k Working with Forms and Reports ‘

Introduction

We covered database design and fundamental table operations using Table Datasheet View, as well
as information retrieval via Query View in previous chapter. While effective, the standard row and
column format of Datasheet View, with its spreadsheet-like data entry, can be visually unappealing
and monotonous for users. This often 'black and white' presentation can make data interaction feel
unengaging and tedious.We often use initials or abbreviated names when designing tables due to
database management system naming conventions. However, these shorthand field names can
sometimes lack clarity and are not always self-explanatory.

This chapter introduces an alternative and more user-friendly approach to entering and displaying
database information: Forms and Reports. We will explore how to present your data in a formatted
and intuitive manner using reports. Just like tables and queries, forms and reports are objects that
appear in the left pane of the Database Window.

Forms

You have likely encountered many forms, like school admission forms, order forms or inquiry
forms. These demonstrate how forms make it easy to collect data from users. In a database, a Form is
an element that lets us interact with our data stored in table. Imagine it as a user-friendly window into
our database, making it much simpler to view, enter, edit and delete the data. Instead of directly
manipulating tables, forms present data in a more organized, visually appealing and intuitive way.
Fields are often labelled clearly and the layout can be designed to mirror real-world documents or
processes. In database terms, a form acts as the front-end for data entry and editing. You can design
forms with different styles, colours, headings, names

and even logos, making the process quite engaging. P = e
Most forms are built upon one or more underlying S
tables. When we enter or edit data in a form, the changes =] Classs
are reflected in the corresponding table(s). Forms can —

. .. [=] Grade
also be based on queries. This is useful when we want to —

display, enter, or edit a subset of data or data combined

) . = sy Copy
from multiple tables. There are two primary ways to =] Subje_

create a form:Using Form Wizard and using Design [5] Teacl  Delete
view. Bename
Using a Form Wizard to create forms is both easier and Edit
quicker. The wizard automates much of the creation Open

process, cutting down on manual effort by guiding you

. g Form Wizard...
through a series of step-by-step questions. Let us create

a form using the Form Wizard, based on a table we have ’ feport Weand .
already built. Open LibreOffice Base and then open the Select All
database we created in the second chapter. Now follow

these steps to create a form based on Student table: Database r

e  Right click on Student table and click Form
Wizard from the context menu as shown in
figure 4.1. This will open a Form Wizard
which offers eight steps to create a form.

Figure 4.1 : Context Menu with
Form Wizard
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e  Alternatively, we can open the Form section from left panel of Base interface and click
Use Wizard to create a Form link as shown in figure 4.2.

[oowe — Jrow
ﬁ =] Create Form in Design View...
= IS Use Wizard to Create Form...

o= | N

Figure 4.2 : Tasks Section Showing Form Wizard

e  This action will open the Form Wizard as shown in figure 4.3, which guides us through
eight steps to create our form.

Form Wizard x

| Steps Select the fields of your form

DT T o queres

Available fields Fields in the form
fgtudﬂllﬂ : -
|FirstName

| BirthDlate
|Gender
| Address
| ClassiD

i possible, they are interpreted as images.

Figure 4.3 : First Step of Form Wizard — Selecting Table and Fields for Form
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° First, we will need to choose the table we want to base our form on. From the Tables or
queries dropdown menu, select the Student table. Once we do, all the fields from the
Student table will appear in the Available Fields list.

e  Toaddaspecific field to our form, simply select its name in the Available Fields list and
click the > button. This moves the selected field to the Fields in the form list.

° If we want to include all the fields from the table, we can click the >> button.

e  Toremoveasingle selected field from our form, use the <button and to remove all fields
from the Fields in the form list, click the <<button.

e  We can also customize the order of our fields. Use the Up and Down arrow buttons to
rearrange the fields in the Fields in the form list to our preferred sequence.

Once we have selected our table and fields, click the Next button to move on to the second step of the
Form Wizard.

e  The second step of the Form Wizard lets you create a sub form, but we will skip that for
now. Just click Next to proceed directly to the fifth step as shown in figure 4.4.

