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Table Wizard
wihich of the sample tables listed below do wou wank ko use to create wour table?

After selecting a table category, choose the sample table and sample fields vou want to include
in your new kable, Your kable can include fields Fram more than one sample table, IF you're not
sure about a field, go ahead and include it, It's easy ko delete a field later,

(= Busmess Sample Figlds: Fields in rmy new table:
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- | MiddleMarne
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T Wizard @leall gk s Jen sl als

Table Wizard

wwhat do wou want to name your table?

Microsoft Access uses a special kind of Field, called a primary key,

[ to uniguely identify each record in a table. In the same wayw a
[ license plate number identifies a car, a primary key identifies a
record.

1

& NNE ORNK REE
= TR
A mmonEuoaEn
T HHH HHH HHH

Do wou wank the wizard ko sek a primary key For wou?

% wes, set a primary key For me.
i Mo, I'll set the primary ke,

< Back

Cancel | I Mexk = I Finish I

Table Wizard

Is wour new kable related to any other tables in wour database? Related tables have makching
records, Usually, wour new kable is related ko at least one okther table in the current database.

In some cases, the wizard will create table relationships For wou. The list below showes howe wour
mew table is related to existing Eables. To change how a Eable is relaked, select a table in the
list and click Relationships.

My mews 'Cuskomers' kable is

not related o’ ool
nok related to ' slgodl’

HHHOHEN HHM MM
HHH HHH HHH HHH
HHHOHEN HHM MM
HHHOHEN HHM MM
HHH HHH HHH HHH

Relationships. .. I

Cancel | < Back I Mexk = I Finish I

Table Wizard

That's all the information the wizard nesds ko create your table,

After the wizard creaktes the table, what do wou want to do?

[ Modify the table design.,

o iEnter data directly into the table.

7 Enter data inta the table using a fForm the wizard creates
Far me.

T Display Help on working with the table,

Cancel
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Import 2 Gk Oe Jsa oL

JERS s pae sl waa o bhal Jglaa e clibl) 38 ) (e
P OSa s) A G a9l (38 5a A3 Import table Jyi sl
OSa aaal jlsa Ggia gda Import A sial JUAS g clilyd) acld U
J e sgh A Import Yl e bl o8 bl sae B al g

(881 ga ad Jgland) JS o) 02l i) Gugllaall J gand) daal

el [
Loak in: I[:|My DDDDDDDDD jq—|@){|‘:ﬂ§vmo_s-
Fax
e 2
MMMMMMM
%d‘:];:b o] 350 . cib.mdb Tahles |Queries I Farms I Reports I Pages I Macros I Modules I
Cushomers | ok I
1zl
. Uﬁ-‘;ﬂ Cancel |
L7 -~ i
L= Joaadl 3ga gall clilunl) 3acl@ daa :
L L2 L4 we
«»
DA‘J* Y Select all |
o ollaall Jgaal) das DesclectAl_|
ile: name: || j = Import b‘ * ’ Options >3 |
Files of tvpe: IMicrUsoFt Access (* . mdb;*, adp;* mdw;* mda;*.mde; *.atﬂ CCCCC | |




Link Table £ Gk o Joaa sl

JERS s mase g waa o kil Jglaa e clibl) Saeld ) (g
Sl B olsa o) B Gy dba ) (38194 A3 Link table Jsa by
3a) s dgdia ¢l Link table Jsis by JUAS 5 clibyll 3acld
dda) ) ga @f)@zgeﬂ Linkbi)u.b.hi.fa\;\&mﬁl\ 34913@&1\\9 O)\Sa
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[21] Create table by using wizard
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Get External data

Link Jshaa 2oy el JUS) 4o 81 Aailll) (ha o
Import 2 _5uw W) Table

File | Edit Miew Insert  Tools  Window  Help
] hew... Chrl+1 ! Lﬂ_q - | A -
(=3 Crpen... Chrl++0
Get External Data k "’3 Import, ..
Close %1 Link Tables...
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Jaw Jol (& Jaa gl ) Jaisi| Ctrl+Home

Jaw Al 2 Jaa Al 1) Jais)  Ctrl+End

AeY Basalg dada Jiiii|  Page Up

JiwY 3aal g Aada Jiiti Page Down
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"Field Properties J il pailad

