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Field: A row that displays the selected field fromthe table.
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0¥ Forms in MS Access

A form is a database object that is used to enter, edit, delete or display data in a database. It resembles a
Fill in the blanks sheet that we would complete by hand, such as a job application} MS Access links the
| form to a table and stores the information that we put in the form, into the table’A form is a very good
~ option to use when we have numerous fields in a table. This way we can see all the fields in one screen,

. whereas if we were in the Table view (Datasheet), we would have to keep scrolling to get the field, we
desire.

; Creating a Form

To create a form, select the table for which we want to create the form.
To create a form, follow these steps:

1. Openthetable or query onwhich you are basing the form.
2: Clickonthe Create tab on the Ribbon.

. Clickonthe Form n the Forms group. Access createsaformand placesallthe fieldsofthe
selected table onthe form,

Use the Navigation bar to move through the records on the form.

e Taok

= T RE &

o f 3 | TP %N
D (5 Form Wizard El- al | | 13 Report Wizard L * tedute
= ) [T Navigation = == 2 Class Module

Apple Jable Tabie SharePoint Query Query Form Form Blank Report Report Blank E] Labels Macre

Pasts - Design  Lists~ Wizard Design Design Form ) More Forms - Design Report I Visual Basic

Terg Tabies Quenes o _ Forms Reports Magros & Code -~
1l 2 . o toote T ranrer U Tavtes L) quemt | 3 \
Al| fccess Obje.., ® « |2 1oe (3 nvies (D ot quemtfF T\ ———
Sen P I Table3

Tabies 2 ﬂ o ) e = I . -

=3 ‘ Roll number (1 S I o o

= tecie i Name Deepa

Gueries 3 -

N cuent | . Pae B - T .

A e Address B-65 noida

]
Field-1 18

Fiela2 pass

. Dw

) CEhéJre are three views in which a form can be displayed : Form View, Layout View and Design Vie\.v;)’fo switch
: etween the views, click on the View option from the Format tab on the Ribbon. The three views get
displayed,

> Form View is used to enter or edit data.

> Design View is used to adjust the design of our form.

> Layout View is used to change the format of our form., In the Layout view, click on the Format tab

and then click on the Auto Format [ “loption and choose the desired format from the gallery of the
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_Arzportisan effective way to organise and present data from our Access database. It enables us to formz:
in 2n attractive and informative layout for printing or viewing on screen.\

ep 1: Open the table or query upon which you want to base the report.
step 20 Click on the Create tab on the Ribbon.
tep 3: Click on the Report | _joption in the Reports group.
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Print Preview — It allows us to see what the report would look like on a printed piece of paper.
Report View - It allows us to see the data without having to display it in Print Preview.

Layout View - It allows us to make changes in the design while browsing our data.

Design View - It gives us a more detailed view of the structure of our report.

MS Access allows us to manage our information in one database file with queries, forms and
reports.

A query displays specific records froma table that meet a certain criteria.

A form is 2 graphical representation of atable.

Areportisapresentation of dataina printed format.

There are four views in which a report can be displayed, i.e., Print Preview, Report View,
Layout View and Design View.

Cuery It displays specific records from a table that meet a certain criteria.
Form It is a graphical representation of a table.
Report : itis an effective way to present our data in a printed format.
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Tick (/) the correct answer.
row is used to filter the data

(@,

-------------------

a. Sort b. Field

i s samn e ss viewis used to enter or edit data.
a. Design b. Form

3. Table row displays the name of the ... :
a. field b. table

4. Aformisavery good option to use when you have
a. numerous v b. alphabetical

Write ‘T’ for true and ‘F’ for false statements.

1. Or row is used to specify multiple criteria.

-~

Z. You cannot change the format of your report.

3. MS Access links a form to a table.
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Fill in the blanks with the help of the words giver'l in the box(1
layou
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4.

DB 5
query window  design

...... is an effective way to present your data in a printed format.
is divided into two panes.

report

c. Show
C. Report
c. sort
fieldsin atable.
c. symbol

........................... view is used to adjust the design of your form.

........................... view allows you to make design changes while browsing your data.
Answer the following questions.

1. Whatisthe use of criteria row in the query design grid?
/2. Whendoyouuseaform?
/3. Explain fourviews in which a report can be displayed.
A. Explain three views in which a form can be displayed.
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. Whatisareport?
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1. Create a Form forthe student table.

2. Add 10recordsintothe table using thqform._

T34 =

Field Name Data Type ]
Name Text
Address Text
City Text
DOB Data/Time
PIN Number |

L

nascendingor descending order.

- Design view allows you to see the data without having to display it in Print Preview.
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