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* Creating a query using query wizard
* Learn how to create form using design view
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2 SPECIFYING SIMPLE CRITERIA

You specify criteria in the Criteria row of the design grid. Specify the criteria value in the
Criteriarow and the data will be filtered accordingly in the query output.

Let us understand it with the help of the given example:

>

To view the roll numbers and names of students of class Vi, double-click on the

required fields in the table.

Move the cursor to the Criteria row
and type the criteria =8 in the Class
field column.

Click on the Sort property in the
F_Name column and set it in the
Ascending order.

Click on the Close button of the
query window to save the query. A
dialog box will appear asking you to
save changes to the design of
Queryl. Click on the Yes button to
save the changes. The Save As
dialog box will appear. Specify the
Query name and click OK.
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Figure 3.9: Specifying Simple Criteria
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» The query name will appear in the Navigation Pane (Make sure you have selected the
All Access Objects option from the drop-down menu in the Navigation Pane).
Double-click on the query nameto
view the query output. Microsoft Access o

» The query result will be displayedin | l DO you want to save changes to the design of query Query! !

the Datasheet View, which looks | = TR s

likeatable. — e ]

.....................................................................................................

6 To view the query output without saving, click on the Run button | in the Results
group on the Design tab. :

...........................................................................................................
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> SPECIFYING MULTIPLE CRITERIA

To see information when either two or more alternate criteria are satisfied, you can make
use of or criteriarow in the design grid of the query.

» Suppose from awide range of record you want to see therecords of Class 8 and Class

9 only.
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Figure 3.10: Specifying Multiple Cﬁtcria
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Move the cursor to the Criteria row and type the condition =8 in

Class field. Type the e - — -

second condition =9 |
in the or row Of the & Do you want 1o save changes 10 the detign of query Queny2'?

same column. e ] | we | | concen |

Now, run the query
by clicking on the Run button on the Design tab.

The query result will be displayed l 4 Students Query \,

inthe Datasheet View. l Roll_No - F_Name - -
If you want to save your query, | W, N 8
. : { Vivek |
click on the Save commandinthe | Do &
H | 103 Naman 8
Quick Access toolbar. When
: 207 Gitika 9
prompted to name it, type the l—:;..- e Re e r

208 Preet | 9
desired name, and then click OK. . =
Figure 3.11: Query Output
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2 CREATING A QUERY IN QUERY WIZARD ;D D Cles Lo,

Eternal Data  Database Took  Fields

TocreateaqueryinQuery Wizard: - E' [
A EEC
» (lickontheCreatetab. E i [ m‘ — |

Application ~ Table Table SharePoint Chugry Cuery ~Form Form  Blank
Parts - Design Lists=  Wizard Design Design Form “

IEmplates lables Lueries Fomms
|| 2 Students\

» The New Query dialog box appears. The Simple Query Wizard Roll No + £ Name - Cass | Address | Cly

optionis selected by default. Click OK. o Nsha 881 Secord Panchlul
102 Vivek §  #89,Sector2 Panchkula

» Selectthe QueryWizard buttoninthe Queries group.

FParne
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* Forms allow you to add and update data in one record at a time in a table.

e Although Access provides a Datasheet View, which is a convenient way of entering
data, but it is not an appropriate tool for every data entry situation.

=
O Create al Data Datab 0O
. ' [ [ — FEjT.  se— =2 o
52 E &8 M B ESE ] S |IC
Application  Table Table SharePoint Query Quer - - o — S 2
Parts ~ Design  Lists ~ Wizard Desig BN o] | > Form Wizard
Tcmpﬁl‘atc: Tables CQueries 7«7" h‘ 3) . " ~
» | “=1 Students Query Navigation ~ =
—— SRS o Form Form Blank =
Nl L RNV ey : =] More Forms ~
101 Nisha 8 De$lgn FOfm
- 102 Vivek 8 Forms
= 103 Naman 8
S 207 Gitika 9
§\ 208 Preet 9
=
= @ *
Af Record: 4 4 6of 6 » T No Filter Search
Datasheel View Num Lock B =L |
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* Form View is used to enter, edit and view data.

e Design View is used to adjust the design of your form. It gives you a more detailed
view of the structure of a form, such as Header, Detail, and Footer sections.

 Layout View is used to change the appearance and size of various controls of a
form.
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CREATINGAFORM

Tocreateaform, selectatable or queryinthe Navigation Pane that youwant to use as the datasourcefortheform.
> Clickonthe Createtabonthe Ribbon. Select the Form optionin the Forms group.

> A new form is created and opens in the Layout view, in which you can

change the appearance of a form. You will notice that three new tabs: &

Design, Arrange and Format appear on the Ribbon. e A T L
N (T T
> Ifyouwant to edit or enter data in the form, click on the Home tab > View | oy
button > FormView. it
> Usethe Record Navigation bar to move throughthe recordsinthe form. ' i
> Afterfinishing the data entry, save your work by clicking on the Save option L™ ™ "™ "= ™ o suwic
in Quick Access Toolbar or the Save option in the File tab. You will observe ~ F'9ure 3.17: Formatting a Form
Using Design Tab
that the Form object gets addedin the Navigation Pane,
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USINGDESIGNTAB

>

Click on Logo in the Header/Footer group. The Insert-Picture dialog box
appears. Select any picture and click OK.

Click on Title in the Header/Footer group. Type ‘Students Query’ as the A ===
title for the form. '

Click on Date and time in the Header/Footer group. The Date and Time
dialog box will appear. Choose the desired format of the Date and Time
and click OK. You will find Date and Time placeholders in the Header

section of the form. You can move these placeholders to the Footer .«

Fem W nw malon Be B

sectionalsoif youwantto display Date and Time there. Figure 3.18: Formatted Form

Clickon Themesinthe Themes group. Click on the desired theme from the drop-down menu.
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» (Click on the Background Image in the Background group. The Browse button appears. Click on it Locate and
choosethe pictureinthe Insert Picture dialog box and then click onthe Openbutton,

» Select the field to which you want to apply conditional formatting, say ‘Class’. Click on the Conditional
Formatting option in the Control Formatting group. Click on New Rule in the Conditional Formatting Rules
Manager dialog box. Under Select a rule type, select Check values in the current record or use an expression.
Under Edit the rule description, selecttherule, apply desired formatting, and click OK,
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* Forms allow you to add and update data in one record at a time in a table.
* Form View is used to enter, edit and view data.

* Design View is used to adjust the design of your form. It gives you a more detailed
view of the structure of a form, such as Header, Detail, and Footer sections.

 Layout View is used to change the appearance and size of various controls of a
form.
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EQUCATIONAL GROUR Home Assignment

* 1what isform?
 What the steps to create form?
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