LESSON PLAN ON INTRODUCTION TO MICROSOFT ACCESS

CLASS-X DURATION: 40 Minutes
NAME TIRLOK GABBA
DESIGNATION PGT COMPUTER SC.
SCHOOL G.G.S.S.S., DINOD
MOBILE 9992479415

1. INSTRUCTIONAL OBJECTIVES:(R&emcas 3237)

1. Students will able to identify data and information.
(BT 3T 3N FIAT I IgaT=l Hehal)
2. Students can generate report and design form.
(T RO a1 Fhd § 3N $iA Bosed T Fhd ©
3. May get career options in database designer.

(STaE f3asat &1 HRAX Fof Hehel 9)

4. Create a blank database.
(7T 3T T Thd 8)

5. Create and save a table in Datasheet view.
(seefic e 7 =Y Sqe T T B)

6. Enter field names and records in a table.

(@5er F ez & 79 AR NS g1 Tha &)

2. TEACHING AIDS: (feretor Tgras areal)

Digital Board, Marker, Internet/Wifi, MICROSOFT ACCESS.
(BfSca, 9% AR, §cae 3R a8 IS, ASHHAFC TFaH)

3. PREVIOUS KNOWLEDGE: (q‘\é 3TaT)

Students will explain only the data and its type.

(BTF Fael 3T 3R 3TH YHR P & a1 9rear)
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4. PREVOIUS KNOWLEDGE TESTING: (tlt\Tzi' ATl qI&T0T)

Teacher’s Activity Student’s Response

(Rreter Y arfafaferm) GEEIRIGIER D)
What are Data? Row facts and figure is known as Data.
T FAT§ ? IJEAIT dUT 3R s T ST Fgd ¢
Do you know how to store data ? No
FIT 31T STTAT 81 3T P HA TR A ? B
Name some database management software. No answer.
$O STEH AASIHT HIFCAA & A1 T HIS 30X @l fedr

Introduction

to MS | application designed to handle | note down the
Access any number of records | definition in
uHTE wEdw | depending upon the user needs. | their note
T IR T Uh  Roeeier  3eed | books.

5: ANNOUNCEMENT OF TOPIC: fawr &fir snworr

After listening from student’s side, name of topic will be announced.

OTAT I GeTol o TG CITeh & 1A i BINUT gIafy

6: PRESENATATION: &l

Access is a relational database | Students will

Titerpee & ToR SuRlereRar iy | BT TRETST H
ST & MR o} Ry off Reprd | HO Alege A
H T F AT Romse fpar | AC F oA

AR
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Type of | In Access, a database | Students  will
Object used | application is composed of | note the points. ¥
in MS | database objects, which are: BT wWEeH Al What makes d database?
AcCess : TRE H ,  3eed RERE | gy
CHUH | ST Hilseiees § & e E Databases consist of four objects:
A e Tables store cata nrows and columns
T 7 1. Tables ¥9eq |, 1aDles Store data In rows ana cowumns
: 2, Queries retrieve and process data
FTIPI 2. Forms wi# ¢ P
_ 3, Forms control data entry and data views
3. Queries Customized manner of inputting data into a database or presenting data
A Reports on a screen ‘ .
4, Reports summarize and print data
Tables and | How to Open a Table in Design | Student will able
its designing | View in Microsoft Access to open the table |
oew 3 1. Locate the table in the | in Design View | & s
Navigation Pane and|as well as In g
FHH right-click on it. datasheet View.
[EEIEGL] 2. From the shortcut | @y arfarer &
menu, select Design foeTed = ¥
View. The table object | >
opens as a tab on the | S-S g'c',TQﬁE
work surface. g H deet #
AT THE # fSsd o # | gare g
GUGEIR: 2 RCIC]
1. AfFAAT Felh H drferent
H 9dT S 3R 3F )/
Tse-fFas Y T —————
2. Aliéwe A A, fB3ase =g
ol | ciforpT a&q #r g W
T &9 & & H Golcll gl
Data Type | Data type gives us information | Student will able ey o
in MS | about what type of data is|to  understand AutoNumber] | —
Access belonging to particular field. different type of fg:;;‘:—‘x’;t
THTH W data Used in Number
# 31 gew | 5T TR &4 I§ SRR e s fn | Table. e o
m‘ Uhi{ bl ?,ET %QTQ’ gﬂ-;r ﬁ' BE] Elliiilil;I ﬁ AutNur‘hber
YTes/INo
mﬁ%l q_ﬂaﬂ- ﬁ@r_ﬂ OLE Object
W??ET%T Hyperlimnk
ATtachrment
mﬁfﬁq:[aﬂ:[ Calculated

