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EXTENSIVE QUESTION

@ O

HORT QUESTIONS
() What is MS-Access?
(i)  State the use of MS-Access?

.1 What are the advantages of using a Microsoft Access IDE?

(LHR 2021) (BWP 2021) (K.B)

(RWP 2022) (U.B)

(iii)  What is RDBMS? (BWP 2022) (RWP 2022) (FSD 2021) (SGD 2017) (K.B)

(iv)  Write steps exiting Microsoft access.
(v) Write down some advantages of RDBMS.
(vi)  What is database wizards?

MS ACCESS (OVERVIEW)

0] Microsoft Access is one of the most popular and rowezful DEMG L

(MTN 2021) (A.B)

(RWP 2018) (MTN 2021)(U.B)

(LHR 2021)(K.B)

(i) It has many built in features to assisi yau, iis bonsiructing awdase

and xewing.information.,

A

- (ii0) MS-Accesy i muct;_mor_e in\_/(”!.‘/ed and is a-inore genuine DBMS
VO I'h_an_gtl.‘_er\[xx_ harairs” such as Microsoft Works. It is easy to

VA _l_lndc-is'tand and its graphical interface helps to create queries,

NN ' forms, and reports.

(iv)  Inexperienced programmers can use Access to turn a stack of

invoices, a card file of customer names, a ledger, and an inventory

list into a relational database that makes entering, updating, and

reporting information as easy as clicking a button.

RDBMS

(V) Microsoft Access is a Relational Database Management System

(RDBMS) that you can use to store and manipulate large amount

of information.
MS ACCES BENEFITS
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Simple database

_.L_ i Keys t, undirstan
| L sfuctulg

e e—

’ :
L ; - Microsoft Office
Bemerits | Integration

Easier Programming

Common Standards

Redundancy

Sample databases:

0] It includes sample database applications to assist you learn about
real world tables, forms, queries and reports.

(i) How they are interconnected to form a database management system.

Wizard:

0] It makes very easy to create a database.

(i) You can choose from several examples of databases in the
Database Wizard for such storage uses as contact information,
inventory control, and a ledger.

(iii)  You can create and then modify these databases to meet your own needs.

Keys to understand the structure:

0] To create and relate table, you can easily view all the relationships in
the database with the graphical interface in the Relationship Window.

(i) This makes one, of the toughest parts of relational database design
much easier and more manageable.

Microsoft Office integration:

0] You can use MS-Access with Word, Excel, and_other office- | |
application to create mail merges, charts and uu wer hﬂI|L,fuI ses hr' '
your data. — e [ |

Easier programming: - MRS A=

0] YouGan us”re!auvelv srnple -ode) with) rhacros to automate

repeater 1asks, 9! ynu can tr) ‘no.e.complexiand flexible code with

S~ VBA
—S ’ii‘ W ATCESS pf‘0\>i'd\‘< grapmcal shortcuts and hints to help writing easier
Gorles.
_ Cornnon.tar...amls '
W (i) It uses standards that help application scale up to work within

larger environments.

(i) Access uses objects and SQL (Structure Query Language) to make
its code from the adaptable to other application.

Redundancy:

0] MS-Access allows you to store, retrieve, sort, analyze and print
information contained in the database.

(i) Data may be manipulated without data redundancy by defining
relationships between sets of data.

(ili)  Databases are often used for product data.

(iv)  Redundancy means duplication of data in multiple files. It wastes
the storage media of computer.

