ dir liéu bang cong cu QBE trén Access va

ngon ngir SQL;

+ Trinh bay dugc cac cach tao cac bao biéu va biéu mau;
K¥ nang:

+ Thao tac thanh thao v6i phdn mém Access;

+ Tao va quan tri co so dir liu trén Access;

+ Thuyc hién duoc cac truy van dit liéu véi cac bang;

+ Thiét ké duoc nhiéu dang biéu mau va bao biéu;

Nang luc tu chu va trach nhiém:

+ Chu dong, sadng tao trong viéc tim hi€u céc tai li¢u phuc vu cho mén hoc.

III. N¢i dung mé dun:

1.

Chwong trinh khung
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IV.

2. Chuwong trinh chi tiét mé dun

Tén cac Thoi gian (gio)
STT bai trong Tong | Ly | Thue | Kiém
mo dun s6 | thuyét | hanh | Tra
1 Bai 1: Tong quan vé hé quén tri co s 4 1 3
dir li€u Microsoft Access
2 | Bai 2: Lam viéc v6i bang 4 1 3
Bai 3: Cac thao tac v6i bang & ché do
3 ) 4 1 3
datasheet view
4 Bé:i 4: St dung toan tir- ham — biéu 4 1 3
thirc
5 Bai 5: Lam viéc vdi truy van chon 4 1 3
(Select Query)
6 Bai 6: Lam viéc voi truy van hanh 4 1 3
dong (Action Query)
7 Bai 7: Truy van dit liéu v6i Parameter 4 1 3
Query va Total Query
8 | Bai 8: Truy van véi Crosstab Query 4 0 3 1
9 Bai 9: Tao biéu mau bang chic ning 4 | 3
Form Wizard
10 Bai 10: Tao biéu mAu bang cach tu 4 1 3
thiét ké (Form Design)
11 | Baill: Thiét ké biéu miu sir dung 4 0 ; |
Subform
12 | Bai 12: Tao tap 1énh (Marcro) 4 1 3
13 | Bai 13: Ung dung ctia Macro 4 1 3
14 Bai 14: Tao va st dung bao cao bé“mg 4 1 3
Report Wizard
15 Bai 15: Tao va st dung bao cdo 1 3
bangcach ty thiét ké
16 | Bai 16: Thuc thi bao cao 0 3 1
17 | Ontap 11 2 9
Cong 75 15 57 3

Hudéng dén thyce hién mé dun:

1. Pham vi 4p dung chuong trinh

Chuong trinh mé dun dugc sir dung dé giang day nghé Cong nghé thong tin (Ung

dung phan mém) va lam tai liéu tham khao cho cac nganh nghé k¥ thuat khéc.

2. Huéng dan mot sb diém chinh vé phuong phap giang day mé dun

Gido vién trude khi giang day can phai can cr vao ndi dung cia tung bai hoc chuan

bi day du cac diéu kién thyc hién bai hoc dé dam bao chit luong giang day;




Khi thyc hién chuong trinh mén hoc cin xac dinh nhitng diém kién thirc co ban, xac
dinh 18 cac yéu cau vé kién thirc, k¥ nang o timg noi dung;
Can lién hé kién thirc voi thuc té san xuit va doi séng, dac biét 1a cac phﬁn mém thuc
té sir dung ngdn ngir Access.
3. Nhitng trong tim chwong trinh can chu ¥:
Hudng dan sinh vién ap dung cac kién thirc bai hoc dé thuc hién tung budc thiét ké
mot sd ung dung cu thé.
4. Tai liéu can tham khao:
Pham Vin At, K¥ thuat 1ap trinh Access trén Windows, NXB Ha No61, 2002;
Duong Thuy Trang, Tham khdo nhanh Microsoft Access 2003, NXB Giao thong
van tai, 2006;
Truong Cong Phuc, Tu hoc va ing dung Microsoft Access 2007, NXB Héng birc, 2008.