Microsoft Access - [trainee_data : Table]

i ] Fle Edt ‘iew Insert Tools ‘Window  Help Type a quesktion for help =2 & X
| | i IR | P R e P ] Y =1
H=RAN" WisN| AR TEER =N RNERS A ol hi=E= RNC)Y -

Field Mame | Data Twpe | Descripkion [l
| |trainee_id AutaMurnber

| | trainee_name Text] =
| Jab Texk Y - t al
| |address Text w m

|| hiredate Dake Time
|| Telephone_\Wark Text
Telephone_Home Texk

- Qlibul) £ o3 Guua
: .

eneral l Lookup ]

W

Field Properties

Field Size o

Forrnak

Input Mask,

Capkion el ool

Default Yalue
Yalidation Rule

validation Text The data type determines the kind of walues that users can store in

the Figld. Press Fi for help on data bvpes,

Required Fo
Allow Zero Length Yes
Indexed Mo
nicode Compression Yes
IME Mode Mo Control
ME Sentence Mode rone
tt Tags

Cesign Vlﬁ F& = Switch pan;%l = Help. RN
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Rad gl

»

4*41;3\
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Decimal places

Jaad ey a1 5 Aall] ilibad) an pdiicns
Password _s_ = 4als

Input Juay) gld
Mask

Jiall AT aud gl o gis Jas

Caption 4 gl el
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Indexed (_¢de
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Primary Key <L) zldal) )

Foreign key (L=iaYl) =&l zUdal) ¥

Enforce Referential Integrity 2>l Jalsill (a8 ¥
Relations Types <idall gl g

One To Many <l kb (i 483 |

Many to Many <il_kl Gl k) dde |

One to One (! » ol ABs ¥
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Show Table

ranee_id &
traines_narme

krainee_id :
ExarmMame elephane
ExamResult clephione He

Tables ]Queries ] Bioth l fdd

Close |

krainee_data

Edit Relationships

Table/Cuery: Related TablefQuery:

|trainee_data ﬂ|results ﬂ
Cancel
kraines_id = | trainee_id Y
Jaoin Type..
- Create Mew ‘ l s.; “ p o
v Enforce Referential Inteqrity * ‘ﬁ wﬁ

[v Cascade Update Related Fields

v Cascade Delete Related Records

o .
Relationship Type: one-To-Manry h MM‘ &y

(ombad) Jotall) Jua¥l aa Jalaill ga anyall Jalsall
S Jiad s 4 ) (A Jgaal) £l g Jalaill Jid
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Forms g laill
9 bl Joha 5 addieall G Jaladll bawg g2 gagadl
el g J gl ) cliball JAY ddas S §3 gaill aladiud
adladiul gl L Cradasi ja (il g 9} J g (0 Fagal Jas (Say
Forms gzl ¢Li) 3k
In Design View axwalll 315k oo gagad sldd) |9

using wizard glieal) aladiuly i gal L) | ¥

(Clly dada ¢ Jdgia ¢ sa94c ) Auto form Hili zigad ¥

BB B, kil | Bl S0 Wilily &2215 : Database N N - » £

= Aot bl cllyd) daeld W o
Qpen Iﬁ[_lesign H@ﬂevﬂ| ‘X | EE TE'E% C ujp = .". ‘. N & J ‘ ‘JA
N, [F8 Form in Design view 5‘ New Aﬁdé L}J; M H Forms

a = P gisga sl&d) o zgajall bl
Ada Tlaal) aladinly g azaall) (a2 2
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Form Wizard

Ee_EE e

TablesiQueries

‘“Which Fields do wou want on your Form?

You can choose From more than one table or query,

|Table: trainee_data

Available Fields:

hiredate
Telephone_wWark,
Telephone_Home
Mobile

Gender
Marital_Status
training_courses

Cancel | Mexk = Finish

= Step 1

Selected Fields:

trainee_id
traines_name
Job

address

=
Deparkmenk
=
<l

what style would wou like?

Elends
Elueprink
Expedition
Industrial

:Inkternational

Ricepaper

Labe

SandsStone
Skandard
Skone

Surni Painting

Step 3

Cancel | = Back | Mext = | Einish | ‘

Tabular

Datasheet
Justified

PivotTable

§

FivotiZhark

Step 2

Cancel | = Back | MNexk = | Einish |

What title do vou want For your Form?

That's all the information the wizard needs ko create vour
farm.

Do you want to open the Farm ar maodify the Form's designy

' open the Form to view or enter inFrrmatinn

" Modify the Form's design, Step 4

[ Display Help on working with the form?

