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Abstract. As a result of higher development in the world in all its fields, the circle of
requirements of that development has increased in general and in administrative work specially
expanded in terms of the introduction of new administrative systems and generated a routine
movement that disrupts the flow of transactions in all government institutions, this has a negative
impact on the speed of completing transactions and the exertion of great effort. By employees in
exchange for a small number of completed transactions compared to the large numbers of
uncompleted transactions. The need for technological intervention in this field has necessitated
the solution of this problem, through the use of the technological capabilities available in those
institutions, which are within the reach of the institution’s employees and which do not cost
anything. Financial sums, as it meets the actual need to complete administrative work in a
complete and simplified manner in a very short time, and there is no need to contract with
software companies that work to design a special program for the organization for very exorbitant
amounts, in addition to the complexity of the programs, which requires enrolling employees in
training courses on how to use it, in addition to an inventory. Update to the program by the
company that designed it.
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Introduction

As aresult of higher development in the world in all its fields, the circle of requirements
of that development has increased in general and in administrative work specially expanded in
terms of the introduction of new administrative systems and generated a routine movement that
disrupts the flow of transactions in all government institutions, this has a negative impact on
the speed of completing transactions and the exertion of great effort. By employees in exchange
for a small number of completed transactions compared to the large numbers of uncompleted
transactions. The need for technological intervention in this field has necessitated the solution
of this problem, through the use of the technological capabilities available in those institutions,
which are within the reach of the institution’s employees and which do not cost anything.
Financial sums, as it meets the actual need to complete administrative work in a complete and
simplified manner in a very short time, and there is no need to contract with software companies
that work to design a special program for the organization for very exorbitant amounts, in
addition to the complexity of the programs, which requires enrolling employees in training
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courses on how to use it, in addition to an inventory. Update to the program by the company
that designed it.

First: the research problem:

Recently, observed that there are real problems and delays in completing
administrative transactions in government institutions and waiting large number of auditors to
finish their transactions daily as a result of the use of the traditional routine system.

From here came the idea of using the Microsoft Access database program and using its
reports to implement and print official documents.

Second: The importance of research:

The use of the Microsoft Access database program and its reports in implementing in
printing official documents is very important as it contributes to completing official transactions
very quickly with little effort on the part of the employee. Otherwise, the incidence of errors
being almost negligible. Therefore, the completion rate of transactions is very large when
compared to the method of traditional routine.

Third: Research objective:

This study aims to complete the largest possible number of transactions daily and
achieve the highest level of Job Satisfaction for both employees and auditors in the quality of
the services provided, and speed of completion. In the end, that will give the employee's high
feeling in job satisfaction.

Fourth: Search terms:

Microsoft Access program:

According to: Santiago Bragagnolo, Nicolas Anquetil, Stephane Ducasse , Seriai
Abderrahmane, and Mustapha Derras 2020 :(Access is a relational database management
system (RDBMS) that besides of-fering the relational Microsoft Jet Database Engine, also
offers a graphical user interface and software-development tools).

The researcher defines it as: It is one of the service programs produced by Microsoft to
work with databases. It contains a graphical interface for ease of working with data, saving it,
and modifying it within tables that are designed according to need. The stored data can be
retrieved whenever needed, and it can manage databases and link tables through hyperlinks to
create queries.

The purpose of using Microsoft Access:
The point of using Microsoft Access is to transform the nature of administrative work
from the traditional routine system to an automated electronic system.

Benefits of using Microsoft Access:

1. Ease of use.

2. Doing everything that administrative work requires to create a database, its
graphical interfaces and reports.

3. Itallows the user to create relationships between table data that provide shortcuts
to the work and comprehensive coverage of the required information by creating relationships
to form queries.
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4.  Designing forms that in turn display table and query information for each entry
separately without displaying the total information for all entries as in Microsoft Excel.

5. Making models for implementing printing work according to the design required
by the administrative work.

6. It facilitates the process of searching for the required information in a very short
time.

7. Possibility of saving and retrieving electronic archives.

8. It can attach files such as (images, files, web pages...etc)

Disadvantages of Microsoft Access:
The storage capacity of each file does not exceed 2GB.

Previous studies:

Yuniar Farida & Latifatun Nadia Desinaini (2021):-

The study aimed to make an administration letter and archives system based on
Microsoft Access. Also, the results of the study design have passed the trial process for
approximately two weeks and received good responses. Therefore, the researchers said that the
system design can be run well, and it functions correctly without errors and can help the
secretary or other employees to manage all documents (letters and archives) more accessible
and faster.

Steps of create a program in Microsoft Access

Determine requirements:

Determine the requirements to obtain the type of information (textual, digital, date, time,
etc.) with great care, because it is of great importance in determining the type of entries to the
database according to what is required by administrative work.

Planning:

It is a series of steps study to determine the work dimensions in an organized manner.
These steps vary from one project to another according to what the project requires. These
steps help in understanding the working mechanism in detail, as the planning process precedes
the design process because the design depends entirely on the planning stage .Chart No. (1)
shows this.