CREATING NEW DATABASE, CREATE A DATABASE USING THE DATABASE

'WIZARD, WITHOUT USING DATABASE WIZARD AND OPENING & EXISTING DATABAS

CREATING NEW DATABASE
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e Once Access has been accessed, choose the File New Database
command from the menu at the top of the screen in order to create a
new database.

e The database window is displayed.
»  Choose the apprariate directory and dr"w .
e Then erltel; an : fin-Charectol né rro oy t1e new Jgtabase file and click
“OK : _ ;
L rWWhen ybur start i .VIS-'Access, you get a dialog box asking if you
want th-spen and existing database or create new one.
Stedp I aEren-new Gatabase in MS-Access:
I (i)  Create a New Database
(i) Create a File New Database using wizard
(iii))  Open an existing database
CREATE A DATABASE USING THE DATABASE WIZARD

Definition:  The database Wizard guides you through process of the creation a database; it
includes choosing a database template, selecting fields, making customizations,
adding pictures, and the database.

0] When Microsoft Access first starts up, a dialog box is displayed
with options to create a new database or to open an existing one.

(i) When these dialog boxes appear, selects Access Database Wizards,
pages, and projects and then click OK.

(iii) ~ Microsoft Access startup, when you click the New Database on the
toolbar.

(iv)  On the Databases tab, double-click the icon for the kinds of
database you want to create.

(V) Specify a name and location for the database.

(vi)  Click Create to start defining the new database.

CREATE A DATABASE WITHOUT USING THE DATABASE WIZARD

1%,

0] For creating a database without wizard, you first start the
Microsoft Access, a dialog box is displayed win omon to Gredrd a) |

new database or opsn an eX|st|r‘" le, wne-n th—.s, mkw B i
displayed. ) niw \ \
(i) Clickan ”‘.r Blark Aucest Latabme \ard *he 1 |ICk OK
(i ~Spect fy 4 rame anhd tocation-for the database and click Create.
OPENING EX* 3"‘ "ING DATABASE " -
RN Click on “file button.
._I'-: L1 Vi Select existing document.

&

| ARY A (iii)  Click on it now your existing database will be ready to use.
EXITING MICROSOFT ACCESS

0] Click on File. The File menu will appear.

(i)  Click on Exit. Access will close and you will return to the
windows desktop.

(iii)  Click on the close button as an alternate way to exit Access in only

one step.
0] Microsoft Access saves the database with extension: (MTN 2022) (FSD 2022)
(a) .madb (b) .mdb
(c) .msdb (d) .msadb
(i) In MS, Access, table contains. (SGD 2018)
(a) Fields (b) Record
(c) Character (d) File

COMPUTER 2"° YEAR LECTURE NOTES (PUNJAB BOARD) PAGE# 80



(iii)

(iv)

(V)

Which option in MS Access is used to create a new database from scratch?

(a) Access template (b) Blank Database

(c) Existing Database (d) New Folder

What is the means of redundancy? - f
(a) Same data saved in multiple files | (b).Singie topyof'data

(c) Duplication of data in multiple fias (1) Botn (a & (%))
It makes \eiry simple tn create: 3 datehace -

(a) Saranie detavdse _ \u ) Wizard

(c) Common sianaardsy | Lt T (d) Easier programming

ME DUE ST IOHS

Ans‘f

Q2:

Ans:

Qa3:

Ans:

Q4.

Ans:

Q5:

Ans:

Q6:

Ans:

\Nr at is MS-Access? (LHR 2021) (BWP 2021) (K.B)
Microsoft Access is one of the most popular and powerful DBMS. It provides various
built-in features. These features help the user to construct database and view information.
State the use of MS-Access? (RWP 2022) (U.B)
Microsoft Access is used to store and process a large amount of information. It is used to
create queries, forms and reports easily. It allows entering, updating and reporting
information.

What is RDBMS? (BWP 2022) (RWP 2022) (FSD 2021) (SGD 2017) (K.B)
A database management system (DBMS) that incorporates the relational-data model,
normally including a Structured Query Language (SQL) application programming
interface.

Write steps exiting Microsoft access. (MTN 2021) (A.B)

Click on File. The file menu will appear.
Click on Exit. Access will close and you will return to the Windows desktop.