Cancel | = Back | | Einish |
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Zisalll pae Ak A zigadll ae Gsh gl
Desigh amalll g2 5 =5| Form View
sy Al aladl) jalie o gl & vView
A CJJ-“-“ @h—a aladlicly AN CALA.\M A Access
dbasi pa Ll A e g (Aas sall) ws aSadl) yalic
salic oSi addiaal) aMaiadl o) Jeaadl A Jsdall
i) gind) gjﬂagﬂgaum@f5 By Q.Aw\ eSAﬂ\
ally Ao palll aa e g giagg Al gie o) Joad) anl o

Jgall
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"aaalll (2 e & Form zisalll ga Jalaill

B clopleall La iS5 ole oo yasll 5850 SLL, 83cls [trainee_data : Form] E”E”E'
H-=) File Edit Wiew Insert Format  Tools  Window  Help Type a question for help + _ @ X
.ﬁ.rlal - | 12 - B I |—E|;£7|A7|Jv|

E ™ FeNIE NENR WEET =N AL A

IR -|-3-|-4-|-5-|-s-|-?-|-3-|-s-|-1|:|-|-11-|-12-|-13-|-14-|-15-|-1s-|-1?-|-1s-|-13-|-2:|
] Tuulhu:" x
Ml [N O aiall utds Jlad | '
T ;rnJ o ﬁJ
|| Az abl =
5 |
- XY _J
3 r | tralnee idl | [Nl a8
s ;
47 | G E | tralneaname i il .,=-'-H||
- E A | Job PR
5: I : . Tel:aphope_Hlome | el u.uﬂ-ﬁ:| | address i
g = Lg o Mobile | Joans | Depa rtment I
- | Blrthdate Dlaall G2
: hiredate| el &a,t
| L o tmng cousesy foschstl (| Telophone Work] el
N/ EERAN
N s -
1 | [T 3
Dresign Yiew MUM
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SNCES
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Jesd )
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Aail®
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Ay

~z

Form Wizard

Wwihich fields do you want an your form?

EEl T
% | You can choose from more than one table or query.

Tables/Queries

~

Selected Figlds:

|Tab|e: results

fvailable Figlds:

trainee_data.trainee_id
traines_name

Job

address

resilts, braines_id
Examhlame

L

3

Cancel ‘ ‘ et = ‘ Finish

Form Wizard

How da yau wank to view your
data?

trainee_data_trainee_id, traines_name, Job,
address

results_trainee_id, Examiame, Examesult

i) G e 43y )k
H

{+ Form with subfarm(s) " Linked Forms

Finish

Cancel ‘ < Back, ‘ et = ‘

Form Wizard

what skwle would wou like?

Form Wizard

Elends

Blueprink
Expedition
Industrial

Ricepaper
SandsStone
Standard
Stone

Cancel | = Back

i International

Surmi Painking

| MNext = | Einish |

el g (e magad sl
4 Ol gaad) (oS (o) o

Form Wizard

whiak lavwout would you like For vour subformy

¢~ PivotTable

~ PivokChart

Cancel ‘ < Back ‘ Mext = ‘ Einish

what titles do wou want For wour Forms?

|results Subform

Form:

Subform:

That's all the information the wizard needs to create wour
Form.

Do wou wankt bo open the Form or modify Ehe Form's design?

f* Open the Form to wiew or enter information.

" Modify the Form's design.

[ Display Help on working with the Forme

Cancel | < Barck | | Einish
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H-= File Edit Wiew Insert Format  Tools  wWindow  Help Type a question for help = — & X

H=RAN" B NI= BRSNS A RACRAE NRER AR AN I F=R=RaNC) .

magetl - || A B zuls==/2-]A =0
-| @

[ v B B T g g 2 R -

[ # petai

-
i

|
L juuju\ u;ymgx s gwﬁ

O JJ.\.AJ'I il JJ d]a.d'l ,;_'..1.U..'u.d'| uUh.l JA-J'I ‘

[
|

b el ?3 CJLA.\ ?3 Gl pac 18 el (e My Jas 33,3
M\ &J‘ECPG‘Sﬂ 9@3\@96‘34}
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| I W S&Gciﬁdyésﬁcdjudaa

Jaa Juady clilyl) o) g8 aa Jaladl) die Badall cLudN) (1
Zdy gigal Jeal QUM ziladll M (e L Jary addieall
Criy sl cha Gl oy i) Bas B g 3 ey

