
SEM VI
SUBJECT:COMPUTERISEDACCOUNTING
TOPIC:MSACCESS(PAYROLLDATABASEINMS

ACCESS)
TEACHER:SANDIPBHATTCHARYYA

STEPS:
OpenMSACCESS

BlankDatabase

GiveDatabaseName

View

DesignView

TypeTableName

TypeOK

EnterRelevantFieldsname



ID AUTONUMBER

EMPLOYEENAME TEXT

EMPLOYEEID NUMBER

BASICSALARY SELECT CURRENCY FROM DROP SOWN

ARROW THEN SELECT GENERAL (UNDER

DOWNSIDE VIEW) AND THEN SELECT

FORMAT AND THEN SELECT GENERAL

NUMBERANDTHENTYPEZEROINNUMBER

UNDERDEFAULTVALUEROW

DEARNESSALLOWANCESS(TYPEDA) -do-

HOUSERENTALLOWANCESS(TYPEHRA) -do-

GROSSSALARY -do-

PROVIDENTFUNF(TYPEPF) -do-

NETSALARY -do-

SavetheTable(SavedTableWillBeshowingLeftSideUnderAllTables)

OpentheSelectedTablebyDoubleClick

CreateAtLeastSixEmployes’sDatabase(ByEnteringEmployeeName,EmployeeID,And

AmountinOnlyBasicSalaryColumn)

[Note:OutofSixEmployees,ThreeEmployee’sName’sFirstAlphabetStartingwithSame

Alphabet]

AfterEnteringData(GivenAbovementioned)onlyClosetheTable.



ForMakingQUERYDESIGN

GotoCreate

QueryDesign

SelecttheTableUnderShowTable

Add

CloseTheTable

DoubleClickAllTheItemsofShowingTable

TheseItemsWillcomeUnderFieldRow

ThenClickUpdateUnderDesignshowinMenuBar

ThenClickUpdateto(downsideView)

ThenEnteringTheseSteps(BelowMentioned)



ThenClickRun

ThenTheMessageComes

ClickYes

SavetheQueryByNameGivenQuery1

ThenRunTheTablebyDoubleClick,TheRemainingFieldsAreAutomaticallyFilledup
bytheParameterValue

ToMakeForm Design

GotoCreate

Form Design

ClickOnAddExistingField

ClickonShowtheTables

SelectPayrollTable

DoubleClickeachandEveryFieldItems

ChangetheColourEachAndEveryField(ByRightClickonEachAndEveryField)

CreateButtonIntheForm DesignByClickingButton



ClicktheButton

DragTheButtonBelowtheFieldsIntheForm Design

RecordNavigation

GotoFirstRecord

Next

SelectPicture

Next

Finish

ThenAgainClicktheButton

DragtheButton

GotoPreviousRecord

Next

SelectPicture

Next

Finish



ThenAgainClicktheButton

DragtheButton

GotoNextRecord

Next

Finish

ThenAgainClicktheButton

DragtheButton

GotoLastRecord

Next

SelectPicture

Next

Finish

(ForAddNewRecord)

ThenAgainClicktheButton

DragtheButton

GotoRecordOperations

AddNewRecord



Next

SelectText

Next

Finish

ThenGotoView

Form View

ThenSavetheForm DesignByGivingForm Name

ToMakeReportDesign
GotoCreate

ReportDesign

DoubleClickeachandEveryFieldItems

ReportView

ThenSavetheReportDesignByGivingReportName

ToMakeReportWizard

GotoCreate

ReportWizard

DoubleClickeachandEveryFieldItemsorSelecttheFieldWhichisRequiredtoCrate
Report(DoubleClickeachAndEveryavailableField)



Next

DoubleClickinRelevantFieldAsPriority

Next

Ascending

Next

Click(Stepped)UnderLayout

ThenClickLandscapeUnderOrientation

Next

Select(Foundry)

Next

ModifythequeryDesign

ThenAdjustEachAndEveryFieldUnder(PageHeader)&DetailHeader

View

ReportView

Save



ToPrintTheForm
GotoCreate

Form Design

ClicktheButton

DragtheButton

GotoForm Operations

Next

PrinttheForm

SelectPicture

Next

Finish



ToMakeQueryWizard
Create

QueryWizard

SimplequeryWizard

DoubleClickeachandEveryFieldItemsorSelecttheField

Next

Detail

Next

ModifyqueryDesign

Finish

ClickonCriteriaIntheNameField

TypetheRelevantEmployeenameFollowedby*

ClickRun

Save