Bai 1: TONG QUAN VE MICROSOFT ACCESS

Muc tiéu cua bai:

Trinh bay dugc moét vai khai niém vé Access, nhirng thao tdc co ban voi céac ddi tuong
trén Access.

Cai dat duoc phﬁn mém Access

Thyc hién dugc cac thao tac co ban trén hé quan tri co s¢ dir liéu Access.

Chu dong tim hiéu cac tinh ning cia phan mém Access.

1. Giéi thiéu phin mém Access

Microsoft Access 12 mot thanh phan trong bo Microsoft Office ciia hing Microsoft. MS
Access cung cip cho ngudi dung giao dién than thién va cac thao tic don gian, truc quan
trong vi¢c xay dung va quan tri co s¢ dit li€u cling nhu xay dung cac ung dung co so dir
li¢u.

Access 1a mot hé quan tri co s¢ dir licu quan h¢ (RDMS - Relational Database
Management System), rat phit hop cho cac bai toan quan ly vira va nho. Hi¢u nang cao va
dic biét dé sir dung do giao dién giéng cac phan mém khac trong bd MS Office nhu MS
Word, MS Excel.



Access con cung cip hé théng cong cu phat trién khd manh mé di kém (Development
Tools) giup cac nha phat trién phan mém don gian trong viéc xay dung tron géi cac dy an
phan mém quan 1y qui md vira va nho.

_MS Access 2010 cung cap hé théng cong cu rat manh, gitip ngudi dung nhanh chong
va dé dang xdy dung chuong trinh timg dung théng qua query, form, report két hop voi mét
sO lénh Visual Basic.

Trong Microsoft Access 2010, ban c6 thé xay dung co s& dit liéu web va dua chang 1én
cac SharePoint Site. Nguoi duyét SharePoint ¢6 thé sir dung tng dung co s¢ dir liéu cua ban
trong mot trinh duyét Web, st dung SharePoint dé xac dinh ai co the xem nhitng gi. Nhiéu
cai tién moi hd trg kha ning dua dir liéu 1én Web, va ciing cung cap loi ich trong viéc xay
dung co so dit lidu trén may don truyén thong.

Access 2010 giao dién nguoi dung ciing di thay d6i. Néu ban khong quen véi Office
Access 2007, Ribbon va ctra s6 danh muc chinh ¢6 thé 13 méi cho ban. Thanh Ribbon nay
thay thé cic menu va thanh cong cu tir phién ban trudc. Cira s6 danh muyc chinh thay thé va
mo rong cac chirc nang cia clra s6 Database.

Va diém méi trong Access 2010, Backstage View cho phép ban truy cap vao tit ca cac
1énh 4p dung cho toan bd co s¢ dit liéu, nhu 1a thu gon va stra chira, hodc cac 1énh tir menu
File.

Céc 1énh duoc bd tri trén cac tab & phia bén trai man hinh, va mdi tab chira mot nhom
cac Iénh co lién quan hoac céc lién két. Vi dy, néu ban nhan New, ban s€ thay tap hop cac
nut cho phép ban tao ra mét co s dir liéu mai tir dau, hoac bang cach chon tir mot thu vién
cua co s dir liu cac mau thiét ké chuyén nghiép.

2. Khéi dong va thoat khéi Access

2.1.Khoi dong

Pé khoi dong MS Access ta co thé ding mot trong cac cach sau:



- Cach 1: Thuc hién theo dudng dan Start\All Programs\Microsoft Office
2010\Microsoft Office Access 2010

- Cach 2: Nhép dap chudt vao biéu twong MS Access 2010 trén man hinh Desktop, s&
xuat hién cura s6 khoi dong nhu hinh dudi:
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Hinh 1 - Cika s6 khéi déng Access
2.2. Thoat khoi Access
C06 thé thoat khoi Access bang mot trong cac cach nhu sau:
Thyc hién theo duong dan: File\Exit
Nhan t6 hop phim Alt + F4

Nhap chudt vao nut Close trén ctra s6 Access dang mo

3. Cac thao tac trén tap tin co s& dir liéu

3.1. Cdc thanh phdn trong cira sé khéi dong




Hién thi bén trai cua thanh tiéu dé, mic
dinh thanh Quick Access gom céc nut cong
cu Save, Undo, ...

