znd REVISION LECTURE NO"E;.

YEAR
NJAB
DUTE CHAPTER NO.

(MICROSUET ACCESS-Fo MS AND REPORTS)

LECTURE, ND¥! \ ' TIME: 30 MIN.
‘ I RS IEW-OF TODAY’S TOPICS |
i /A& "~ Overview (Access Forms), Create Form by Name:

using wizard, Types of forms, Create Form
in design view, Adding record using form,
Editing forms Date:

Roll No:

OVERVIEW (ACCESS FORMS), CREATE FORM BY USING WIZARD,
TYPES OF FORMS, CREATE FORM IN DESIGN VIEW,

ADDING RECORD USING FORM, EDITING FORMS

EXTENSIVE QUESTION

Q.1 What is a form? Explain its uses and advantages?

Q.2 Discuss different option for editing forms in MS-Access. (BWP 2019)
SHORT QUESTIONS

0] What is columnar form? (FSD 2022) (K.B)

(i) Write a note on Tabular From. (BWP 2022) (MTN 2021)(K.B)
(i) What do you know about Datasheet Form? (MTN 2022) (K.B)
(iv)  Why form object of database is used? (MTN 2022) (DGK 2022)

(V) How is a form constructed? (DGK 2021)
(vi)  Define any two layout of form: (LHR 2022)
(vii)  Write down some advantages of form? (DKG 2018)_ ™
(viii) List different types of forms in MS-Access. — & | (FP 2‘.);_1)" \

ACCESS FORM a AT~ AN [ (¢ —
Access Form creates the vser mtenf%e te-your! tahle Arlh\)mh you qan use Datasheet to
perform many of the same finitions 2 f)rms Fo*ms are-Used as.2n alternative way to
enter ("d[o nto a rLuo.'JaQe Wbl \ e

iy L I provides a dlfferent way of viewing table data.
. iy~ Access enables us to create forms that can be used to enter,

Wwis - maintain, view, and print data.

' (iii)  The form is constructed from a collection of individual
design elements called controls or control objects.
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(iv)

| buttoag, check bned eic.

(V)
.v,'Vr.) L)

| I\ - .(vii)
- (viii)

Create Form by Using Wizard:
(i)

(i)
(iii)

(iv)
(v)

TYPES OF FORMS

Controls are the components we sge, i the wincow's 'dialoa
boxes-of the| atcess anil|other Windov's| afplicadons like
We ute wext boxes 10 einte and edit datd, labels to hold field
namiesaniabieci-frame to display graphics.

A teiin Wizard is provided to assist you in the construction
of forms.

Four types of forms can be created.

These include single-column (displaying one record at a
time in a vertical format), tabular (displaying multiple
records in a row-and-column format), main/ sub form
(combining the single form), and graph.

Click the Create form by using wizard option on the
database window.

From the Tables/Queries drop-down menu, select the table
or query whose datasheet the form will modify.

Then, select the fields that will be included on the form by
highlighting each one the Available Fields window and
clicking the single right greater symbol button > to move
one field at a time to the Selected fields windows.

To move all of the fields to Select Fields, click the double
greater symbol >>

Click the Next > button to move.

Columnar Forms

\‘ Types of Forms ) l

Tabular Forms

Datasheet Forms
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Columnar Form:

(i)

1%,

A single rechr(l is-displayecat '0ne “titnd, veith Yabeis and

| form-£2lds™ usted) side-by-side |in coluinns. In a columnar

i)

—h

Justifielc Farm: '

Tabular Form:

(i)
(iii)
(iv)
V)

Datasheet Form:

(i)
(iii)
(iv)

Create Form in Design View:
(i)
(i)

AL G
(V)

form,\eash tieids| cppears!in-u separite line with a label to
its reft) ohiv one-racord is shown on each screen.

| Thewizard fills the first column with as many fields as will

fit and so forth.

A single record is displayed with labels and form fields are
listed across the screen.

Multiple records are listed on the page at a time with fields
in columns and records in rows.

The forms display fields in horizontal row, with field labels
at the top of the form.

Each new row represents a new record.

Tabular forms are best when you want to display just few
relatively narrow fields and you want see several records
once.

To avoid spending most of your time scrolling back and
forth in a tabular form, add just a few fields to the form.

A datasheet form initially displays data in datasheet view,
much as it appears when you open a table, or run a query,
or when you use the Form view toolbar button to switch to
datasheet view in the form.

This type of form is often used as the basis for sub forms.
Click the Next > button to move on the next step.

Select a visual style for the form from the next set of
options and click Next >. - —

|4, -

Click-the New liutten ofithe form) Gatabasi vigw |

| SelectDgsign Wi’ L and ¢hgose the) table or query the
farph il have assotiated wath form-irom the drop-down

meriJ. |

Sglect- View/Toolbox from the menu bar to view the
floating toolbar with additional options.

Add controls to the form by clicking and dragging the field
names from the field list floating window.

Access creates a text box for the value and label for the
field name when this action is accomplished.
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ADDING RECORDS USIGN A FORM - [

Q) Input-data intp the tabie frnmg Gt Lh Jiefds.nt e Torm.
(ii) T Press#he Tab key t¢, raove from ieldl o field and create a
new' kecprd' by crcking ‘Tau after “tiie last field of last
recrd! ~
{iif) |\ A ricw record can also be created at any time by clicking
the new button at the bottom of the form window.
e [ | - (iv)  Records are automatically saved as they are entered so no
J R AN ' additional manual techniques need to be executed, by
clicking Record Control Bar.