Form Wizard =
| Steps Arrange the controls on your form
1. Field selection Label placement
| 2.Set up a subform n Align left
i) Align right

Arrangement of the main form

2| B B S
= = e | e = =
| 6.Set data entry
Columnar - Labels Left
7. Apply styles
|
£. 5et name
- = = = e
=5 == | H ==
- = —1— - ——
|
Help < Back | Net> | Einish Cancel

Figure 4.4 : Fifth step of Form Wizard — Arranging Controls in Form

e In the fifth step of the Form Wizard, we primarily focused on choosing the layout or
arrangement of your main form. This step presents with different options for how our
selected fields will be displayed on the form. The common layouts we will typically see
are:
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o Columnar: This is a very common choice for data entry forms. Each field appears
on its own line, with the field label to the left and the input box to the right. This
layout is excellent for displaying one record at a time, making it easy for users to
focus on individual entries.

o Tabular: This layout arranges our fields in a row, like a spreadsheet. Labels
usually appear as column headings, and each record occupies a new row. This is
useful when you want to view or enter multiple records simultaneously, much like
working directly in a table.

o Datasheet: This option creates a form that looks and behaves exactly like a table
in Datasheet view. It displays multiple records at once in a grid format, allowing
for quick data entry and review.

o Justified: This layout attempts to fill the available space on the form by arranging
fields in a more compact multi-column format. Labels might appear above the text
boxes, and fields are packed together.

e  Pick your preferred layout from the options, and we will see it instantly applied to our
form elements in the background. Click Next to proceed to the sixth step as shown in

figure4.5.
Form Wizard X
| Steps Select the data entry mode
1. Field selection () The form is to be used for entering new data only,

Existing data will not be displayed
| 2.5etup asubform
' © The form is to display all data

| De not allow modification of sasting data

(T} Do not allow deletion of existing data
5. Arrange controls [_] Do not allow addition of new data
7. Apply styles
8. Set name
Help < Back | Next > | Einish Cancel

Figure 4.5 : Sixth step of Form Wizard - Setting Data Entry Mode

° The Set Data Entry step is where we define the behaviour and permissions for the data
interaction within the form we are creating. This step decides how users will be able to
view, add, modify and delete records through this form. Set Data Entry step offers two
options:
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The form is to be used for entering new data only. Existing data will not be
displayed: This creates a form that is exclusively for adding new records. Any
existing data will not be shown.

The form is to display all data: This creates a more general purpose form that
allows users to interact with both existing and new data. Additionally, we can use
some checkboxes that allow us to fine-tune what users can do with the existing
data.

° Leave the default settings as they are and click Next to move to the next step of the Form
Wizard as shown in figure 4.6.

Form Wizard

X
| 2teps Apply the style of your form
1. Field selection Agply styles ~ Field border
[ F— T O oo
Bright Blue © 3D look
Light Gra -
| nf rk 4 ) Elat
Orange
5. Arrange controls Ice Blue
{Grey
| B.Set data entry Water
-
! E. Set name
Help < Back Neat > Einish Cancel

Figure : 4.6 : Seventh step of Form Wizard — Applying Styles to the Form

° This step is used to modify the visual presentation of our form. This is where we get to

customize the look and feel of our form, making it more visually appealing and user-
friendly. This offers mainly two options:

@)

Apply Styles: This provides a selection of pre-defined colour options for our
form.

Field Border: This option controls the appearance of the borders around our data
entry fields. Following choices are available:

. No Border: The fields appear without any visible outline.
. 3D Look: This gives the fields a raised or sunken appearance.

. Flat: The fields have a simple, flat border.

° Choose your preferred options, then click Nex? to proceed to the final step of the Form
Wizard as shown in figure 4.7.
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2.5et up a subform

5. Arrange controls

6. Set data entry

7. Apply styles

Help

B.5¢t name

Form Wizard
Steps Set the name of the form
1. Field selection Name of the form
Student

How do you want to proceed after creating the form?