Al =

E2

m Home Customize Quick Access Toolbar

Bén phai Quick Access chua nut 2 Oben
Customize, khi co s& dit lieu dang md, néu o |
click niit Customize s& xuét hién mét menu - il
gitp ban chi dinh cic nut Iénh hién thi trén — Quick Print
thanh Quick Access, néu cac 1énh khong co Quenes S P
trong menu, ban c6 thé click nat More 3:1 S S
Command hodc click chudt phai trén thanh | [ Quend Al tnds
Quick Access chon Customize Quick Access | & ## B neoo
Toolbar. 3 SinhVien With e

Dé thém nat lénh vao Quick Access, | = Refresh Al
ban chon 1énh trong khung choose commands | «¥ Quens Sync All

from, sau d6 click nut Add va nhap OK.

More Commands...
* Vang lam viéc:
Khi khéi dong Accgss, trong ctra s6 khoi dong, mac dinh tab File va 1€énh New trong
tab File dugc chon, ctra s6 duoc chia thanh 3 khung:
- Khung trai: gdm céc 1énh trong tab File
- Khung gitta: chira cac loai tap tin co s dit 1iéu ma ban c6 thé tao méi

- Khung phai: nhap té€n va chon vi tri luu tap tin méi tao va thuc thi 1énh tao moi co s&
dir liu.

* Thanh Ribbon:

Dudi thanh tiéu dé, Access 2010 hién thi cac nat 1énh trén mot thanh dai duoc goi la
Ribbon, thanh Ribbon c6 thé chiém nhiéu khong gian man hinh, ta c6 thé thu nho kich thudc
ctia Ribbon bang cach click nat Minimize The Ribbon

Thanh Ribbon dugc tao bai nhiéu tab khac nhau, dé truy cap vao mot tab ban co thé
click trén nhan tab hodc dung phim tat. Nhan phim Alt hodc F10 dé hién thi tén ctia cac phim
tat cua cac tab.

Hinh 3 - Thanh Ribbon

T --‘I
| Tabile Took
Dat ools . i

Propertie

N 1:
O Ertata
I 2 - ;] S0SakE & Time

Z Yes/No
Text Number Currency _ ;
&4 More Fields ~

Jiews Add & Delete _
Hau hét cac tab Ribbon duoc chia thanh tirng nhom khéc nhau, mdi nhom hién thi tiéu
dé con bén dudi cia nhém. Mot sb nhom trong Ribbon cd thé hién thj nat , khi click ntt nay

s& xuat hién cira s6 cho phép thiét lap cic thudc tinh ciia nhém trrong tng.



* Cura so Properties:
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Cira sO Properties giup ban c6 thé hiéu chinh thudc tinh ctia ddi twong, tuy theo ddi
tuong dang dugc chon ma cura so thudc tinh s€ chira

nhitng thudc tinh twong tng cia doi tugng do. Property Sheet VX
Selection type: Text Box

bé mé cira s Properties, ban chon doi tuong
dang muon thay doi thudc tinh, chon tab Design hodc
nhan t6 hgp phim Alt + Enter.

Field1 ]

‘.'Formall Data ['Ennf |0tr|er' All

Name Field1 -
Cua so Properties dugc chia thanh 5 nhom: o N
. oA . A r : A: | Decimal Places Auto
- Format: gom cac thudc tinh dinh dang doi | J*™ om =
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N , . Datasheet Caption
- Data: gom cac thudc tinh truy sudt dir li€u | show DatePicker  For dates

5 A Width 6.8229°
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Height 0.4063"
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- Other: gom céc thudc tinh gitip ban tao hé Back Color Background 1
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* Thanh Navigation Pane:
Navigation Pane l1a khung chira ndi dung chinh
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3.2. Tao tdp tin co so dii liéu
* Tao mot co so dir lieu moi r(5~ng
Pé tao tap tin co s¢ dit liéu mai, thuc hién theo cac bude nhu sau:
- Budc 1: Tai cira s6 khai dong, click chon Blank Database