?3 Startup Jurddl) eay LA 33 Tools < g dail® (pa |
Display dada CJ}M U@ WAl e 633.433\ s

Application Title:

[+ se Access Special Keys

(Show Database Window, Show Immediate
Window, Show YE Window, and Pause Execution)

Application Ican: [v Display Database Window
Browse. .. [v Display Status Bar
-
Menu Bar: Shorkcut Menu Bar:
rdefault) w default) w
v Ao Full Menus v Ao Built-in Toolbars
[+ &llow Defaulk Shortcut Menus [+ &llow ToolbarMenu Changes

Cancel

Form/Page
aladialy AUl AR )
slal aal gl sl
1A drend af zdgal pd
Autoexec awl g Skall
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Auto form (Sl zagai sl

B Ao bl ozl o clibyd) 3ad ) (e 3 Jas Al
B9 Ll gages AL zdgal daa) i Gstia gdiy New
b pdlsa igalll Jas aid (38) 94 ai J gan) asl

@Sm@ Gl daspd (e
N S plide 3 g byl

Design Yiew
S0 Form Wizard
oo fukoFarm: Columnar

o : AukaForm: Tabular
This wizard automatically

creates a columnar Farm,

Choose the table or query where
the object's data comes from:

K

AutoForm: Dakashest
AutoForm: PivoktTable
AutoForm: PivokChart
Chart Wizard

Zance!

e

New Object 212>

Table

ey

Form

(200 T T o - o L

Report
Page
Macro
Module

Class Module
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M@,ﬁgu@mwﬁﬁ)éﬂ\ma’g
3 Z.BJA.LA“.\.@\J\ PSM.“J.@SQJM\ eSAA-“JAAJQUA
OJAJUSAJUAA\ cJJSAJ\eSAJ\JMLJMuA&
JM‘MJUJ“?SNW ;MPUAAMS\@M‘@JA‘

o84l astadll yaic

MS-Access 2003 Training by Eng. Hosni Dakhli Mohamed



" aladliudy aSald pais fowd gl Jill
A3 dail

JAJAA‘\.A.\EQAGHAJ‘U&JA‘ alaill paic Jaa
MEUAM}\A\ Mm\uﬁéﬂ\}a&@aﬂ
ety u.\lal\uAeSa.“Jm& M\@agécﬁﬁ
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by using Wizard gl &b e |

in Design View axalll (310 e | Y

" Queries “ladaiull
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Which fields do you want in vour query?

Y¥ou can choose From more than one table or query.

TablesiQueries

|Tab|e: orders

Available Fields:

- |

Selected Fields:

Simple Query Wizard

customer_id
item_name
quantity
discount

3 G S

Cancel | | Mext = ‘ Finish |

wWhat title do wou want Far waur query’?

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

% Open the query to view information.

™ Modify the query design,

[ Display Help an warking with the query?

Cancel | = Back | | Einish |

"

e L) 4

Would wou like a detail or summary query?

Simple Query Wizard

LTI
T TR

' égetail {shows every field of every record)

F cocomun Hun

i Summarsy

1 BBB 2N HEE
-

FS 1T R

RN 1) R

1 Add HEE HHE HER
2 AdA HHH HHE HHR
3 BbEB HHH HHH HER
d CCC HEH HEN HHE
5 D00 HEE HEE HEE
G DD HHE HEE HEE

Cancel = Back MNext =

Einish
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Sho glesll Lo o) 555 ode w3350l 58 50 SULL 83cl5 - [orders Query : Select Query]

: ﬁ File Edit Wew Insert Query Tools  Window  Help Twpe a question far help = _ & X
HE=RAN™ NN e A EENE N RN RN R N -Iﬁ“:?%ljf_ﬁlvlﬁa

- "

date

cuskomer_jd
itern_name
quantity
discounk Z
£ >
Field: |date cuskomer_jd ikem_name quankity discount
Table: |orders orders orders orders orders
Sork:
Shiowy;
Criteria:
o
% >
Ready UM
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Bagagall cllilull delds ¢ gl i adATiy
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Reports i & sl 3§k

Create Report using Wizard gl Gk oe -
Create Report in Design aaaill Gk oo -Y
Auto Report A&l . 8 =¥

(A agin) Calsda o) Jot> G AT Jas (Say ABaadla aa
adlziui) g
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hial 4 create Report by using Wizard
Report XA mllaa el JUA) & New > o

= wihich Fields do you want o ork? Wizard
I & T maan W) 3kl
|Ta|:||e: trainee_data =] b J,d',&\ ) Oﬁ_‘j d% J ‘ dj J.d ‘

fvailable Fields: Selected Fields:

I(pg=n aBMe sgag
J'A‘Jmu. LAJL@.-E\ JU.A.“

| Mext = | Finish |
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Report Wizard

Do wou want ko add any grouping

lewels?

trainee_id
trainee_name

hiredate
Telephone_work
Telephone_Home

Garouping Opkions ...