Create a database in Microsoft Access
T Y Ve ™ ' I e D ( \

forms

Specific - Create - Create » desion ‘ Report
data tables queries e design

. | U AN o
1 2 3 4 5

Chart No. (1) Ilustrates the planning process
System Analysis:
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System analysis is the first building block for starting any project that is created. Therefore, the
necessary needs to solve current and future problems must be identified. Scheme No. (2)
explains this.

| Data transmission diagram between parts of the program |
[ ome
Diagram No. (2) shows the process of data transfer between parts of the program.
The design:
The design phase consists of several parts:
1. Create tables:

This stage is one of the most important stages of composing the program because the program
depends entirely on the information that will be stored within these tables, and each table is
designed in a different way based on the type of data that the table will store, which is
determined in advance according to what the administrative work requires, Image No. (3,2, 1)

Explains how to create and design the table and determine the type of entries and how to display
it.

Picture No. (1) shows how to create a table

E - s New Microsoft Access Database : Database- CAUsers\A \Desktop\New Microsoft Access Databas ib (Access 2007 - 2013 file format) - Access A *
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS Signin

I:l [s== El ’ﬁ\ m m D T @ j D <€ Module

. £ Class Module
Application  Table Table SharePaint Query Query Form  Blank Report Blank 10
Parts~ Design Lists~  Wizard Design Design Form [E More Forms - Design Report 2] Visual Basic

Templates Tables Queries Forms Reports Macros & Cade a

All Access Obje... @ «

Search. s
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B H S TABLETOOLS  New Microsoft Access Database : Database- C:\Users\Administrator\Desktop\New Microsoft Access Databaseacedb (Access 2007-2.. 7 — & X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
D ? &= Insert Rows . ﬁ| D’E ’_r|
X Delete Rows E r‘ = =] o
View  Prima S Property Indexes  CreateData  Rename/  Relationships  Object
- Key £& Modify Lookups et ac Delete Macra Dependencie:
Views Tools Show/Hide Field, d & Table Event: Relationships ~
Tablei X
All Access Obje... ® « || = ™
— v Field Name Data Type Description (Optional) -
care id Number
f_name Short Text
I_name Short Text
fone_no Number
address Short Text

TedtAlign  General

Field Properties

Lookup Wizard...

termines the kind
ore in the field. Pre
help on data types.

of val

The data type def f values
that users cal 55 F1for

Picture No. (2) shows how to design the table and the template for determining the type of

Ed TABLE TOOLS New Microsoft Access Database : Database- C:\Users\A \Desk Microsoft Access Datab. ib {Access. ? - 8 X
FILE HOME = CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Sign in
( Y zl cending :I’ Selection - E . 2 Totals Aval (Detai) o

B Copy %l Descending  Tm] Advanced ~ H Save % Spellin 3 GoTo~

View 1 Co Filter o B Refresh ¥ opeiing B I U A- S === A- B
. Al- - FMore~ [ Select - = ===

Views Clipboard i) Sort & Filter Records Find Text Formatting ~

Table1 X

All Access Obje... ® « I Table

e v ID1 - id ~| fname -| | name - fone no -| address - ClickfoAdd -
eorch.. 7

a5 [New ) 0 0

Tables %

B Tabler

Record: M« [1of 1 "

Picture No. (3)

2. Create queries:

shows the table view after completing its design

The query is one of the important basic joints in configuring the program. It works to link the

fields of more than one table,

linking them completely or partially, depending on the type of

relationship that arises between them. This is done by making a duplicate field in each table and

it is considered a primary key.

The query helps to overlap the information of the fields of the

tables that have been chosen. And create a special table that collects information for these fields,

knowing that all information i

s stored in tables and information is not stored in query fields.

Pictures No. (7,6,5,4) show how to create the query and how to design it by identifying the
tables whose fields are combined and how to create a relationship. A link between tables and

how the query is displayed.
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Mew Microsoft Access Database : Database- C:\Users\Administrator\ Desktop\New Microsoft Access Database.accdb (Access 2007 - 2013 file format) - Access
EXTERNAL DATA

7 - x
Signin
— [Form Wizard o= f {3l Report Wizard £ Module
& E&E M = ] | Ja
’ [E] Navigation - [B] Labels L% Class Module
Application  Table Table SharePoint Query Query ~Form Form  Blank Report Report Blank Macro , ~ .
Parts - Design Lists~  Wizard Design Design Form I = More Forms - Design Report | Visual Basic
Templates Tables Queries Forms Reports Macros & Code ~
All Access Obje... @ «
Search. yel
Tables %
B Tabler
= table2
®Ed s QUERTTOOLS
FILE HOME ~ CREATE  EXTERNALDATA  DATABASE TOOLS DESIGN Signin
sqL E'Ij \:I +| /'l El ] @ Union D & InsertRows | “VInsert Columns z = [ Property Sheet
#£ . b w 7
N N x@vasﬂhmugh Delete Rows | 3 Delete Columns, E B Table Names
View Run  Select Make Append Update Crosstab Delete Show M Totals Parameters
- Table L Data Definition  Tople <N Builder {8 Return: |All
Results Query Type Query Setup Show/Hide “
; Queryt x
All Access Obje... o e
Search.
Tables Show Table ? X
B mbier Tables Queries Bath
= tablez
Table1
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] »
Field -
e
Show. O O O T (| T (] O O
Criteria:
or
[