EDITING FORMS

Grid Lines

Snap to Grid

Resizing of Objects

Change Form Object types

Editing Forms

Label / Object Alignment

Tab Order

Form Appearance

Header & Fogtel_' i

e Gridlines- By default, a series-of I|ne° and Jus underlay the ‘formy in D=3|gn Vlew so form
elements can be easily allgnec [0 tcgqle h| 12aiure'si arﬁ ofi-selelt-View/Grid from the
menu bar. : \ A

e Snap to G; c- Se loct F’)r.nct/ Snav t0-5rid to allgn form objects with the grid to allow easy
alignmest of form! cbjoc s wriaiicheck this feature to allow objects to float freely between the

o g s,

A J VDR esf_mg Objects- Form objects can be resized by clicking and dragging the handles on the

' edges and corners of the element with the mouse.
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e Change from object types- To Easily Change the type of forn: O'Niect'“\‘/v-* out hiving.ie
create a new one, right click on the obiact W|t1 the moise anﬂ seloct change to thiz-deiect an
available object type from the Jizt. : \

e Label/Object alignment- _ AL L) p—

' @ Eacitforri ‘ahieée-and its corresponding label are bounded and
.\ ) willi=rove together when either one is moved with the mouse.

_L1)7  To Change the position of the object and label in relation to

_ [ b A each other (to move the label closer to a text box, for

' J, N " example), click and drag the large handle at the top, left

' corner of the object or label.

e Tab order-

0] Alter the tab order of the objects on the form by selecting
View/Tab Order... from the menu bar.

(i) Click the grey box before the row you would like to change
in the tab order, drag it to a new location, and release the
mouse button.

(iif)  This can also be done by using Tab Property in the properties.

FORM APPEARANCE

0] Change the background color of the form by clicking the
Fill/Back Colour button on the formatting toolbar and click
one of the color swatches on the palette.

(i)  Change the color or individual form objects by highlighting
one and selecting a color from the Font/ Fore Color palette
on the formatting toolbar.

(ili)  The font and size, font effect, font alignment, border
around each object.

(iv)  The border width, and a special effect c:r aleo he mt‘d.‘l *d'- L

usmg the forra ttlng toolbar” ™

PAGE HEADER AND FOOTER-, LA \ N
0] _HCau 1r 1rd .owter aeded o a fO"‘. willonly appear when it
~T\ ) piinted) M
=TT i) L Getect these settions by choosing View/Page Header/Footer
L)) 1L e the menu bar.
s (1) Page numbers can also be added to these sections by
VTR NIRNAY selecting Insert/Page Numbers.
J | S (iv) A date and time can be added from Insert/Date and Time...
Select View/Page Header/ Footer.

N |
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MULTIPLE CHOICE QUESTIONSHNS =

1)

2)

4)

Form are designed to:

(a) Input data ' . _ (b} Maripuiate cate
(c) Accept data (d) Al-Of thast
How niainy are basie laycuts 'of formin Mi3-£Lccess?

@2 r A =" (b)3

(c)4 AL (d)5

Thd forrhsiamet end of our database in MS-Access?
(@)Eack (b) Front

(c) Middle (d) Both (a) and (b)
Which Auto form displays one record at a time?

(a) Tabular (b) Columnar

c) Datasheet (d) Justified
SHORT QUESTIONS

Q1:

Ans:

Q2:

Ans:

Q3:

Ans:

Q4

Ans:

Q5:

Ans:

Q6:

Fevali Mk

What is columnar form? (FSD 2022) (K.B)
Columnar form is used to display one record at a time. It displays textboxes and labels.
The textboxes represents the fields of the table or query. The labels represent the names
of the fields

Write a note on Tabular From. (BWP 2022) (MTN 2021)(K.B)
Tabular form is used to display many records at one time. It displays as a table. Each row
in this form displays one record of the table.

What do you know about Datasheet Form? (MTN 2022) (K.B)
Datasheet Form is also used to enter or to display multiple records on a single Form. It is like a
Datasheet view of table. The fields in each record appear in row-and-column format, with one
record in each row and one field.

Why form object of database is used? (MTN 2022) (DGK 2022)
A window that consists of visual components called form. Forms are used to interact with
database through graphical user interface.

Form is used to manipulate database easily. It can be used to add data in the database,
modify data in the database, delete data from the database, retrieve and view data from
the database and search the required data from the database. _ — \
Define any two layout of form: LT | (LAR? L?Y
Justified Form is used to enter or to display-one record ¢+dble af atlme A-singlz reai G is
displayed in more than one row i JJst|f|(=1 wormat, The tata Hf fielis ic gisplayed row
wise in text boxes. Each téxt\box-s7iiaifs the ibta|ot fizid andits field name is displayed
on it as_lakel. Datashest-Formiis glsy used %o enter.or ts-display multiple records on a single
Form. it is like a Datastiest \/i2w: of*m\["le.' “the{1eids in each record appear in row-and-column
format, wichiorig\record in'eash rew and one field.

Howis a foiimi doristrticted? (DGK 2021)

\for mris cbistructed from a collection of individual design elements. These elements are

zialled controls or control objects. The common elements include buttons, check boxes,
list boxes and radio buttons etc.
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Q7:

Ans:

Q8:

Ans:

Q9:

Ans:

List out some uses of form?

Form is used to manlpulate database easity. It can-i JSPd to edald m in-the H;uauase
modify data in the database; deletz_gata-fromi ihe, datebase, retrieve and view data from

the database and search the reql ireC dafa from 'te daaba e

Write goyy/nisome-aGvanteges cf farm? -
Some agvaiteges Of usirg forms-ares2s-foliows:
. tagier ¢ use'ani user=iriendly.