OR
Click on the close button as an alternate way to exit access in only one step.
Write down some advantages of IDE (RDBMS). (RWP 2018) (MTN 2021)(U.B)

Following are the advantages of IDE.
It is easy to use.

e Itis simplifying the creation of database applications. | 3 [ (

e It does not require a detailed knowledgé of datahzse! AN Lo~ -
e It provides predefined faciiities tG.s2arei, sort, | Tetrie /e and’ orc)cess (fata in databases
What is database wizards? | / / \ ol (LHR 2021)(K.B)

A dataaafe Wizaid is‘arset ! st':.pﬁ\tgat “]udm .re user to create a database easily. It
includet 0100L ing'a a: anase\tempiate, selecting fields, making customization, adding

-, pistlles anif'the Halabase.
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REVISION LECTURE NOTES
CHAPTER NO.5

(INTRODUCTION TO: MIICPG.:O\ 7 ACCE“\S;
e L

nd
YEAR

mﬁ?ﬂi ] D?&L'!ILM

B. MS-,\FC ESGAPPLICAT '|O U] NDYCAL”

VS-ACREAS APELIGALIONTVINDOW
BN SRS TION]

(.i"  Explain the following terms?
e Title Bar e Menu Bar

e Toolbar e Scroll Bar

SHORT QUESTIONS

0] What is a use of Toolbar in MS-Access? (SWL 2022) (U.B)
(ii) What is a use of Title bar in MS-Access? (MTN 2018) (U.B)
(i)  What is a main idea of Scroll Bar and Status Bar? (DGK 2022) (SWL 2019) (U.B)
(iv)  Differentiate between Toolbar and Menu Bar. (FSD 2022) (U.B)
(V) What is the use of database window in MS-Access? (SGD 2018)(K.B)
(vi)  Describe any two bar of MS-Access application window. (LHR 2022)

MS-ACCESS APPLICATION WINDOW
The access application windows follow the standard layout of all Microsoft application.

Title Bar

Menu Bar

IDE of MS Access Toolbars

oI ERIeRRIRRE AN A

e L shrdiibgr,

° Title bnl \ oA 1 '.x \\L"_ - Status bar
The title'bay iden! |f| S the: (,mabase applicati in Microsoft Access.

Wwis ) On the left side of title bar, there is program control icon.

NN B (i) If you click this, a menu of the commands to control the Access

windows is displayed.
(iili)  You can also use minimize, Restore, Close buttons on the right
side of the Title bar to control the MS-Access windows.

. Menu Bar:
0] Each word on the menu bar represents a different menu.
(i) Each menu contains the commands you use to active features of
Access.
(iii)  If a command is also found on a toolbar, then the icon representing
the command is displayed in the menu too.
(iv)  This makes recognizing commands easier.
o Toolbar:

0] Toolbar contain icon button that are shortcuts to the commands in
the menu.
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(i)
(iii)
(iv)

° Scroll Ear';

° Status Bar:
(i)
(i)
DATABASE WINDO

Toolbars make it easy to use the program’s most common features
and functions.

The buttons on the toolbar can change depending.on the Oble"m
selected. [

When you C|ICk on & tutton on-the moluar, \OJ Gren nRcgual
table._queries, form° and reports within ha ditabese, the toolbars
charige, '

rui, GXerple, | whanyou \open”a table, the table datasheet toolbar
aLpeass.

“Scroll bars are used to move around the window if its contents do

not fit on screen.

You can scroll around the sheet by clicking the scroll arrows at
either end of the scroll bar or by dragging the scroll button in the
scroll bar.

The Status bar display while you are working on an object within a
database.
CAPS and NUM buttons on status bar show whether they are on or off.

Database window organizes all of the objects in the database.

(i)
(i)

(iii)
(iv)

(v)
MACRO POINT]

The default table Listing provides ways to create tables and lists all
of the tables in the database.

The left side of the MS-Access database window includes seven
buttons, each corresponding to one of the seven objects that make
up an Access database.

A database is essentially an organized collection of data.