- Budc 2: Nhap tén tap tin co so dit liéu vao phan File name. Trong Access 2010,
tap tin co so dit liéu duoc luu véi tén c6 phan md rong 1a .accedb
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Hinh 7 - M6 ta cac budc tao tap tin co so dir liéu moi

Néu khong chi dinh duong dan thi mic dinh tip tin moi tao s& duoc luu trong thu
muc Document, nguoc lai, click nat Brows " dé chi dinh vi tri luu tap tin. Click nut
Creat dé tao tap tin co so dir liéu.

* Tao co s6 dit liéu theo madu (Template)

Dé tao co s& dit liéu theo mau, thuc hién theo cac budce sau:

- Tai cura s6 khoi dong, chon Sample Template, sau d6 chon mau co s¢ dir liéu co

- Trong khung File name, nhap tén tap tin co so dit liéu va click nit Browse 1-T7 dé
chon vi tri luu tap tin
- Click nat Creat dé tao co s dit liéu
3.3.Qudn ly co so dir liéu
Sau khi tao co s& dit liéu, hodc mé mot co s dir liéu thi tab File s& hién thi cac 1énh
quan 1y tap tin co s¢ dir licu.



* Recent

Muc Recent hién thi danh sach cac tap tin co s¢ di licu dugc md gﬁn nhét. Sb tap
tin hién thi trong danh sach nay mac dinh 14 9, c6 thé thay d6i bang cach:

- Tai ctra sO lam viéc cua Access, chon tab File
Al ) & :
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Home Create E

™ |

| S
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_jc"boen Lﬂj

c
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Hinh 8 - Tuy chon Recent
- Chon Options\Client Settings

- Trong muc Display, thay ddi gia trj ctia thudc tinh Show This Number Of Recent
Documents.

- Click OK.

* Mo \motscorsos &=

Dé mdmot.caisd dir liéu da edsasthwehién mot trong cac cach sau: -
@ Logical

- CéC 1~Cunen1 Database yisual

ai'cura s khoi dong, trong tab File\Open

Ch,ett Designers

J . Chon tap tin ¢co s@udiy li€u can mé& va chon Open

- CéC 21I.maumr Show this number of Recent Documents: 17
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* Tholit k\h"“"':aég*é?;‘ v Show Action Tags on Dagasheets

Quick Access Toolbar 7' Show Action Tags on Forms and Reports

C6 thé|thoat khoi Access bang,mot trong cac cich:

- Tu menuKFile.chon EXit (et magin 025
- Nhaf t6 hop phim Alt + Ff™ ™~ °*

Topmlgm 0.25° S E—— )
- Clic]

nut Close trén cura so Access dang md Cox_ ) [ cance



Khi tao thém ddi twong trong co so dit liéu thi dung luong cta tap tin co so dir lidu
s€ tang lén, khi x6a mot doi twong thi vung nhé cua nd sé rong, nhung khong su dung
duoc.

Chtrc ning Compact & Repair Database gitip thu hoi lai phan bo nhé bi rong, 1am
cho tap tin co so dir li¢u gon lai.

Thuc hién theo cac budc nhu sau:
- Budc 1: Mo co s¢ dit li¢u can thu gon va chinh sua

- Budce 2: Click nut Compact & Repair Database



Hinh 11 - Info voi tao Password
* Go bo Password

Thuc hién theo cac budc nhu sau:

- Budc 1: M& co so dit liéu & ché do Exclusive: File Open Open Exclusive

- Budc 2: Trong tab File chon 1énh Info Click nit UnSet Database Password
3.4. Cdc déi twong trong co sé dir ligu Access

Co s¢ dir licu 1a mot tap hop nhiing sb liéu lién quan dén mét much ‘dich quéan ly,
khgi thac dir 1iéu nao do, CSDL trong Access la co s& dir li¢u quan hé¢ gom cac thanh
phan: Tables, Querys, Forms, Reports, Pages, Macros, Modules.