¢ | No lerhnical knowledge required.

o/ "/ “Time saving

. Flexibility

List different types of forms in MS-Access.
Following are the types of forms in MS Access:
J Columnar Form

o Tabular Form

. Datasheet Form
[ ]

Justified Form

(DKG 2018)

(FSD 2021)
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nd REVISION LECTURE NOTES
2 YEAR CHAPTER'MQG.7

(MIGROSGFT ACCESS-EORMS AND REPORTS)

LECTURE NO _ B TIME: 30 MIN.
R HOPLCS-OF THE DAY|
45 | ' list 'and Combo Boxes, Check Box and || 'Name:

Radio button, Command button, Sub Formes, )
Roll No:
Create a Form and Sub-form

Date:

LIST AND COMBO BOXES, CHECK BOX AND RADIO BUTTON,
OMMAND BUTTON, SUB FORMS,
REATE A FORM AND SUB-FORM

EXTENSIVE QUESTION

Q.1  Write down the steps to create a form and sub-form?
SHORT QUESTIONS

II

0] Define sub-form? (BWP 2022) (SGD 2018) ( K.B)
(i) What are the uses of List Box? (BWP 2022) (DGK 2018)(U.B)
(iii)  Describe Radio Button? (LHR 2022) (RWP 2018, 2022) (BWP 2019)(K.B)
(iv)  Different between form & sub form? (SWL 2022)(MTN 2018) (U.B)
(V) What is check boxes? (LHR 2022) (RWP 2018,2022) (SGD 2017)(K.B)

Or

Why checkboxes are used? (GRW 2022)(U.B)
(vi)  How is combo box used? (RWP 2017)(U.B)

(vii)  List any five buttons available on access database window. " (RWP 20£0{UB)| | "

LIST AND COMBO BOXES Y A N e —
(i) _ Finitg humbe: of valugs for @ ceraln, figld'en-dform, using
camhs o list bdves, niay, hela'adiclie] and easier way of
| Bhtering pate, ) '
AT (i) The\s‘i\.‘wn eorirol types differ in the number of values they
VL dispiay.
: | WGii) List box values are all displayed until the arrow button is
Y ' clicked to open it as shown in these examples.
- (iv) By using combo or list box, the name of the cities does not

need to be typed for every record.
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(v)
(vi)

vn |

(viii):

(v)

(vi)

(vii)

(viii)
(iX)

Depending on your choice |n the n"ST d|a.n'" bax, he ragt
options will var'y.

 If yoi2hose o fcok up Valuss'frém the tabie or query, the

foiicvving bax it be cispileved.
Selact! the, tasie or-guery form which the values of the

. combehex will came form.

Click Next> and choose fields from the table or query that
was selected. Click Next> to proceed.

On the next dialog box, set the width of the combo box by
clicking and dragging the right edge of the column. Click
Next.

The next dialog box tells Access what to do with the value
that is selected.

Choose “Remember the value for later use to use the value
in @ macro or procedure (the value is discarded when the
form is closed), or select the field.

The value should be stored in. Click Next> to proceed to
the final screen.

Type the name that will appear on the box’s label and click
Finish.

CLICK BOXES AND RADIO BUTTONS

A 1

Command Buttond, | |

(i)

(i)
(i)

(iii)
(iv)
V)

(vi)
(vii)

(viii)

(i)

Use the check boxes and Radio buttons to display yes/no,
true/ false, or on/ off values.

Only one value from a group of radio buttons can be
selected while any or all values from a check box group can
be chosen.

Typically, these controls should be used when five or less
option are available.

Combo boxes or lists should be used for long lists or
options.

On the next window, select a value if there is any and click ~\

Next>
Select values for the options 2 d21ick N ixlz
Choose Wha‘ shnu!d b\ dc no wrh the' vaile- Land C|ICk

.Next L |
-.Cnoo et 1e tyne ena sfv.- ai tne ostion group and click

|\Ie>\\t\’
O Typetiie captlon for the option group and click Finish.

Open the form in Design View and ensure that the Control
wizard button on the toolbox is pressed in.

Draw the button on the form. The command Button Wizard
will then appear.
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Subforms

(iii)

On the first dialog window, action caiego|ies are-display2d intri
left list.while ‘he, right fistidisplays the actinris in-eacti-tategory.

| Select-21 action forithe comimard puttonjard click Next>

W) |
(vi)
(vii)

(i)
(i)

Create a Form and Sub form.

1 e

(i)
(i)

(iii)

(iv)

(v)

(vi)

The/next faw, pages of spticns-will vary kased on the action you
selected. Centinue-selecting options for the command button.

| Cheesethe appearance of the button by entering text for

caption of button or selecting a picture.

Check the Show All Pictures box to view the full list of
available images. Click Next>

Enter a name for a command button and click Finish to
create the button.

A subform is a form that is placed in a parent form, called
the main form.

Subforms are particularly useful to display data from tables
and queries that have one-to-many relationships.

Use this method if neither parent nor child form has already
been created.

A main form and subform can be created automatically
using the form wizard if table relationships are set properly
or if a query involving multiple tables is selected.

For example, a relationship can be set between a table
containing customer information and one listing customer
orders so the orders for each customer are displayed
together using a main form and subform.

Double click Create form by using wizard on the database
windows.

From the Tables/Queries drop-down menu, select the first. 7
table or query form which the main foyen.wili disdiay) fts) )
data. — NN | o \aheo—

~Selest jthe 13_el|_1;._";_ha"[ .S:ho,.l.lt'_ Appear ¢nifie form by

\hightighting the 'fielt raras in'th Available Fields list on

-

(viii)

(ix)

the/lelt tind clickirig-thesingle greater symbol> button or

NARY c_i%ﬁ.ks\yhé deuile greater.
L e

=rom the same window, select another table or query from
the Tables/Queries drop-down menu and choose the fields
that should appear on the form.

Click Next to continue after all fields have been selected.