O Work with the form
() Modify the form

< Back : | Einish

Cancel

Figure 4.7 : Eighth step of Form Wizard — Setting a Name of Form

° The Set name step is the final stage of the Form Wizard. This is where we finalize our
form creation by giving it a unique identifier and deciding what we want to do
immediately after the wizard closes.

° This step also offers following two options:

@)

Work with the form: If we select this, the wizard will close, and our newly
created form will open immediately in Form View.

Modify the form: If we select this, the wizard will close, and our form will open
in Design View.

A FormView for student table is shown in figure 4.8.

Ele [da Yiew jnsert Fgrmat Tgble Toch Window Help
k-8 » (= 5 -8 : [ ]

FirstName Sunny

LastMame Jain

BirthDate 30/12/00
Address Jlipl.ll'

Figure 4.8 : Form View for Student table
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Modifying Form

Once our form is created, we can easily modify its design to adjust the various parameters of its
controls. To modify our form's design, right-click on the form name (Student) and select the Edit
option. This will open the form in Design View as shown in figure 4.9.

File Edt Yiew |nsert Fgemat Table Jook Window Help
BE-B 0= B VE XL&- : @ v A2@E v @ .
8 |Def g

‘ 1 2 3 4 5 & 7 E ] 10 1 12 13
sl
k2 |l
-3 =] o o
- Firsthame |
o o @
=N
- LastMame
u ml

BirthDate
=
e |~
: Address

Ml
5:}

Figure 4.9 : Form Design View

Selecting Label and Textbox

In Form Design View, a control is typically composed of two parts: a Label and a Textbox. You can
select a control by simply clicking on it. Once selected, small green squares, also known as edit
points, will appear around the control as shown in figure 4.10.

— —
"] Fd B :f o
girstame

Figure 4.10 : Selecting Control in Form Design View

To select either the label or the text box independently, hold down the Control key while clicking on
the desired individual element. This action will select just the label or just the text box, as depicted in

figure4.11.
| B
FirstName o
o o a
tn Lal
FirstName {
a
Figure 4.11 : Selecting Individual Element of Control
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Once we have selected an
individual element of a
control (like the label or text
box), we can easily move or
resize it. To move the
element, simply drag it.
To resize, drag the edit
points (the small green
squares) around that
specific element.

To modify a control's
properties in Form Design
View, begin by selecting the
specific text box. We can
achieve this by holding
down the Control key and
clicking on the textbox.
Then, right-click on the
selected textbox and choose
the Control... option from
the context menu that
appears. This action will
open the Properties dialog
box as shown in figure 4.12,
which displays various
configurable properties for
that text box.

| Properties: Text Box

ﬁe—n;ljil Data Events

Tab order s |0 -
Default text.......covceeeee %
Font
Alignment......seerases Left : :
Background color. ... El 0»00DDDDDD __,
BOTGET e 130 leok v]
Default _i
TExt tYPonnurerrrmaeresssmssreses Single-line ™

Uriix)

Password character......... .

Hide selection........osse I"l'ti

Additional information.....
o[- ] (. A——
a1 | I ———

Figure 4.12 : Properties Dialog Box of Text box

Let us go ahead and change a property for this text box. Scroll down through the list of properties

until you find the Help Text property. In the text box next to it, type “Enter first name of student. ” This

property adds a handy tooltip to the control.

Once we are done, close the Properties dialog box, save form design, and then open the form. When

we hover mouse pointer over the FirstName field's text box, we will see the tooltip appear as shown

infigure4.13.