grem|

Lookup Wizard._._
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Data type in | Access opens the table in | Student Will | [Froe o B %
MS Access | Datasheet view. Select the field | enter the data in Field Name Data Type Description 4
(the column) that you want to | table in | | Somethig ‘
TvHATE UuFaw | change. On the Fields tab, in | Datasheet View. i
§ gaFd e the Properties group, click the Number
S i th d -d list Date/Time
arrow In the drop-down list | s 2erefic =g i
i o Currency
next to Data Type, and then | x g5 o 27 A
select a data type. General|Lookup| Yes/No
Field Size 255 - i
P gol & | 0L Object
TR Serelie = # S @rerar it o ek
. Caption achmen
%’| dg Eﬁl’@ ﬂ'ﬁ' m A9 Default Value Calculated
-'{ Validation Rule Lookup Wizard... es the kind of values
idati trreeerreorrreree the field, Press FL f
JEoIeT ATEd g1 Blegd &F W, WidnTet [ e e e P L o
I[0T GHg 32" g-aT Uh a; m Allow Zero Length Yes
) N ’ Indeed No
s-‘liq-_g-BT_r B\-_Cn- Jq- m °rg W ;:\:é(;dedc‘nmpression Lesc :
. IMESefwt:n(e Maode Nzn:n ’
FY 3R R 3T IR &1 T phi -
|
Form in MS | A form in Access is a database | Students  will o
Access object that you can use to | learn designing
wHTY uFaw | create a user interface for a|part of user PP
F oht database application. interface. | custamers
TFIT H Ush BIH THh ey First Name Horner
UG?’ % ﬁ f EAE] q‘\\—ﬂT W Last Name |Simpson
W . ustomer Id :l
e TR ¥ T IoR fessetar
SeThy g & o0 X Foha fowam e
gl
Form 1. Select your database table by | Students  will
Design CIiCkir:]g on it in ACCESS. draW the form in @ d 5 techonthenet.com Access 2010 Tutorial Fom ] ‘ o B B
W‘i’ﬁ_m 2_ Cllck the Create tab at the top, Notebook. File Home  Create  ExtemalData  Database Tools De:\gm- ﬁrran?e Format a@
find the Forms section, and select B Ef‘ % & j;f H =8
Form. oI Aesd I R s B e MY 0
3. Microsoft Access will create a | ~ Ch L AR o
new form with all the columns of | BI# TN &hEAT | it 0 S -8 3
your table as fields. = g  EIELIEE IR
4. You can now edit and also add i‘“””““ :
new data to your table with this - : ;‘
form. 2 i : o
5. Click the Save icon at the top- 3 s ‘: o
left corner to save your newly S :
created form. foms :
6. Enter a name for your form and NS : md
click OK to save it. =
Design View Numlock | EEH & D H|¥

1. TFAT H 9T Scred
arferer X Feleh Flh 3T
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TIT HL|
2. Y W fhue 29 W Foaw
FY, BrE AT Wiat 3 Brer

o |
3. Microsoft TFad  3T9ehT
arferer & T8 T3t & Hres

& T H TP 9T BlH TATCIM|
4. S 39 37 BIH F J9IaT

arfore # gurfed X g&d &
3R F3T ger ot Sis T &)

5. 39s] AT FATT T BIA Bl
Tgolel & foIv FIA-IT A F
e wgal g W el

|

6. 39« WA & T TH AT

gol A 3R 3T Tgo & fow
3 WX Fae FH|

Query in
MS Access

THUH TFAd
A FA

The query design is a visual
representation of the fields and
criteria that the query is
configured to return. When
designing a query, you can
customize it to return specific
records using specific
formatting and criteria.