Choose an arrangement for the forms by selecting form
with subform (s) if the forms should appear on the same
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e
| l |

|I ',IL_:.III_,_I [ IRE

‘u rﬁiq_j\;gls

(i)

(i)
(iii)

(iv)

(v)

WA rag-and-Drop method

A
Al
"‘\_J L.‘-'\-E -

T

= 4 Y
. |

page or Linked forms if there ﬂ‘a\rﬁn*y }"ols(-;g:g:;:{rf}c};' uv
main form arf msubf@m,? not it O o=

ofeed tothe et ")a\gg -
U OI',L atu;§[;ee'* Ay )u"t,fér tﬂleulform and click Next.
t.h-E}_ ’rqpmJanchllck NExt.
'*he me-o for the main form and subform. Click
create the forms.

\ \ (I""(IJT' ﬂew records can be added to both tables and queries at

once by using the new combined form.

If the main form or both forms already exist, the subform
wizard can be used to combine the forms. Follow these
steps to use the subform wizard:

Open the main form in design view and make sure the
control wizard button on the toolbox is pressed in.

Click the subform/sub-report icon on the toolbox and draw the
outline of the subform on the main form. The subform wizard
dialog box will appear when the mouse button is released.

If the subform has not been created yet, select “Use
existing tables and Queries” Otherwise, select the existing
form that will become the subform. Click next to continue.

The next dialog window will display table relationship
assumed by access. Select one of these relationships or
deflne vour own and click next.

One the final dialog box, enter the name of the subform by
choosing option. “Choose from list” option or by “define
my own” and click finish.
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0] Use this method to create suhfsima | rc-ﬁ. to | fonms lhcu_.
already exist| Iflakn qarz| that, the* taﬁle r-=la‘:gn nEpsnave
— already’ beeit set! b=fc~r€ prcce 2ding with these steps.
. (i) | -.Open tha| nlaih iorns m esign vier' and select window
IR v\ |Tna\)4rm3ally tn'dispiay both the database window and to
i VoA for.n idge by side as shown below.

m Create form in Design view
0 Create form by using wizard

(iii)  Drag the form icon beside the 'name of the subform onto the
detail section of the main form design.

MULTIPLE CHOICE QUESTIONS

Q.No.1
1) When displaying a sub-form within a main form, which form is based on the primary table?
(a) Neither man form nor sub-form (b) The sub-from
(c) The main form (d) Both (b) and (c)
2) Which of the following options is used for editing forms in MS Access?
(a) Gird lines (b) Snap to Grid
(c) Resizing object (d) All of these
3) Which of the following is used to display a list of items in forms?
(a) List box (b) Combo box Iy
(c) Both (a) and (b) (d) Neither @) or (b)) -~ =/ AR
4)  Which of the following is used to display _y_gs/ no values?. < | ”‘;"3 SLUPAS/AS
(a) Checkbox ~ L (b). Opfiuh’bu%t-on" {* [ (¢ o —
(c) Both (a) and (b) '-: ' - (cj ) Norig uT th=sr= VY h
SHORT QUES IONS \/ \ ! -
I L\ :,“-_ \ x \
Q1:  Define tub- fo n7 L (BWP 2022) (SGD 2018)(K.B)

Ansies, A S \p-forn us i‘ formthat is placed in a parent form, called the main form. Sub-forms are

) xﬂjl \ ]I Hpjll'“‘ ularty useful to display data from tables and queries that have one-to-many
-\."'-1 Y % |

y relationships.
Q2: What are the uses of List Box? (BWP 2022) (DGK 2018)(U.B)
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Ans:

Qa3:

Ans:

Q4:

Ans:

Q5:

Ans:

Q6:

Ans:

Q7

Ans:

Finite number of values for a certain field on a form, using coriba ¢r lISCEOXes nlaV ba'a
quicker and easier way of entering data. L!st'box vzites are.al! C‘IS}.|cy d wintis tHearrow
button is clicked to open it-gs shown in ticse ‘examples. By usingcombao or list box, the
name of the cities does noi nees TH'be, typied, for every |enn; ‘d.-Deparding on your choice
in the firstidialoa hex; thenaxeoptionswili-vary.

Descrit=-Fadio Butten? | | ~ 77 (LHR 2022) (RWP 2018, 2022) (BWP 2019)(K.B)
Use thel clieck boyes and Rasio buttons to display yes/no, true/ false, or on/ off values.
Or ly on¢ vaie frsin a group of radio buttons can be selected while any or all values from
&/checi<’box group can be chosen. Typically, these controls should be used when five or
less option are available.

Different between form & sub form? (SWL 2022)(MTN 2018)(U.B)

Form Sub from

e A window that consists of | e A form that is placed in parent form
visual components is called or main form is called the subform.
form. Forms are used to interact Subform is also known as Child
with database through graphical Form. A subform is particularly
user interface. used when tables are associated with
each other.
What is check boxes? (LHR 2022) (RWP 2018,2022) (SGD 2017)(K.B)
OR
Why checkboxes are used? (GRW 2022)(U.B)

Combo box is used to display a list of item in forms. It consists of a textbox and a
dropdown list. The user can select the desired item from the combo box. Combo box
contains an arrow on the right side. The user can click on the arrow to see the list of all
available items.

How is combo box used? (RWP 2017)(U.B)
Combo box is used to display a list of items in forms. It consists of a textbox and a
dropdown list. The user can select the desired item from the combo box. Combo box
contains an arrow on the right side. The user can click on the arrow to see the list of aII
available items.

List any five buttons available on access database Wmdow — [ [* (BWE-? 2c._L<.-'1) _(U.._a)_
Following are the name of five buttons. {7\ {7~ "\, L (@O~

e List box \ Ay ' )

e Combo box RYFAR'

o Chgtithox .~ | Vv \

e Raciobuticns( ™ n) \

[ ]

Command Ditiors
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REVISION LECTURE NOTES
\CHAPTER ND.7.