In an Access database, you collect data into the tables by using
forms, query table to analyze their content, create report based on
the tables and queries, and design data access page to view your
Access data from the web.

As an advanced user, you may create macros.

Definition: A macro is used to perform the same sequence of steps or automating 1 gsl/“ repeatsciy.

(i)

A module contains-an object, thai” staies VF)A 20 de sk crcdie
database apyiliation ! usiiy Ac*e S

MULTIPLE CHOICE QUE ‘li'dﬂh

1) How meny/ bar in-MG-Access APPS- Mnduvv

(a) 3 & A
(©) 5

SN () 4
| (d) 6

2) Whn h cfhﬁf)L wmg bar in display which you are working on an object within a

d 1ADEse?
(a) Scrollbar (b) Status bar
(c) Menubar (d) Title bar
3) Identify the bar which used to move the window its contents don’t fit on screen:

(a) Scrollbar

(b) Status bar

(c) Title bar (d) All of these
4) Which of the following bar contains shortcut to commands in the menu bar?
(a) Title bar (b) Toolbar
(c) Status bar (d) Scroll bar
SHORT QUESTIONS
Q.1  What is a use of Toolbar in MS-Access? (SWL 2022) (U.B)

Ans: Tool bar contain shortcut button that are shortcuts to the commonly used MS Access
commands. Toolbars make it easy to use the program’s most common Feature and
function. The icons or button of the toolbar depending on the object selected. For
example, when a table is opened, the table database toolbar will appear. Similarly, when
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Q.2

Ans:

Q.3

Ans:

Q.4

Ans:

Q.5

Ans:

Forms object is selected, icons on the toolbar will appear. These icons can be used to
perform different operations on a Form.

What is a use of Title bar in MS-Access? DTN 2018) (T5K)
Title bar is at the top of Ms-Access application window. The-narne'@fihe'apy licaticn
(Microsoft Access) is displayed in Title kiari The le® site-ot the Tijle bar comains the
Program Control icon. - ' '

What is a main idea of Scro!l Bar'aric S a1u< Ba'" (DG .2022) (SWL 2019) (U.B)
Scroll Bar:

A bar t5at appears onitle Hide) o h Hom of a window to control which part of a list or
documeit ‘s curreritly ia the window’s frame. The scroll bar makes it easy to move to any
paid of a file.\ -

Slatus Bar

Status bar displays information while the user is working on an object with in a database.
NUM shows whether the Num Lock button is on or not. CAPS shows whether Caps Lock
IS on or not.

Differentiate between Toolbar and Menu Bar. (FSD 2022) (U.B)
TOOL BAR MENU BAR
e Toolbars contain different icons. These | ¢ Each word on Menu bar represents a
icons are shortcuts to select commands different menu like File, Edit, View
from a menu. and Insert etc.
e Toolbars make it easy to use the |e Each menu contains commands to
program’s most common features and activate the features of MS Access.

function. The buttons on toolbar change
depending on the object and view

selected.

e For example, the toolbars change when | e If a command appears on toolbar, the
the user clicks on toolbar button and icon representing the command is
opens individual tables, queries, forms also displayed in menu. It makes
and reports in the database. Some recognizing commands easier.

toolbars are available for specialized
tasks such as editing forms etc.

Describe any two bar of MS- Access appl'catlon windew: _' Ry (n Rif 7%
Scroll Bar: NS
Scroll bars are used to move arounagrie vv'..dow |f its, col te 1td dd not| flt on screen.
You can. scipll arounr4 the shpet .y clicking! the screii-arrows at either end of the scroll
bar or i ‘agging ehe ¢ ro!i bL ('*O\Nj the-seioll bar.
Status Ba' _

| e ftatiis bil’ bl snlay Whlle you are working on an object within a database.

&

5 CAPS BHGNUM buttons on status bar show whether they are on or off.

What is the use of database window in MS-Access? (SGD 2018)(K.B)
Database window in MS-Access is used to organize all objects in database. The default
table listing is used to displays all tables in current database. It is also used to create
tables, forms, queries and reports.