Image No. (5) shows how to design the query and select the tables to merge their fields
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ase: Database- C:\Users\Administrator\Desktop\New Microsoft Access Database.accdb (Access 2007 .. 2 — & X
U HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signin
QD Uni L &= Insert Rows Property Sheet
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& Pass-Through B Table Names
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Table: |Table! Table1 Tablel Table1 Table1 ‘table2 table2 table2 ‘table2
Sol
Show:
Criteria:
o
E H New Microsoft Access Database : Database- C:\Users\Administrator\ Desktop\ New Microsoft Access Database.accdb (Ac - 2013 fileformat) - Access 7 - 8 x
G HOME  CREATE  EXTERNALDATA  DATABASETOOLS Signin
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v T Advanced e
iew Refres! . - . EA.
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=3 1 X
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carch.
Tables 2
B Tabier
= tablez

3.

Record:

Image No. (7) shows the query display after designing it

Create forms:

The form is considered the interactive window part between the user and the program. It allows
the user to easily deal with the program in terms of (entering, saving, displaying, modifying,
deleting) information, printing reports, and moving between forms. The Access program is
distinguished by providing sufficient comprehensiveness of the necessary tools to create forms
with ease. Design This is because most of the tools are almost self-programmed. The design of
each form differs from the other forms according to the fields that are linked to it from the tables
or queries, and according to the programmer’s vision in choosing the appropriate colors or the

it.
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»

Image No. (8) shOV\;; the display of the model after designing it

4. Create reports:

Reports are the final stage through which the required outputs are obtained according to the
order and format required by the work. The outputs can be printed on paper. The report depends

on information either from tables, queries, or forms. Pictures No. (11, 10) show how to create
a report and display it after design.
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4] - = New Microsoft Access Database : Database- C:\Users\A \Desktop\New Microsoft Ac
13 HOME  CREATE | EXTERNALDATA  DATABASETOOLS
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cess Database.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
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191 Class Module
Report Report Blank

Signin

Application  Table Table SharePaint c ery Form  Form  Blank <o
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Picture No. (10) shows how to create a report
BEH 9 s REPORT LAYOUT TOOLS New Microsoft Access Database : Database- C:\Users\Administrator\Desktop\New Micr.. 7 — & X
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  DESIGN ~ ARRANGE  FORMAT  PAGESETUP Signin
j ﬂ B colors~ D . &lLogo =
View T onts~  G™0UP i Hide Details h - Aa [=] D =1 EE [EI . U I——| Insert Page 0 e Add Existing Property
- &Sort

"l image - Numbers 0 Date and Time Fields Shest
Views Themes Grouping & Totals Controls Header / Footer Tools ~

All Access Obje... @ « & Tablet
Search.. yel

Tablel

B tablez id f_name |_name fone_no address

Image No. (11) shows the presentation of a report after designing it

5. Search procedures:

The researcher adopted the experimental work method by creating a database in the Microsoft
Access 2013 program that simulates the administrative work method in government institutions.
The database was created and consisted of several tables, where the tables were linked with
relationships to form queries. Its purpose is to merge-common and non-recurring information
between the tables to give a general concept. It is comprehensive for the single entry
information, and forms have been created for all tables and queries to display the single entry
information in organized graphical interfaces that allow the working employee to focus on the
entry information without being affected by other entry information such as what is displayed
in the tables and queries, and here the required picture of the database is completed, which was
covered by Through the information shown in the tables on which the table was based.
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As for the design of reports, it is the focus of the research, as the report was designed in a way
that resembles the model of the official documents of the government institution, and an
interface was created that contains the text of the document, which is often fixed text, taking
into account the change of information, as the changed information in the report is recalled from
the information found in (tables, queries). , models) for the database.

With this procedure, we can obtain the printing of official documents through this method with
ease and without wasting time and effort.

Conclusions

1. Microsoft Access is available on most computers in government institutions.

2. Easy to use and the database required for administrative work can be designed with
ease.

3. Reduce adherence to work routine.

4. Increasing work productivity by relying on the use of Microsoft Access forms that

are designed to resemble the design of official documents of a government institution, and
reducing the use of Microsoft Word due to the frequent occurrence of typographical errors in
it.

5. Reducing time and effort in completing transactions because all information remains
stored within the database and can be retrieved when needed.
6. It does not require any time to train employees to work on the program, which was

designed for administrative work as it is easy to use.

Recommendations

1. Directing employees who have moderate experience to work on creating programs related
to databases, since the database is the basis of all administrative work.

2. Forming a group of programmers in the government institution that will work to determine
what is required for work in the government institution’s departments and train employees on
creating database programs.

3. Supporting programmers in government institutions and training them according to new
programming capabilities to develop their skills and thus develop programming work in the
government institution.

4. Education to leave the paper system and switch to a data automation system for
administrative work.
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