(MICRCSECFT AGC[ 8S- FOKMS AND REPORTS)
LECTURE NO} EEH -

i BPREVIEW OF TODAY’S TOPICS
{3, F\“po.[s Types of Report, Conditional Formatting

J [ ML
REPORTS, TYPES OF REPROTS, CONDITIONAL FORMATTING
EXTENSIVE QUESTION

Q.1 What is report? Briefly explain its types and advantages. (BWP 2018)
SHORT QUESTIONS

0] Write down some uses of reports. (RWP 2018) (U.B)
(i)  How is report created by using with wizard? (FSD 2022) (A.B)
(iii)  Define Report? (DGK 2021) (K.B)
(iv)  List some standard types of reports in MS-Access? (U.B)
(V) Differentiate between form and report. (U.B)
(vi)  Which types of methods can be used to create a report? (A.B)
(vii)  Define Conditional formatting? (K.B)
REPORTS

Def.

Presentation of processed data obtained from a database is called report. The report can
be displayed on the screen, on the paper or on the disk. The following are the main uses
of reports:

USES OF REPORTS:

0] To display information obtained from a database.

(i)  Todisplay result of a query.

(iif)  To produce output according to the needs of the user.

(iv)  The final product of most database application is a report.

(V) Access combines data in tables and queries to produce a -
report that can be printed and distribute to penple Who neeg 1M
or request it. )

(vi)  Reports provide means for c.;mne ,)r nLu ‘conies -.nf fhe
information ¢f datahase?

(viil— Som= ﬁepn.w consist, of al s ngle oage ~stich as, order
ackriw'elgemer'tiand fnvaice. |

A Mu iti-pagye A CERs.. Iepicn ts are more common than the
___.-: VoL F ) " ._ \ii-')a‘“’ rprU,
AR 'Ihasc ueports include catalogs, general ledgers, and
, | ' Tinancial statements and examinations result sheets.
L A (x) A report simply retrieved data from a database and presents
ATV ALY it in a formatted form.
J [N (xi) It can retrieve data from one or more tables of a database.
(xit)  In these reports, the values of each field in each record of a
table or a query are listed in one long column of text boxes.
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(xiii)

(xiv)

A label indicates the name of the m.|0'l anu-a-text bcx to trie
right of the ldpel provigesithe-valies. -

, Columriar regory yprealsitie fin: ornatlow fo. dsmgle record

(R \..l maw rOVYS.

Columnar Reports

Types of Reports

Tabular Reports

Columnar Report:

Tabular Reports:

()
(i)
(iii)

(i)
(i)

Multiple Reports page
Forms using tabs

In these reports, the value of each field in each record of a
table or a query are listed in one long column of text boxes.
A label indicates the name of the field and a text box to the
right of the label provides the values.

Columnar report spreads the information for a single record
over many rows.

These reports provide a column for each field of the
records in rows under the column header.

If you have more columns than can fit on one page,
additional pages print in sequence until all columns are
printed, then the next group of records is printed.

Multiple-Page Form Using Tabs:

(i)
(i)

(iii)

.-"\-'(jv) .

fv\
(Vl)
(vii)

CONDTIONAL FORMATTING

Tab controls allow you to easily create multi-nage forms,—. 1
Click the Tab Control icon on the tm 40" ar d dmw tte'
control on the-form. :

Add riew contlo'“tc €an h tcb paqe ho sarae’ vvay that

\ contrats aré addbd th rngﬁar ferm prtgws Click the tabs to
-f‘hang peges. | ’

:x| ing fc i Caniroi be reposmoned on the table control.

| Aad aid newe-tabs or delete tabs by right clicking in the tab area and
- “thoosing Insert page or Delete Page from the shortcut menu.

Reorder the tabs by right clicking on the tab control and
selecting page order.

Rename tabs by double-clicking on tab and Change the
Name property under the other tab.

COMPUTER 2"° YEAR LECTURE NOTES (PUNJAB BOARD) PAGE# 134



Conditional Formatting:

(i)
(ii)

Password, ot Field:

IN] o\ | (ii)
(iii)
(iv)

Change Control Type:
(i)

(i)

()
(i)
(iii)

(iv)
(v)
(vi)

e Create inDegsigh Vigws:" _
= U0 b

V4
i

1%,

Special formatting that-dcpersls Dis, tive cdntzol’s) zilue can

. be allded te-text boxes; list,ard coinbg hoxes.™

Aigigull valiie sar: set aling with ug-io tliree conditional formats.

e, mgdity text box so each character appears as an
asterisk as the user types in the information, select the text

field in Design view and click Properties.
Under the Data tab, click in the Input mask field and then

click the button {...} that appears.

Choose “Password” from the list of input masks and click
Finish.

Although the user will only see asterisks for each character that
is typed, the actual characters will be saved in the database.

If you decide the type of a control needs to be changed, this can
be done without deleting the existing control and creating a
new although not every control type can be converted to.

To change the control type, select the control on the form in
Design View and choose Format/Change to from the menu
bar. Select one of the control types that are not grayed out.

Create Reports by Using the Wizard:

Double click on the “create report by using wizard” option
on reports database window.

Select the information source for the report by selecting a
table or query form the Tables/ Queries drop-down menu.
Then, select the fields that should be displayed in the report
by transferring them from the Available fields menu to the
selected field windows using the single right greater
symbol button>to move fields one at a time or the double
greater symbol button >> to move all of the fields at once.
Click the Next> button to move to the next screen.

Select fields from the list that the—secords, shaiHe| De) W

grouped by and click the right- qre ater ..ymonl DUTU)r o iat
add thase flerds to-the diagraimy | " et

\ Use theprisry by ton to chance the, orter of the grouped fields
-,|f m: et nin )nt fr°'d i 59|t Cted C,uck I\lext> to continue.

'IEB %:.r: a report from scratch, select Design view from
“ine Reports Database Window.