REVISION LECTURE NOTES
CHAPTER NO.5

(INTRODUCTION TO MICROSOFT ACCESS)

LECTURE NO.3 TIME: 30 MIN.

C.

PREVIEW OF TODAY’S TOPICS
Database of Objects (Table and query)
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DATABASE OF OBJECTS (TABLE AND QUERY)

EXTENSIVE QUESTION
Q.1 What are database objects explain the following database objects’>

1%,

e Table o Query
SHORT QUESTIONS _ |
0] Define database objects. - ' \ (RW? 021) (FSD 2021) (K.B)
(i)  Why table-chject of a-catabage is ncst imn ontent? (MTN 2018) (U.B)
(i)  How can'you @eiine guery? (U.B)

DATABASE OBJECTS (TABLE AMND- \JUERY)
Deflnltlnn A MSyActess datadase consists of various components called the objects.

(2 ¢ tlatanase-sjects are used to store data and to retrieve data from database.
T w Ngjor database objects are.
e Tables
e Queries
e Forms Tables
e Reports
Queries
Objects of Database
Forms
Reports
TABLE

Definition: “A Table is a collection of related data organized in rows and columns”.

0] The row is divided into columns called field containing different
data values of a particular record.

(i)  Atable having recodes of students is given blow.

(i)  Each record contains field; Student ID, First Name, Parents
Name, Address, City, Major ID, and Class ID.

(iv) A relation database may contain multiple tables, which are
identified by unique names.

(V) This is the fundamental property of a relational dataiiese Cosmnitis, | ||

field in tables may be Student ID, Maior<S, Glass IS etr. | |

. ) __h__T____-TH[aE.P_J- ]
Student ID | FirsiMName | LasiMeyie, | Pavome Nane | | Addres; J Ny ‘D Clazz IDy
1 — fal I Gzt | Az Eosairc, 3055wt | Blamshad % 1
2 "’F:___".___”_:_TT-. : A]iH.— B Laho 55 2
. IE’-"-E.'I.I 1 . \ - W LA 115311 _T.:. n )]
Al O zain Khan 4bid ban 56D | Rawdpindi | #4 3

QUERIES
Definition: “Query is a statement that extracts specific information from database”.
0] It is created by specifying the fields to display from a table or
another query.
(i) It is more flexible way of selecting, filtering and sorting records.
(iili)  The user can also change data in the database that fulfils certain
criteria.
(iv)  In addition, queries allow performing calculations of different
fields.
(V) The output of a query is also displayed in the form of a table and
can also be used as source of records for Forms and Reports.
(vi)  The query allows you to view and analyze data in many different
ways technically; a query is a stored question or request.
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(vii)  The difference between a datasheet for a table and a datasheet for a
query is that the query’s datasheet can combine information from
multiple tables. :

MULTIPLE CHOICE QUESTIONSEE

1)

2)

4)

5)

A database consists of veiious comnoneiis Gelled:, . {LHR 2022) (GRW 2022)
(CGH 2021, 2022)(SWL 20221)(MTN 2021)

(@) Togas, . ' ‘(b)iPreperties

(c) Entitits . (d) Objects

The smalizit meant. g ful Linit of data in a database is called: (FSD 2021) (BWP 2018)

(@), Byte . (b) Record

{().Chéracier (d) Field

Which of the following is NOT a database Object? (MTN 2018)

(a) Table (b) Query

(c) Report (d) MS Word

Which object is used to store data and define structure for the data in a database?

