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Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.

[Tables/Queries

Table: sl

~

|Available Fields: Selected Fields:

LSl pd,
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il )l powl
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<

<<

Cancel

Einish

(1) JAiul

Simple Query Wizard

What title do you want for your query?
Sl oMl |

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

(@) Open the query to view information.

() Modify the query design.

Cancel < Back

Einish
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% H

Query Query Form Form
Wizard Design

:@ i@FormWizard

Blank ElNavigation ¥ Report |
Design Form More Forms ¥ [

New Query

iSin_'l_pl_e Query Wizard

Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

Cancel

(r) JAsiul

Would you like a detail or summary query?

@Detail (shows every field of every record)

1 | th () Summary

Cancel
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—| =l %' Form Wizard
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Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: sl ~

Available Fields: Selected Fields:

LSl pa,
LS ol
il 5ls ol
)_uu“ J|J p._u.l|

d>Lioll Sl sac

<<

Cancel

Finish

(r9) Jaui

What layout would you like for your form?

O Datasheet
(O ustified

Cancel < Back Einish

(F) JAaaill

What title do you want for your form?

1 sl #5500

That's all the information the wizard needs to create your form.
Do you want to open the form or modify the form's design?

(®) Open the form to view or enter information.

() Modify the form's design.

Cancel < Back Finish
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Report Wizard Report Wizard

To remove a grouping level that you Which fields do you want on your report?
added, dick on it, then click <. wll )l o3,
You can choose from more than one table or query.
il s powl
; Tables/Queries
).u.uﬂ _\|J 2990 - /Q
~
< & it oSl sac
|Available Fields: Selected Fields:
-
. Sl ls o0,
Priority sl ls ool =
sl )l g8y >
&iundl el sae
Grouping Options ... Cancel < Back ext > Finish Cancel Einish

(P€) Jaadul

Report Wizard Report Wizard

What title do you want for your report? How would you like to lay out your report?

| PRI Layout Orientation
(@) Portrait
(:)Landscape
That's all the information the wizard needs to create your (O Qutline
report.

Do you want to preview the report or modify the report's
design?

(@) Preview the report.
() Modify the report's design.

Adjust the field width so all fields fit on
a page.

Cancel < Back Einish Cancel < Back Finish

(#) Lt (F0) YAl
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Label Wizard

This wizard creates standard labels or custom labels.

What label size would you like?

e Product number: Dimensions: Number across:
= :] 21 mm x 15 mm 3
= :] 2244 72 mm x 72 mm 2
== C2245 246 mm x 166 mm 1
£ C2353 110 mm x 146 mm 1
Unit of Measure Label Type
() English (®) Metric (@) Sheetfeed  (7) Continuous
Filter by manufacturer: Avery v
Customize...

(PV) JAdl

What font and color would you like your text to be?

Text appearance

Font name: Font size:
Arial (Arabic) ~ 16 ~
Font weight: Text color:
Norml |
["] Underline
Cancel < Back

(PA) JAail

Label Wizard

What would you like on your mailing label?

Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every label right onto the prototype.

Available fields: Prototype label:
alall o3, {a Wl p3,}
alall ol {aJlall oul}
aeaill o8, i
a 5 {asadl po,}

{alzauall slgall sac)]

Cancel < Back Einish

(F9) Jaaiull
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Label Wizard

You can sort your labels by one or more fields in your database. You might want

to sort by more than one field (such as last name, then first name), or by just
one field (such as postal code).

Which fields would you like to sort by?

Available fields: Sort by:
aJlall od,
aJuall oowl
a2l o8,

<
<<

Cancel < Back FEinish

(&) JAuiul

Label Wizard

What name would you like for your report?
SldUal) 400wl wlaly

That's all the information the wizard needs to create your labels!

What do you want to do?

¥ ee the labels as they will look printed.
K See the label th Il look ted
O Modify the label design.

Cancel < Back | Finish

(€1) JAuiul
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] csall X 0 cWlbllJyas X 8 cllbl dewl b, X H
AUl i, +| Al . Al .| dlswdidgdice - Click o Add - LolLC
20933 51 0 101 4
2190088 101 4
209454 102 6
209478 iukli 103 5}
*

Find  Replace
Cancel
Look In: Current field »:
Match: Whole Field [
Search: All ~

[IMatch Case [#] Search Fields As Formatted
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? glAscemding 91? Selection v
il Descending EAdvanced v

?Toggle Filter
Sort & Filter

Filter

[2

N
~/

Refresh
All v

E New > Totals
|-_F'[§] Save ':':/h( Spelling
X Delete v EMore v

Records

1 wmall X ] oWl Jgze X Bl oWl dpwl ol X
T o R TR R T T Y

ol ol ol 22+ Click to

20933 5 » 5 101 4
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209478 L 103 5
(€€) LAl
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Number Filters > Equals...
(Select All) Does Not Equal...
(Blanks)
20933 Less Than...
21900 Greater Than...
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oK Cancel
(€0) JAuiill

Custom Filter

dyJlnll 25 is equal to | 21900

OK

Cancel
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https://academy.hsoub.com/apps/productivity/office/microsoft-excel/%D9%83%D9%8A%D9%81%D9%8A%D8%A9-%D8%A7%D8%B3%D8%AA%D8%AE%D8%AF%D8%A7%D9%85-%D8%A7%D9%84%D9%85%D8%B1%D8%A7%D8%AC%D8%B9-%D8%AB%D9%84%D8%A7%D8%AB%D9%8A%D8%A9-%D8%A7%D9%84%D8%A3%D8%A8%D8%B9%D8%A7%D8%AF-3d-references-%D9%81%D9%8A-microsoft-excel-r66/
https://support.microsoft.com/ar-sa
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