A\ _(_ii). |

Click the new button on the Reports Database window,
highlight “Design View” and choose the data source of the
report from the drop-down menu and click OK.
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e epirt Wizal[d
LERE LY t:'urt;-lep,trtzl Columnar
== dautoRepkst: Tabular
{Chart Wizard
Label Wizard

@it))  You will be presented with a blank grid with a Field Box
and form element toolbar that looks similar to the Design
View for forms. Design the report in much the same way
you would create a form.

(iv)  For example, report at once. Then, use the handles on the
elements to resize them, move them to different locations,
and modify the look of the report by using options on the
formatting toolbar. Click the\print View button at the top,
left corner of the screen to preview the report

O\ b
| lage. Azl IIL..
-E'—I, - Select file\page setup to modify the page margin, size,

r\JP lrt repo t'l; |1
T}W ﬂ orientation, and column setup. After all changes have been

mad, print the report by selecting File\print from the menu
bar or click the print button on the toolbar
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MULTIPLE CHOICE QUESTIONSINS =

Q.No.1 /
1) A report that provides & ¢olumizfor eash! vield \of\ the, racorcis in rows under the
column header is known &s: 1R. .
(a) Tabuler Repart : ~ {3 Columnar Report
(c) Datésriest Rephrt R e (d) Justified Report
2) A renort raay'lie based &s.
(a2 table hut-nGra query (b) A query but not a table
L) Eorm (d) Both (a) & (b)
2) Which of the following is not a function of report?
(a) Display data (b) Edit data
(c) Output of database application (d) Print data
4) A single report can display data from:
(a) One table (b) Many tables
(c) According to user requirement (d) All of these
5) In which of the following menu a conditional formatting exists?
(a) view (b) format
(c) folder (d) file
6) In conditional formatting, which type of condition is/are available?
(a) field value is (b) expression is
(c) field has focused (d)
7) In order to print a report, the print option exist in which menu?
(a) file menu (b) view menu
C) print menu (d) insert menu
SHORT QUESTIONS
Q.No.2
Q1:  Write down some uses of reports. (RWP 2018) (U.B)
Ans: Following are the uses of the reports.
0] To display information obtained from a database.
(i)  Todisplay result of a query.
(ili)  To produce output according to the needs of the user.
(iv)  The final product of most database appllcatlon IS a report. \
(V) Access combines data in tables and queries to produce a- .epnrt t’.".af cai be| prlr fech
and distribute to people who need cf request it © 7~ W [ -
Q2: Howis report created by sing wt,h wizard?! VAL LN (|—SD 2022) (A.B)
Ans:  Following is the procedure| to| creaie re; port oy Lcmu wua d. : |
0] Dgutile click e the © ‘oreite) ropor. ]”V nsing“wizard” OpthIl on reports database
oo, v ™
(i)  peiectihe in: or"natm1 gource for the report by selecting a table or query form the
-\ ‘i alﬂlvs/ Quérics drop-down menu.
i =1, Select the fields that should be displayed in the report by transferring them

from the Available fields menu to the selected field windows using the single
right greater symbol button>to move fields one at a time or the double greater
symbol button >> to move all of the fields at once.
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Qa3:

ANSs:;

Q4

Ans:

Q5:

Ans:

Q6:

Ans:

Q7

Ans:

Q8:

Ans:

"\-\.

(iv)  Click the Next> button to move to the next screen. \

(v) Select fields from the list that the rézo(dsshatild be groiipad b/ inG-click-the rlght
greater symbol butiort > to &2d those fiklds\toithe'diagrara. | |

(vi)  Use-the priority hutten o' chiange, the orde‘ of the-gvouped fielus 1f more than one field
i or‘|ei‘t-'0 (‘llcl ] le 'l>tu contmu= —

Define Re:nr . L (DGK 2021) (K.B)

fRerfcrts are ,h_e ou:pu[ of a database application. The use can generate different types of

lepnits-oy manipulating the database. The information on the reports is arranged in

different styles. The reports may contain graphs and charts etc.

List some standard types of reports in MS-Access? (U.B)
Following are the types of report in MS-Access:

o Columnar Reports.

o Tabular Reports

Differentiate between form and report? (U.B)

The main difference between form and report is that form is used to input data in
database. The report is used to display data from tables.

Which types of methods can be used to create a report?

A report can be used by using different methods like using wizard and Auto Report.

Which two database objects can be used to create a report? (A.B)
Tables and queries are two objects that can be used to create a report.
Define Conditional formatting? (K.B)

A formatting applied on the Control object when a specified condition is met, is called
conditional formatting. Conditional formatting usually depends upon the value of control.
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znd REVISION LECTURE NOTES

YEAR

CHAFPTER NO,T

(MICROS3OFT .A‘I.‘-CESS_'-F'()'EMS AND REPORTS)

LECTURE NO BN

I : EPREVIEW OF TODAY’S TOPICS

TIME: 30 MIN.

J B R L--:k..ug Creating switch board in MS-Access, Keyboard Shortcuts

LINKING, CREATING SWITCH BOARD IN MS-ACCESS

EXTENSIVE QUESTION
NILL
SHORT QUESTIONS

()  What s linking?

(i) Write the use of switchboard? (SWL 2019) (U.B)
o LINKING

0] Linking objects from another database will create a link to
an object in another database while not copying the table to
the current database.

e CREATING A SWITCHBOARD IN ACCESS

0] Open one of your databases.

(i)  Click on tools, then Database Utilities, and finally
Switchboard Manager.

(iifi)  If no Switchboard form exists, Access will display a
message telling you that no Switchboard exists and will ask
if you want to create one.

