
Ms-Access 

Steps for solving MS-Access Practical 

Create Tables 

 

Form Relationship 

 

Formulate Query   (Enforce Referential Integrity) 

 

         Forms              (Using Form Wizard)  

 

         Report              (Using Report Wizard) 

 

How to Start on System 

Right click on Desktop 

 

                Go to New 

 

Select Microsoft Access Database 

 

 

Rename (eg: D1709) 

Mentioned in the question 



Now, open the file in the desktop named D1709 

 

 Step 1: Table Creation (solving Dink Ltd Question) 

Go to Create 

 

Select Table 

 

 

       Click on this 

Right Click on table 1, Go to Design 

View. 



 

Enter the Table Name i.e. Employee 

 

                                      Press OK. 

 

The screen will appear like this: 

 

Start typing all the fields of employee table 

Remove Primary Key by selecting the row 

and Press Primary Key at the top. 

(Highlighting in yellow colour) 

Erase ID word by pressing Backspace 

 

 



 

Points to Remember: 

 Do not use space while typing field name: eg: empcode,empname 

 Data Type: 

Empcode: Text/ Short Text (Primary Key always be text) 

Empname: Text/ Short text 

Department: Look up wizard 

 
 

Press Next 



 
 

Click on Next 

 
 

Click on Finish. 

 Experience: Number 

 

Now, Fix Primary Key under Employee Table 



 

 

Final screen  

 

 

 

 

Put cursor here, Press primary key 

at the top (appear in yellow colour). 



Press Employee Box 

 

Right Click on this, click on Save and Close. 

 

Similarly, the Second Table Pay detail will be created. 

Points To Remember: 

 Under the Second Table, No fixation of Primary Key. 

 Put the condition related to Basic Pay i.e. it should not exceed Rs. 50000 

Apply Validation Rule and Validation Text under Bpay: 

 

 

Press Pay Detail Box 

 

Right Click on this, click on Save and Close 

Design View of both the tables are created, now feed the information in them 



 

 

 

 

Press Employee Box 

 

Right Click on this, click on Save and Close 

 

Double click on 

employee table 



 

 

  

 

Press Pay Detail Box 

 

Right Click on this, click on Save and Close 

 

Double Click on Pay 

Detail Table 



Step 2: Form Relationship 

Click on Database Tool 

 

Press Relationships 

 

Add both the Table one by one and close the show table dialogue box. 

 

  



 

 

 

 

 

Step3:  Formulate Query 

Go to Create 

 

Query Design 

Enter 

Tick all 

the three 

boxes 

Right click on this, select 

save and close. 



 

Add both the tables one by one and click on close.  

Now, type the queries one by one. 

1. First letter of employee name should starts with M 

 

 

 



 

 

 

 

 

Press Query 1 Box 

 

Right Click on this, click on save, rename it as first letter M and Close. 

 

Similarly, write other queries in query design under criteria 

2. Last Letter of employee name ends with N 

 

 
 

3. First Letter starts with M and ends with N 

Click on this 



 
 

4. Employee name has only five alphabets 

 
 

5. Employee name starts with M, ends with N and name only has 5 Alphabets 



 
 

Click on Save every time, when you execute query by pressing RUN. 

 

Step 4: Forms 

 

Points to Remember: 

  Two forms are available: Form with sub Form and Linked Form 

 If nothing is mentioned in the question, you can make any form 

 In Dink ltd question, we are making form with sub form 

 

Steps: Go to Create 

 

                       Select Form Wizard 



 

 

Shift all the Fields in Selected Fields 



 

Click On Next 

 

Click On Next 

Shift Here 



 

Click on Next 

 

Click on Finish. 



 

Press Employee Box 

 

Right Click on this, click on save and Close. 

Step5:  Generate Report 

Steps: Go to Create 

 

                       Select Report Wizard 

 



 

Click on Next 

 

Click on Next 



 

Click on Next 

 

Click on Next 



 

Click on Finish. 

 

 

 