FirstName

LastName

iErltﬂ first narme of ﬂudmth

Figure 4.13 : Help Text Property Showing the Tooltip for Text box
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Now, we will change the
another property of form | Properties: Date Field ﬂ

element. Select and right General Data Events
click on BirthDate text box

Date ME...omassssssess | 3 17 1272200 = Rl
and click Control... option to

Date format........cemsssrrseenne | St2Ndard (short) v
open Properties of BirthDate | | =

Default date......cmusnisania =

field as shown in figure

4.14. Change the value of SPin BUtON....uvvssermmmsssssssens INO v
Dropdown property from 'm0’ | REPERtmiivisisiicine .NE v
to 'yes'. ela 30 ms

This will represent the Mo

calendar to the user while Background colof..u [ 0x0000DDDD i
entering the birthdate of || Border.ummmmmmmmm 20 100k ¥
student in Form view. Close Border ct iFer‘ ault

the Property dialog box, save | | Dropdawe... ST -
the design view of form and Hide selection. ... Il;ﬂ - Il E
open the form to check the Additional information.....

data entry of date in BirthDate '

field. Output of this property i

is Shown in ﬁgure 4- 1 5. HE‘IP UHL PRrEdEE R ER RS R R

Figure 4.14 : Dropdown Property of Birthdate Field

[le Edit Yiew (et Fgemat Tpble Jook Window Help
R-Bo= ' BE - - (P - T o .
FirstName Sunny
LastMame 1ain
4 WIS
Gender MTWTFGSS
123456
7 el
Address 141518171819 20
NVBBUBXDT
BXWHN
Toduy | None |

Figure 4.15 : Birthdate Field Showing Calendar
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We can also change the text

of a label, which is typically

the field name displayed in | | (General Events
the label box. To do this for | | Mame...es

the BirthDate label, right- Label

click on it and open its | | Enabled......rn

Properties dialog box by Print.

selecting the Control... PR e s
OptiOIl. Nignment

In the Properties dialog box,
locate the Label property
and replace BirthDate with
Date of Birth as shown in
figure 4.16. After making
this change, view the output

to see the corrected text as

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

rrrrrrrrrrrrrrrrrrrrrrrrrrrr

Vert. Alignment.....ccunin

| Background colof...m

BOrder.csimismmssisssssssisssnss

Word Break.......oseesssssiss :

IblBirthDate
Date of Birth -
Yes W
e ]
Left v]
=
Detaut zle
|Withoutfame ]
|Default ]
No _L

Additional information.....

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

field.

We can also change the

Figure 4.16 : Editing Label of Birthdate Field

background of our form in

click on any blank space 4

within the form. From the Background color
Mo Fll

context menu, select Page.
This will open the Page Style
dialog box as shown in figure
4.17. Go to the Background
tab. To apply a solid colour,
simply choose from the
various colours offered and

click OK. Your Form's

background will update

immediately.

Page Style Default
Form DeSign View. nght' Organizer Page Background Hesder Footer Borders Columna  Footnote

Ok | Cance Help Beset

Figure 4.17 : Changing Background Colour of Form
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To use an image as form background, select Graphic in the As dropdown menu. Click the Browse
button and choose the desired image file. The form will then display selected image as the
background.

With teacher's guidance, we may explore and modify more field properties in the Properties dialog
box by ourselves.

Inserting and Deleting Records using Form

As we know, forms are primarily used for entering data into tables. When we open a form in Form
View, we will see a navigation bar at the bottom of our screen as shown in figure 4.18. This bar has
buttons that let us easily move through the records in our table.

Find Record Total Records Previous Record  Last Record
. X g Pl
2 'ﬁ | \ \ 7 >
: Record |1 of 5 b DI be
& e Pl / \
"4 r'd v
Current Record First Record Next Record Hew Record

Figure 4.18 : Navigation Bar in Form View

To add anew record to our table using a form, just click the New Record button on the navigation bar.
Ablank record will appear, and we can then enter the values into the field text boxes.

To delete a record from our table, first locate the record we want to remove. Then, simply click the
Delete Record button, which is located next to the navigation bar. A warning message will pop up
asking you to confirm the deletion. Clicking Yes will permanently remove the record from the table.