(iv)  Click yes to display the Switchboard Manager screen, and
click the Edit button to edit your options. \

(V) From this screen, you can changg the Qw.r nbcarc \1ef e
name from n'aiy switcii hhara-o what vl ycyl’d 1k

(vi)— Clickthe New button o drsplay tne tdl Switchboard items

\dialog bak.
) VI, m the | Thxt vighd. type a brief descrlptlon of the first item
= L Yo wiertto add.
WA _(v'ﬁi) “in the command field, select the appropriate option from

(SWL 2021) (K.B)

the drop-down list. The option you select will determine
what options you’ll receive in the third drop-down list. The
option you select will determine what options you’ll
receive in the third drop-down list.
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:x"h,l [

5\_{

J|‘\

__.-' l .
(ix)  For example, if you choose Opesiz0" m"‘m = |i. Mbije Jﬁgf'
Sw1tchboard [Manager., 1J1‘ti}°p1a}~ a

“‘ﬂs1 qt *)Zce'ur.(la, a5ase’s

— e

_ forms. Chops? tnm forin grd Glick oK> |

() I'-, R“P' ot ILJr

ey \want 10 1

. KEYBOAPbS}iDﬁ:CLI‘rs- AU

e

's 'pmcc.s': um.d you ve x.uded ;dl the items you
) SMICI‘ boargform and click Close.

Keyboa'd dhd,racu.‘rs- can‘ save-time and the effort of constantly switching from the
keydd ard to!th? |\ mbuse to execute simple commands. Print this list of access keyboard

N I‘Ioﬁ:

] wr fcrits'and Keep it by or computer for a quick reference.

A plus sign indicates that the keys need to be pressed at the same time.

Action Keystroke
Open existing CTRLA+O
database
Open a new database CTRL+N
Save CTRL+S
Save record SHIFT+ENTER
Print CTRL+P
Display database
2 F11
window
Find and Replace CTRL+F |
Copy CTRLA+C |
Cut CTRL+X
Paste CTRL+V
Undo CTRL+Z
Help Fi
Toggle between Form
: 2 F5
and Design view
Other ’q"l
Insert line break in a CTI:'-L E 4.,;1‘
memo field i) }u 'y 'l, |

Insert cux’T‘E"lv',I tl'n e |I "’"'éIFH-

Cop\ datal frl)'n ) "
1\ rc'u.hr I I'I' {’TRL*'
J’ & @l ecbrd CTRLA++
*~ Delete a record CTRL+-

Vol

I
!.

Action Keystroke
Select all CTRL+A
Copy CTRLA+C
Cut CTRL+X
Paste CTRL+V
Undo CTRL+Z
Redo CTRLA+Y
Find |CTRLA+F
Replace CTRL+H
Spell checker F7
Toggle between Edit

mode and Navigation F2

mode

Open window for editing SHIFT+E2

large content fields

Switch from current field '

to current record

ESC

Navigating'l‘hrougb agﬁ:h (., _;.I .

Next field
\ PrevH)u\ h-c.ld f’ h"
Fn' ‘J% f'.ell.i uf'.rer'd-rd

N

g Hn-‘-i—iff.;ﬁflh

] 'I*lOME

1[‘ T 5t'-.‘f\:_1é-{i' ot. H-ecnrd 'I--"{*:ND
[ _ﬁ' 1 i C I'
nsert CU{L’” .Iat-'—v"- fvm n&\ I'l\ﬂ- 'ﬁvxt record

Previous record

First field of first
record

DOWN
ARROW

UP ARROW
CTRL+HOME

Last field of last record CTRL+END
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MULTIPLE CHOICE QUESTIONS —~

Q.No.1
1) Which of the following is shortet Ka\ istsed|to oben new 'dstabhase?
(@) Ctrl+ S S by Gt
(c) Ctri+'S 1 ——={a) Ctrl + N
2) Which bf the Followi mq is thartcut key is used to msert current?
(=) Ctrl'd (b) Ctrl +
_ 1, CirinH= (d) Ctrl +
3)+_ %Which of the following key is used to jump in a next field?
(a) TAB (b) HOME
(c) END (d) Ctrl + TAB
SHORT QUESTIONS
Q.1  What is Linking? (SWL 2021) (K.B)
Ans:  The process of linking in MS Access creates a link to an object in another
database. The table is not copied to the current database.
Q.2 Write the use of switchboard? (SWL 2019) (U.B)
Ans: A switchboard is a form that is used to navigate database and different perform task in

database application. It is contains user-defined commands with buttons, labels, images
or hyperlinks.
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____ STUDENTS LEARNING QBJECTIVES{SUOSL 4 L.

MULTIPLE CHOICE QUE STI NS

Knowledge Based Questions
0] Form aveidesigned ts: _ AR
(a) Inptideta _ A= ~ (b) Manipulate data

(c) Accepticata | | ) (d) All of above

(i) (7, How many exe basic layouts of form in MS-Access?

NN (b) 3

(c)4 (d)5

(iii))  Which form layout is selected to display multiple records at a time?
(a) Justified (b) Datasheet
(c) Columnar (d) None of these

(iv)  Asubform can be created using:
(a) Form wizard (b) Subform wizard
(c) Drag and drop method (d) All of above

(v)  Which of the following options is used for editing forms in MS Access?
(a) Gird lines (b) Snap to Grid
(c) Resizing object (d) All of above

Understanding Based Questions

0] A report that provides a column for each field of the records in rows under the

column header is known as:

(a) Tabular Report (b) Columnar Report

(c) Datasheet Report (d) Justified Report
(i)  Assingle report can display data from:

(a) One table (b) Many tables

(c) Ten table (d) All of these

(iii)  Which of the following is not true for a form?
(a) It is used to enter data into database — ]
(b) It is used to edit data of database ) AT Y
(c) Itis used to present data in a fof matied way .
(d) It is used. to dlsplay date fion uetaiise

(iv)  Which’ o: he followd rm is Lsed t&gnspl V Vf" No values’)

(a) Che? kwx ! IRRRY (b) Option button
(2) Bpth (c) &) ()_)__ - (d) None of these
(WA | [ 4{ew rany are layout of report?
VN @2 (b) 3
(c) 4 (d)5
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Application Based Questions

"\-\.