FAY 3T Hres 3R AREs &1
T 79T Uidfeifded g ford Fadr
Iy e F o ifewar fhar
T Bl FAl S d §H,
3T fafArse Fawaor 3R AES Hr
39T a fafdse Rers amow
A & fIT 38 37 iold T Fohdl
gl

le Table SharePoi
Design  Lists =
Tables

v o«
ID

))b

Create External Data

Queries

i Customers 1 |

Database Tools Fields Table
=g O3
B Navic

Design Form [EMore

Form Form Blank

Forms
Query Design

Create a new, blank query in Design
VIEW.

You can then use the Show Table
dialog box to add tables or queries
to the query design.

= TOF LI ETT T TIVIGTY
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Step to 1. Open Query Design | Students  will
design view. To get started, | draw in
query in MS select Create - Query | notebook. r cim ¥ 1 ERER
Access Design. o ;nz—% Hgr| = E '-;:j@:,iﬂq_m
THUH 2. Add data sources. First, | oy o KL
. add the table or query it
TFHE A that contains the data Tables
Fadl F3esT you want to see. S one
3. Add output fields. =
FA HT A 4. Specify criteria. oGl | S
5. Summarize data . = r
6. Run or save the query. - - .
1 70 ReEd g @l . .
IRHA A & fov, fhue — .
F F3TSeT e |
2. 3T HId SIS | HH Ugel, I8
arfereRr AT FAT g fora# ag ser
g 9 3T CEaT Agd g
3. 3M3cYe Hres 5|
4. 7ATeIEs fAfése &Y
5. ST &l AR Y|
6. AT T TeT AT HT Y
Report  in | A report is an organized and | Designing skill | —
MS Access | formatted view of the data the | will be learned ijustomer =
THUH query retrieved. by students.
. Q_a; ﬁ_qTé aﬁa_‘a_ _d_a_m q;-l’qﬁ'q—l’ g_a_l_ m Select Customer>> ohnSmith | | Open Report
R A . 2 o E
WWW%T\TWHTQ'J% %a'lgﬁl?T a;r Customer_ID 11
h Cl lé ﬂ CustomerName John Smith
g—aT Address
City
State
Zip 93720
Customer_Phone  (559) 545-4444
Email 1241te@hotmail.com
Customer_Type_ID  Individual
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Steps to | 1. Choose a record source. The
create record source of a report can be S
report. a table, a named query, or an

€ T4 & | embedded query.

o 2. Choose a report tool. The
report tools are located on the
Create tab of the ribbon, in the
Reports group.

3. Create the report

1. T RS AT Il fonel
RO & Repls dia arferer
AT a8 a1 wrSs 9l ar
2. T RUIE gof i | RUIE

Fomat Dafa Eent Other Al
Counirlane |, [=
FainTed

o

TwmwmpomoppUmgd =|F-F

[

Czech Republic

3yaor, RAE a7 &, RaaT & = :

FTE ¥ 9T feud B # - L
3. R FoTT

[cci
I

7: RECAPITULATION: (Clo?-l'c‘F%]?-r)

Let’s recall the topic what we have learnt from the topic.
38U 30 AT & Iqg A S A [AvT & I gl

7.1 MS Access. THTH THaH

7.2 Different Data types in MS Access. THTH TFad H fafdeet 3T YR
7.3 Steps to create Report. Ra1E g1 & TRoT|

7.4 Form. wis

7.5 Steps to write Query. FaY for@st & TRoT

7.6 steps to create Tabl.e drfererr STt & forw TR
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8:HOMEWORK (F[gehtd)

Q8.1: Design any Simple Form in MS Access.
TATH U0 H i T AIR0T Bie 38 #<|

Q8.2: Enter Data in Table.
arforesT # 3T got Y|

Q8.3: Generate Query In MS Access.
THATH TFAH H Fa 3o |

Q8.4: Design Report.
[EEIEC RS