Searching Record using Form

Often, we will need to locate a particular record within our form. Fortunately, Base includes a built-
in search feature to help you find records directly from our table.

Here are the steps to search for a record in your form:
° Click the Find Record button on the navigation bar. This will open the Record Search
dialog box as shown in figure 4.19.

° Enter the search term in the Search for box.

° In the Where to search section, we have two options: To search a specific field, select
Single field and choose the field name from the dropdown menu. To search all fields in
the table, select A/l Fields.

° We can also specify where the search term should appear within the record by using the

Position dropdown menu.

° Click the Search button to begin. Base will then display any record containing the search

term.
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| Record Search x

| Search for T
O Ien Pari
() Field content is HULL
() Field content is not NULL Help

Where to search

O Al Fields
| O Single field EFlmNm:

Settings
Position |anywhere in the field

() Apply field format (] Search packwards (] Wildcard expression
) Mstch case [ Frgm top [ Begular expressicn
[} Similarity Search
State
Record : 1

Figure 4.19 : Searching for a Record
Reports

Reports are an excellent way to present retrieved information in an attractive and organized format,
often with the goal of creating a hard copy. The design of a report usually prioritizes how it will look
when printed.

| Report Wizard X

Steps Which fields do you want to have in your report?

Tables gr quenies

Available fields Eields in report

|StudentiD

Firsthame

MiddleMName

LastMame

BirthDate e
Gender

Address
| ClassiD

Binary fields cannot be displayed in the report.

I Help Cancel

Figure 4.20 : Report Wizard
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We can create reports using a query, a table or a combination of both. If our report needs to include
fields from various tables, it is a good practice to first create a query that brings those fields together.
Then, we can build our report using that combined query.

Let us create a report using Student table. First, click the Reports icon in the left-hand panel. We will
then see the option Use Wizard to Create Report.... Click this, and the Report Wizard will appear as
shown in figure 4.20, guiding us through six distinct steps to prepare our report.

To begin creating our report, the first step in the Report Wizard is to select the data source. From the
Tables or Queries list, choose the Student table. After selecting the table, we will need to pick the
specific fields we want to include in our report. Use the > button to move these fields from the
available list to our report.

Just like in the Form Wizard, we have several options for managing the fields in our report. The >>
button lets us quickly add all available fields to our report. To remove a selected field, simply use the
< button. If we want to remove all fields from report at once, use the << button.

After configuring the field selections, click the Next button to proceed to the Labeling Fields step of
the Report Wizard as shown in figure 4.21.

Report Wizard >
Steps How do you want to label the fields?

1. Field selection Field i

StudentiD StudentiD |
3. Grouping Firsthame FirstName

4, Sort options

MiddieName MiddleName
5. Choose layout

6. Create report LastName LastName
BirthDate BirthDate
Gender Gender
Address Address
Help < Back _ Next = Einish Cancel

Figure 4.21 : Second step of Report Wizard — Labeling Fields
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This step allows us to customize how those fields will appear as labels in the final report. By default,
Base will use the exact field names from the table or query as the labels in the report. This step gives
us the opportunity to make them more user-friendly and readable. We can add spaces, change
capitalization, or use more descriptive terms for our labels.

Click Next to proceed to the Grouping step of the Report Wizard as shown in figure 4.22.

Report Wizard
ateps

Do you wanit to add grouping levels?

1. Field selection

2 Labeling fields

4, Sort options

5. Choose leyout

6. Create report

Help

Fiejds Groypings
StudentiD [ClassiD
FirstName

ST | et

LastName

BirthDate

Gender |T |
L=

*

Mote: The dummy ted will be replaced by data from the database when the

report is created.

< fack Hext > Einish

Cancel

Figure 4.22 : Third step of Report Wizard — Grouping

Grouping involves collecting rows of data that have the same value in a specific field and presenting

them together. When we group data, the report will display a header for each unique value in the

Report Wizard

Steps

According to which fields do you want to sort the data?