(a) Table (b) Query

(c) Report (d) MS Word

Which of the following are object in an MS Access database?
(a) Tables, Forms, Queries and Reports (b) Database, Datasheet and Form views
(c) Folders and Tools (d) All of above

SHORT QUESTIONS

Q.1

Ans:

Q.2

Ans:

Q.3

Ans:

Define database Object? (RWP 2021) (FSD 2021) (K.B)
A component of a database system is known as database object. MS Access provides
various objects that are used to store and retrieve data from database.

e Tables

e Forms

e Queries

e reports

How can you define query? (U.B)
A table can be large depending on the information it holds. To further organize your data,
you should be able to retrieve necessary information for a specific purpose. The solution
is to create a query in order to limit part of the data in a table for a specific goal, for better
managing or searching.

Why table object of a database is most important? — [ TN 2018) (4. ‘n
Table store a database data in rows and caiumns for-gyarinle, lhe table/caU Id sturea list
of customers and their addresses V'hl Je anosher raL\Ie culdistore tie caste: tier’s orders. A
database must always contain at- 'cas i iable v'hpre it car ctorz Jnformation. All the
other dataiiate objects-are.ontin nal. | -

L T | . | %
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SO EdrmS_lare used to enter data into

2nd REVISION LECTURE NOTES

YEAR CHAPTER NO.5
(INTRODUCTION TO iCRCSOFT m,c £ 89
LECTURE NO.4 | TIME: 35 MIN
~ WMMML_ME
D. Dataizaseiof\ Objzsts (Forts dind Rene rtsy
DATABAFE OF OBk T bA-ORM AND REPORT)
1] ' O8=elain the 1ollowing terms.
' e Form e Report
o table
SHORT QUESTIONS
0] What is report? (DGK 2021) (K.B)
(i)  Write down the uses of report. (LHR 2021) (SWL 2022) (MTN 2022) (U.B)
(iii)  Differentiate between form and report? (U.B)
FORMS The Form object of database is used to enter data into databases, edit data and

view data from database.

0] You can add, update, and delete records in your table by using a
form.

(i)  Form is an easy method for entering and editing data in tables.
Thus the user does not have to work directly with tables.

(iii)  Form provide facilities to display data retrieved from database
tables.

(iv)  Most of the DBMSs provide the facility to create Forms.

(V) The application programmer creates the user interface by
designing the Forms.

REPORTS
0] The Report object of database is used to retrieve and present
data in a formatted way. X
(i)  The Report can be printed. Some reporfs aie alr"‘.,,, ly\a ligtor tne' '
records in the dataiase, one.recsid afiar e )t‘*ne' -
(i) Most of Lnt popular GBMS provide tnls fac ity
(iv)  The oo of the gusry: can alsh he! g|\ en as mput source to
- Kegorts. )
o The Dt f'fFIEI’Tf“ quW€e1 the fprrha\ln”i rm:or[ is:

Following are tne 1|‘fe rence ‘heiwieen forms and report

=vy

FAR] DK

REPORTS
Reports are used to retrieve the data from database
and present it on screen in a predefined format.
Reports do not allow user to change data or to enter
data into database.

MULTIPLE CHOICE QUESTIONS

0] Which of the following object is used to retrieve data from database and present in a

“Uatabase, change data and view data of
database.

formatted way? (RWP 2018)
(a) Report (b) Form
(c) Table (d) Query
(i)  The output of the database application is: (SGD 2019)
(a) Form (b) Query
(c) Macros (d) Report
(i) A report may be based on a:
(a) Table (b) Query
(c) Form (d) Both (a) and (b)

(iv)  Which of the following is a front end of the database?
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TSR
4

(a) Table (b) Query

c) Form (d) Report
SHORT QUESTIONS

Q.1 What is Report? I (DGI\ZO'”)U B)

Ans: Reports are the outputs of database applicatipn. Reparts-zie usod t0 retrieva gnd'\nreseni
data in a formatted way. The infprinatiory oni€ncrty s arqar: gefi i Gifterent ways. A
report may also contain grapls, charis asid sablz¢ eic.!