* Bang (Tables)

Table 14 thanh phan quan trong nhit cta tap tin co s& dit liéu Access, dung dé luu trit
dir 1iéu. Do d6 day 1a doi tugng phai dugce tao ra trudc. Bén trong mot bang, dir liéu dugc
luu thanh nhi€u cft va nhiéu dong.

* Truy van (Queries)

Query la cong cu dé ngudi st dung truy van thong tin va thuc hién cac thao tac trén
dir 1liéu. Nguoi str dung c6 thé sir dung ngdén nglt SQL hoac cong cu QBE dé thao tac véi
dir ligu.

* Biéu mau (Forms)

Form la cong cu dé thiét ké giao dién cho chuong trinh, dung dé cap nhat hodc xem
dir li¢u. Biéu mau giup than thién hoa qua trinh nhap, thém, sura, x6a va hién thi dir liu.

* Bao cado (Reports)

Report 13 cong cu gitip ngudi ding tao cac két xuat dir liéu tir cac bang, sau d6 dinh
dang va sap x&p theo mot khudén dang cho trudc va co6 thé in ra man hinh hodc may in.

* Tap lénh (Macros)



Macro 1a mot tdp hop cac 1énh nham thuc hién mét loat cac thao tac duoc qui dinh
trudc. Tap 1énh cua Access c¢6 thé dugc xem 1a mdt cong cu 1ap trinh don gian dép tng
cac tinh huong cu thé.

* Bo ma lénh (Modules)

La cong cu lap trinh trong moi trudng Acces ma ngdn ngit nén tang cua nd 1a ngdn
ngtr Visual Basic for Application. Pay 1a mdt dang tu dong hda chuyén sau hon tap 1énh,
giip tao ra nhirng ham nguoi dung ty dinh nghia. B ma 1énh thuong danh cho céac lap
trinh vién chuyén nghiép.

Cong cu dé tao cac ddi twong trong Access dugc td chire thanh timg nhém trong tab
Create cua thanh Ribbon

Hinh 12 - Cac nhom trong Ribbon
3.5. Thao tdc vdi cdc doi twong trong co sé di ligu

Pé lam viéc trén ddi tuong, ta chon doi tuong trén thanh Access Object, cac thanh
vién cua doi tugng s€ xuat hién bén dudi tén cua doi tuong.

* Tao m&i mot doi twong
Dé tao m&i mot dodi tuong, thuc hién theo cac budce sau:
- Budc 1: Click tab Create trén thanh Ribbon
- Budc 2: Trong nhém cong cu cua ting doi tuong, chon cach tao tuong ing
* Thiét ké lai mot doi tuong
- Néu d6i tuong dang dong:
V  Click chuét phai trén ddi twong can thiét ké lai
V  Chon Design View
- Néu d6i twong dang mé: Click nat Design View 4]
* Xem ndi dung trinh bay ciia mét doi twong
- Néu d6i twong dang m& & ché do Design View thi click nit View

- Néu d6i tuong dang déng: Click chudt phai trén ddi twong cin xem va nhap
Open.

* Xoa mot doi tuong

Thuc hién theo cac budc nhu sau:

- Click chu6t phai trén ddi trong can xda
- Chon muc Delete trén menu Popup

Hoic chon rdi phan phim Delele hodc nut X trén thanh cong cu.