(i)

(ii)

i

(iv)

(v)

You want to track the progress of the stc ck markcicna 'ianly bi'sis, Wi ichitspeof
chart should you use? -

(a) Line chart ' (b\ f‘cll amiy

(c) Row-chait L Y Pieetiart

When'dizglaying 2 sub fu m o’Itl in a nmian form, which form is based on the
prlmarlta)le , L

(2) Npeitherirhan form-sor sub-form (b) The sub-from

¢}, The-nmainorm (d) Both (b) & (c)

You can drag the which bar to move the property sheet window around on your
screen?

(a) Title bar (b) Status bar

(c) Scroll bar (d) All of above

The forms are the which end of our database in Microsoft Access?
(a) Back end (b) Front end

(c) Both (a) & (b) (d) None of these

Which of the following is a back end of database?
(a) Table (b) Query

) Form (d) Report
SHORT QUESTIONS

Knowledge Based Questions

Q.1

Ans:

Q.2

Ans:

Q.3

Ans:

What is columnar form?

Columnar form is used to display one record at a time. It displays textboxes and labels.
The textboxes represent the fields of the table or query. The labels represent the names of
the fields.

What are Check boxes?

Checkbox is used to display yes/no, true/false or on/off option. It is used when the user
can select one or multiple operations at the same time. The user can select any or all
values from a group of check boxes. The user can select a checkbox by clicking on it.
What is radio button?

The Radio Button control is used to display a set of choices or options from which the

user can select only one. This button appears on the Form as small cirsia, When- jtis™ | |

selected, a dot appears in the circle. If another option is selected- fraim/ theset, of ppticrs.
then the already selected button |s automul aIIy de-seiected: "'huef'are Lptr‘u QITONS
are mutually exclusive. L\ - —

What is Datasheet Form? ' AT

Datasheget Faim is also tis2d o enitel ¢ th d|<!olf y cTn'l|tIl".\. vecords on a‘single Form. It is like a
Datashet! view o7 tabie:~Thz fle"{s }n\*ath receia appear in row-and-column format, with one
record it each icw ard Gne figid. | "

What is Miultinte Paae Fgrm?

.__.-"

A imetinall cesitains multiple tabs and each tab consists of a page of information is called

friuitpie page Form. In windows, the display properties dialog box is an example of
multiple page form that contains multiple tabs. When any tab is clicked, the page of
information under it is displayed.
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Understanding Based Questions

Q.1  How is Combo box used? | \ - - '

Ans:  Combo box is used to disrlay a Iw of-itoms! in, farins. [t ‘consists jof ‘atextbox and a
dropdown list. The user cari| sefer? the' dgsiren| iten: ficmithe-combio box. Combo box
contains-ail drrow _on.tiie-right/side.| The user car-c%Ck on the arrow to see the list of all
availalilesitanis -

Q.2 How data,is eqit through jorms?

Ans: _ You zan changeithe centents of existing record very easily. To changes the contents of a

o | v $enific recora, modify its contents and move to next record or close the Form. MS-

{1 ] ecess Automatically updates the record.

9.3 How is a form constructed?

Ans: A form is constructed from a collection of individual design elements. These elements are
called controls or control objects. The common elements include buttons, check boxes,
list boxes and radio buttons etc.

Q.4 Differentiate between form and reports?

Ans: Following are the difference between form and report?
REPORT

e Form is used to input data in | e Report is used to display data from

database. tables.

e Form is used to view data on | e Report is used to print data on
computer screen. paper.

e Data is not formatted. e Data is formatted.

e Data can be modified. e Data cannot be modified.

e Data can be entered. e Data cannot be entered.

Q.5 Which types of methods can be used to create a report?

Ans: A report can be used by using different methods like using wizard and Auto Report.
Application Based Questions

Q.1 How can save and closed an auto report?

Ans: Saving and Closing an Auto Report

The Auto Report is not saved to the database automatically. The followina. procedurp i el

used to save the report: 1
o Select file --> close. You are prompietl to save. the: .eoo b, _- [ 7

o Click yes. The Save As diai |ou box vvil! blppear . \

o Enter a name and click Q% e/ resart i¢, sé ved | 0 the r):ﬂtat ase Wlndow

Q.2 How can you apply a-cartiorder/ 1) the repdri?.._

Ans:  To coitrel\ the soft Grder ¢i d?ta our-restit, you can sort data in a dataset query, or
define & <ort _e.._(pa_e~smn,f(_r a\deta region or group. You can also add interactive sort
buttans ‘o iehlte, ahd matiices to enable a user to change the sort order of report data. All

*threel tynes iof-sorts can be combined in the same report. User-initiated interactive sorts

)

Sy Y halespplied after sort expressions, and sort expressions are applied after the query sort.

Most aggregate calculations for report items are not dependent on the sort order of data,
with the following exceptions: First, Last, and Previous
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Q.3

Ans:

Q.4

Q.5

Ans:

pA Bl

Why is report important?
Following are important point:

. Reports present the, réquires-information in formatted stule.
o Dejoits pravide faxibility t¢ pieseat.the sems'vata in different ways.
o Haroris condigpiay, infoimaiian with graphics and charts etc.

How, can we save ‘aitd lase an auto report?
1 e At Eeport is not saved to the database automatically. The following procedure is
¢sed to save the report:

o Select file --> close. You are prompted to save the report.
o Click yes. The Save As dialog box will appear.
o Enter a name and click OK. The report is saved to the Database Window

How Conditional Formatting is applied?
A formatting applied on the Control object when a specified condition is met, is called
conditional formatting. Conditional formatting usually depends upon the value of control.
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