Q.2  Write'dewn the-dses of refors, A (LHR 2021) (SWL 2022) (MTN 2022) (U.B)
Ans: Following ereitie Asing of renart.- '
e Feparts prévide auick result from database.
1 Flenits help in making important decisions.
¢ Reports can display processed data using graphs and charts etc.
e Reports can be printed or emailed easily.
Q.3 Differentiate between form and report?
Ans: Following are the difference between forms and report

REPORTS

Forms are used to enter data into | Reports are used to retrieve the data from
database, change data and view | database and present it on screen in a

data of database. predefined format. Reports do not allow
user to change data or to enter data into
database.

STUDENTS LEARNING OBJECTIVES (SLOs)
MULTIPLE CHOICE QUESTIONS

Knowledge Based Questions
0] A database consists of various components called:

(a) Tools (b) Properties
(c) Entities (d) Objects
(i)  Which object is used to store data and define structure for the data in a database?
(a) Table (b) Query
(c) Report (d) MS Word
(i) Which is an object that extracts specific information from database’?
(a) Table (b) Query _
(c) Report (d) All of abovc- w5
(iv)  Arecord is a complete set of whick types, oi fie!ds 7™ AR Y e
(a) Distinct \ o (b Relatey | YL -
(c) Designed AR (d} ‘Al-of ahove
(v)  The sniailyst mezi mmful Uni¢ of-détalin adatabase is called:
@ Byte | 4L L = T (b) Record
(c) Characier |} | | | (d) Field
Ungri _;tandmv Bésec-Ouestions
VifriLhi-option in MS Access is used to create a new database from scratch?
(a) Access template (b) Blank Database
(c) Existing Database (d) New Folder

(i)  Anexample of a query is:
(a) Selection of all records that match a set of criteria.
(b) Importing of a spreadsheet files into the database.
(c) Search for a specific record.
(d) Both (a) & (c)

(iii) A report may be based on a:

(a) Table (b) Query

(c) Form (d) Both (a) & (b)
(iv)  In Access, the structure of a table is created in which view?

(a) Design view (b) Database view

(c) Switching view (d) Both (a) and (b)

(V) Which of the following is component of MS-Access application windows?
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(a) Title bar (b) Tool bar

(i)

(i)

(iii)

qv)”

(V)

(c) Scroll bar (d) All of above
Application Based Questions

Microsoft Access saves the database with extension: -

(a) .mdb ] {b) .msdk ' | |

(c) .madb . < (W), .rasade

It makes very simple to creetea, uatiha e :

(a) Sariple database ' . \ (b} Vvizard

(c) Comsron stancards ! — 77 (d) Easier programming

What i the detault f|e|o size of a text data-type in MS-Access?

(&2 - (b) 5

(ty20 (d) 50

Which shortcut key is used to open an existing database in MS-Access?

() CTRL+N (b) CTRL+S

(c)CTRL+O (d) CTRL+Z

Which of the following represent the wizard of DBMS?

(a) Database Wizard (b) Table Wizard

(c) Form Wizard (d) All of above

SHORT QUESTIONS
Knowledge Based Questions

Q.1

Ans:

Q.2

Ans:

Q.3

Ans:

Q.4

Ans:

Q.5

Ans:

What is IDE?

IDE stands for Integrated Development Environment. It is a collection of facilities
provided to the users. It is used to create databases and database applications. An IDE
simplifies the tasks of creating and using a database.

What is Report?

Reports are the outputs of database application. Reports are used to retrieve and present
data in a formatted way. The information on reports is arranged in different ways. A
report may also contain graphs, charts and tables etc.

What is Query?

A table can be large depending on the information it holds. To further organize your data,
you should be able to retrieve necessary information for a specific purpose. The solution

is to create a query in order to limit part of the data in a table for a speC|f|c goal for better v -

managing or searching. 1
List different data types available in MS-Access. 75 | |

MS Access provides the followmg ata typos SIS A
° TeXt L 5 11 L1 L1 1 |
e Memc- Wt AR
. Num*-her Yo AL ™ \ B
L uri“er}é_/_ '
| “Ltd Number
e Yes/No
e OLE object
e Hyperlink

Define database Object.