* Poi tén doi twong

Thuc hién theo cac cach nhu sau:

- Click chudt phai trén doi tuong, sau d6 chon Rename
- Nhén phim F2 va nhap tén méi vao

* Sao chép mot doi twong

Thuc hién theo cac budc sau:

Click chudt phai 1én tap tin can sao chép

Chon muyc Copy dé luu d6i twong vao Clipboard

Click nut Paste trén thanh menu dé chép véo ctra s6 database

Nhap tén cho d6i tugng sao chép

Véi kiéu d6i twong Table, co thé chon 1 trong 3 kiéu sao chép:

Chi sao chép cau trac

[ % o]
J Structure and Data: Table Mame: [I]
Cancel

Sao chép cau tric va dir liéu |
Paste Options
J Append Data to

. . . X Structure Onl
Exiting Table: Thém dir li¢u vao = x
Y A . @ Structure and Data
mot bang dang ton tai. -
| Append Data to Existing Table

* Sao chép dir lieu tir
Access sang ung dung khdc (Export)

C6 thé xuit dix liéu sang co so dir liéu Access khac, hodc Excel, Word, Pdf, ... Cach
thuc hién nhu sau:

- Bué6c 1: Chon ddi trong mudn xuit sang ing dung khac

- Budc 2: Chon tab External Data

- Buéc 3: Trong nhém coéng cu Export, chon loai img dung va ban mudn xuit dir

liéu: Excel Text file, XML file, Word, Access, .
I_II d = _ﬂﬁcmﬁkﬂﬁ_

Home Create External Data Database Tools

_-':':_‘ : 7-; A?FI o] M| Text Fi Ras = [ = ==~ === (& Access e MR |
3 s [ L5335 | - H - g J =g | - b ] - = .

|__4 (o L w4 xnaL fle b Wli] il \':’J—'-j b ] | My Word Merge ey
Saved i L Excel Access ODBC Saved Excel Text XML PDF E-mail Create Manage
Imports  Kana Database %34 More ~ orns File Fm or XPS 2> More - E-mail Replies

import & Link t Caollect Data

Hinh 14 - Cac tuy chon trong Export
- Click nat Browse ... chi dinh vi tri xuét dit liéu
- Click OK hoan tit viéc export dir liéu
* Sao chép dir liéu tir tng dung khac vao co so dir liéu Access hién hanh (Import)
C6 thé chép dir lidu tir timg dung khac nhur Excel, ODBC Database, XML file, Access, ...
vao co s dir liéu hién hanh.



Thuc hién theo cac budc nhu sau:

Home Create External Data Database Tools
1 T 250 el fTextFile N L B B m" 0y (@ Access e -7
e 0 B By 7 o | i, A

’ LS l} 4 XML File & wli& sl o v —] @y word Merge =
nked Tat Excel Access ODBC Saved Excel Text XML PDF  E-mail - Create Manage

¢ Database X33 More ~ Exparts File  File orXPS 4 More ~ E-mail Replies

Import & Link Expart Collect Data

Hinh 15 - Cac tuy chon trong nhom trong Import & Link
Chon tab External Data

- Trong nhoém 1énh Import & Link, chon tmg dung ma ban mudn chép dit liéu

- Lan lugt 1am theo cic bude huéng dan ciia Access

Sao luu dir liéu tir Excel vao Access

- Trong ctra s6 1am viéc cta Access, chon tab External Data, click nat Excel trong

nhom 1énh Import & Link

- Chon tap tin Excel can chép (Click niit Browse ...

dé tim tap tin Excel) Open

- Nhép OK, sau d6 thuc hién theo cac budc huéng dan ciia Access

«4 Chon Sheet chira dit liéu can chép va nhip Next

«4 Chon dong lam tiéu dé cho bang va nhip Next
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Hinh 16 - Mo ta buoc sao luu dir lieu tir Excel vao Access
J Chi dinh thudc tinh cho céc field va nhap Next

J Chon cach tao khéa cho bang

Let Access add primary key: Access tu tao khoa

Choose my own primary key: Ban chi dinh khoa

No primary key: Khong tao khoa

J Nhap tén cho bang va nhip Finish



J Access hién thi thong bao cho biét hoan tit qua trinh import mot file Excel
thanh mdt bang trong Access

Chép dir li€u tir co sé dir licu Access khac vao co sé¢ dir li€éu hién hanh
Trong ctra s6 1am viéc cua Access, chon tab External Data sau d6 click nat Access
trong nhém 1énh Import & Link