L] ][]

Priority

€

Cancel

Job

traines_id, trainee_name, address,
hiredate, Telephone_\Work,

Y [ S T,

) el b gla Jas
el Jha e gana Jue

B

Sy Edlavw

| « Back | Mext =

| Finish ‘

Report Wizard

Haww would wou like to law out wour report?

JOTRH  WHWH WNHH WHHK NN o
e ]
ey " outline 1
HEMEN MEMMN RHNNN )
HEENN MEMEE RN " Outline ¥
e i
WNEMN MMM AN " align Left )
HMMHN HHMEN RHHRN _
R ¢ Align Left 7
HMMEN MEMEN RN
HMMHN HHMHN RHHNN
HMHE MEMEN RN
a page.
Cancel | = Back |

W adjust the Field width so all fields Fik on

Mext = |

Crientation
s Porkraik

" Landscape

Einish ‘

e D D E

i 2 3 4

seanne nenn menan
HEHK [MHHN MHEH KHEE
REHE WREH KREH KRR
s M MMEM MMME
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-

e ) s
seanae nenn Bentan i
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-

b estna] fmmstnt ]| essn] esnn
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Cancel

lall 3ok o8 a Al s Lol

Report Wizand

What sort order and summary information do wou wank For detail records?

You can sort records by up to Four Fields, in either

ascending or descending arder.
1 m j Ascending

i | j Ascending
v |
z | [~
Sumrary opkions ... |
| < Back | Mexk = | Finish |

HEHEHX HHHX
W

Title

Labef above Detaif
Cortral from Detail

Cancel

Report Wizard

wehiak skyle would wou like?

Eald
Casual

Zompack

Soft Gray

| = Back. | Mexk = Einish
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Report Wizard

What title do wou want For your repork?

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

repork,
Do wiou wank ko preview the report or modify the report's
design?
(% Prewview tf
" Modify the
i aiiall ULy (aAS
[ Display Hell Ll Gender
doaae ] gl Madll sy dsslall dgal ol gixdl FIPR A s paaall pd o piall 48
Cancel L AT FIURT IRV ST P FA NIRRT PR I g Lpuiga et 3 2l L
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Toolbar <)Y i O ol A e Ly o oS

Jial) iy 4@ J8) (=Min([orderValue])

Jial) ¢l dad <l =Max([orderValue])

Jaad) A3 a8 o gia | =Avg([orderValue])

Jaal) Ay adll aae | =Count([orderValue])

Jaad) Uy adll 2an| =Sum([orderValue])
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DA e Galdl) gl b clibyl) sacld pib g Y
| @-@ @ X i B~ Tooks~ - @é ez dl‘

Lock in: I My Docurments

_ My Data Sources
: [Z)My eBooks

My Recent | My Music
Documents @MY Pictures

- My Webs
i L: a |5 Svmantec
Disktop E1cTP_Project
2 10TP_Praject_Backup

i
g File narne: I ;I

Iy Metvaork, _
Places Files of bype: IMiu:ru:usu:uFt COffice Access j

Open

Cpen Read-Cnly

A

Cpen Exclusive |

pals it

Open Exclusive Read-Cnly
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Set Database Password <ULyl saclal
Set Database Password @@ m Window  Help

- ~  apeling... F7oof= | - B

_’r:f Relationships. ..

Analyze 3

Database Lkilities  »

Securiby k m Set Database Password, .,

Ok (38 34 ol Lgd Sl a5 g pal) dalS i€
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Tools | Window  Help
A.ff" Spelling. .. F7 P ¢ I . _
- l‘j éelatiu:u.l.'uships... ._ | 58 ~ | | 5 | Jij a3 » | |
: Analyze 3
r éata-lz-uase Lkilities — » | Converk Database
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