A component of a database system is known as database object. MS Access provides
various objects that are used to store and retrieve data from database.

Tables

Forms

Queries

e reports

Understanding Based Questions

Q.1

Ans:

Why are reports important?
Reports are very important in making decisions. The user can send report to different
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people. The output of a query can also be used as source for reports. Most of the DBMS
provide the facility of reports.

Q.2 How query is written?

Ans: A query is written in database access language such as SQL. A. guery retieves di t1 from
the database and displays it in the form ¢ table. T iuser, caraico change dara-ii the
database by using queries. Zueries-can alss be\Useil 1 perforim calCulgtiorion fields.

Q.3  How can you define query? ' '

Ans: A query isia staterierit that 2xiracts . pec'flc infdrmation from database. Queries one used
to retrigve; the ‘required 'date from-database. Data is retrieved according to the criteria
aivei] by the uger. it 152 niore flexible way of selecting and sorting records.

:4 . "MHaw detaredundancy is controlled in relational data bases?

i ‘Redundancy means duplication of data in multiple files. MS-Access allows you to store,
retrieve, sort, analyze, and print information contained in the database. Data may be
manipulated without data redundancy by defining relationships between sets of data.
Database are often used for product data.

Q.5 Differentiate between Toolbar and Menu bar?
Ans: Following are the difference between toolbar and menu bar:

TOOL BAR MENU BAR

e Toolbars contain different icons. These | ¢ Each word on Menu bar represents a

icons are shortcuts to select commands different menu like File, Edit, View and
from a menu. Insert etc.

e Toolbars make it easy to use the program’s | ¢ Each menu contains commands to
most common features and function. The activate the features of MS Access.

buttons on toolbar change depending on the
object and view selected.

e For example, the toolbars change when the | ¢ If a command appears on toolbar, the

user clicks on toolbar button and opens icon representing the command is also
individual tables, queries, forms and reports displayed in menu. It makes recognizing
in the database. Some toolbars are available commands easier.

for specialized tasks such as editing forms

etc.

Application Based Questions
Q.1  How is Microsoft Access started or Loaded?

Ans:  MS-Access can be started using different Ways The proper and-cammor procedw._é.'p
start the MS-Access is givenas: . L ALY L ol
Click Stan button of Windws, Sta.tﬂ\/le i will be appeared. o
Select “pregrams” from. Start| iy api then' >decf “Mmrosoﬁ Access” from Programs
menu. .\./.l.i-ill"DSU"['/:\Cf:eS__ S ta t_Jp _dla?@\(? pox ity appear with different options as shown blow:

. Blark ‘sccass Cataltese
3 _'I»'.: || _Acceisdatabase wizards, pages, and projects
L' el = Open an existing file

W.2  Write a procedure to open an existing database?

Ans: It is selected to open, an existing database, which has already been created. Select any
database tile presented in the list box (or window). After selecting one of the above-
mentioned options, click the “OK” button of the dialog box. The main Access window
with Database window will appear as shown below.

Q.3  How to create a database using the Database Wizard?

Ans: A database wizard is a set of steps that guides the user to create a database easily. It
includes choosing a database template, selecting fields, making customization, adding
pictures and the database.

Q.4  How to create a database without using the Database Wizard?
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Ans: Ifyou don’t want to use the database wizard, you can create a database, you first start the
Microsoft Access, a dialog box is displayed with options to create a new database or open
an existing one. When this dialog box is displayed, click on the Blesi Acsess Dafabixe,
and then click OK. Specify a name and locition for the ja(ahas? and'c'.ir K eati, -

Q.5  List of some disadvantagzs'of IDE% _ _ |

Ans:  IDE was.graphical interiage, 1t rejuires mers maraosydnd processing power.

Some 1758 Ho'riot Aliow ysers tu intéract with the database directly.
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