Chon tap tin Acces chira dit liéu can sao chép (Click niit Browse ... dé tim tip tin
Access) Open

Get Bxtevnal Data - Access

Eo— )
mmm““ﬂ | Tables | Queries [ Foms | Reparts | Macros | Moduies| | |
o e—
B sy Dok Sefen [ canced

Select all
Speaty o ard where you vart o yisre !
l Deselect all
. Options 5>
Lnk to the dats sowrce by o
Acoess wil reate 3 table thet v

wurce g woe veria, NOTE: 3

Chon tuy chon Import table, query, form, report, macro and modules in to the
current database d¢ chi dinh vi tri luu trit dit liéu trong co sé dir li€u hi¢n hanh roi nhap
OK

~ Trong cura sO Import Object, chon d6i tuong can chép. Co thé chon nhiéu déng thoi
doi tuong hodc chon tat ca bang cach click nat Select All va nhap OK



* Chiec nang Link

Chtic nang Link trong
Access dé duy tri mdi lién két
voi dir liéu nguén. Néu dir lidu
nguon thay doi thi dir liéu
trong bang lién két s& thay doi
theo va nguoc lai.

Céch thyc hién tuong tu
nhu chic nang Import, nhung
trong cira sO Get External
Data, ta chon tuy chon Link to
data source by creating a link
table  chon bang mudn link

OK

,(Ee'. Extemal Data - Access m:ﬁ.' = i —— ____L =
|

| 2
Sefect the source and destnabon of the data

Specfy e source of the Zata

Bl reme  CUnern SONY Deshisgy frowse...,

Sy hes and where you mant to stare Pe data in he aurent databese.

Imguet Lables, queries, bormm, reports, macros, and modules mito the current database,

1f the soecfed abiact does not ewst, Acoess sl ceate 2. 1f the specfied chiect sreacy exsts, Access will sppend & rumber o the
1, Charges sade to source obrects (nchedng dats o tabden) wd o de refiected © e current! daladase,

@ Lk te the data seurce by Ling a linked tabde.

Apoems wil meste o tabie et glf Tartian o ink 10 e source dete. Charges made 10 the dats m Acces sl be reflected m e
source and weoe versa. NG i the source databace redures 3 Dword, the pangwdrd adl be stired with The nbied table
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CAU HOI ON TAP

Céu 1: T6 chtrc luu trit dit liéu theo 1y thuyét co so dir liéu c¢6 thé tranh duoc su khong
nhat quan trong luu trir dir liéu va bao dam duoc.......... cua dir liu.

A. Tinh toan ven

C. Tinh an toan

B. Tinh doc 1ap dir liéu
D. Quyén truy nhép co so dit liéu

Cau 2: Uu diém cua co so dir liéu 1a:

A. Giam du thtra, ddm bao tinh nhat quan va toan ven cua dir liéu.

B.
C.
D.

Céc thudc tinh dugc mo ta trong nhiéu tép dir liéu khac nhau.
Giam kha ning xuat hién mau thuin va khong nhét quan di liéu.

Giam kha ning xuat hién di thuong thong tin.

Cau 3: H¢ quan tri co sé dir liéu la:

A. Phan mém hé théng, can thiét cho moi may tinh.
B. Phan mém thdng ké dir liéu bang tinh.

C. Phan mém di€u khién cac chién lugc truy nhap co so dir li¢u.

D. Phan mém quan Iy nhap xuét dir liéu bang tinh.

Céu 4: Phan mém nao sau ddy co thé trién khai luu trit thong tin dang co s¢ dit liéu?

A. Microsoft Word
C. Microsoft Windows

B. Microsoft Access
D. Notepad

Ciu 5: Dt liéu nao sau diy thuong duoc to chire Iuu trit trong co s& dir lidu?

A. Danh muc hang hoa

C. biém sinh vién

B. Bang ndi quy co quan
D. Danh sach can bo

Céu 6: Phan mém nao sau ddy khong phai 1a hé quan tri co so dir liéu quan hé?