1. Field selection
2. Labeling fieids
3, Grouping

5. Choose layout

6. Create report

Help

Sort by
- . 1O Ascending
O Descending
Then by
| © "
() Degeending
Then by
|- undefined - - | ?mmm
" L) Desgending
< Hack | . [Hent > | [Esnish Cancel

x

Figure 4.23 : Forth step of Report Wizard — Sort options
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chosen grouping field, followed by all the detail records that belong to that group. Choose one or
more fields from the available list and move them to a Grouping list. Here, the ClassID field has been

added as a grouping field.

Click Next to go to the next step of Report Wizard — Sort Options as shown in figure 4.23.

In this step, we define the order in which the detail records within our report, and specifically within
any defined groups, will be presented. This step is crucial for making report data logically ordered
and easy to follow. In the Sort by dropdown menu, select the FirstName field. Then, click Next to
proceed to the Choose layout step of the Report Wizard as shown in figure 4.24.

Report Wizard x
Steps How do you want your report to look?
|
1. Field selection Layout of data Layout of headers and footers
o T | subbles -
2. Labeling fields | Outline - Borders | Cnema
3. Grouping Outline - Compact | Controlling
Outline - Elegant Defeut |
4, Sort options {Outline - Highlighted | Drafting
b {Qutline - Modemn |Finances
Outfine - Red & Blue Flipchart
Outline, indented - Borders Formal with Company Logo
SEyo Outline, indented - Compact | Generic
| Outline, indented - Elegant | Werldmap
Outline, indented - Highlighted
| Qutline, indented - Modern
hatiee fodontad Mad @ fbee |

Orientation Note: The dummy text will be

O Landscape replaced by data from the database
= i when the report is created.
(_) Portrait ——

Help < Back | Mext > Einish Cancel

Figure 4.24 : Fifth step of Report Wizard — Choose layout

The fifth step of the Report Wizardlets us customize our report's layout. You can choose from various
colour combinations and adjust the positioning of fields and text alignment using the Layout of data
selection list. This step also allows to set the orientation of report to either Landscape or Portrait and

selecta generalized header and footer layout from the Layout of headers and footers list box.

Once we have chosen our desired report layout, simply click Next to proceed to the final step of the

Report Wizard: Create Report as shown in figure 4.25.
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Report Wizard x

Steps Decide how you want to proceed
|
1. Field selection Title of report
2. Labeling fields Student
3. Grouping What kind of report do you want to create]
4. Sort options ; Shalic raport
amic report
Moo hyout mlF'I'::w.r do y::uw.rﬂ to proceed after creating the report?
G, Creste report .':} Modify report layout
© Create report now
Help < Back ; | Eosh | Cancel

Figure 4.25 : Last step of Report Wizard : Create Report

In the last step of Report Wizard, we will be offered following options:
° Title of Report: We will need to name the report we are creating.
° What kind of report do you want to create?: We will be presented with two options
here:

@ Static report: Once created, the data displayed in a static report does not change,
even if the underlying tables or queries in our database are updated with new
information.

o Dynamic report: A dynamic report is designed to reflect the current data in our
database every time itis opened or refreshed.

Click Finish to complete creating our report. Figure 4.26 displays a similar view of the final report.

Author:
Date: 8/9/25
| ClassiD 11
|Slud'anﬂﬂ FirsiName tMIddIaNam lasiName |BifthDale |Gender |Addmu
e
102 Kavya B Pandya 0120002 F Ahmedabad
105 Parl v Maik o121/01 F Mumbai
101 Sunny A Jain 07/0925 M Jaipur
ClassiD 12
|51uurmun |mmﬂm- lMde!N‘um LasiName |Hrﬂ|D¢rh |G¢nu‘|r |Addr|u
&
104 Anthony IR Gomes 0712101 | M | Goa
103 Rafig it Memon 02/11/01 M Hyderabad
Figure 4.26 : Report based on Student Table
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Please note that the report groups the Student table data by ClassID and sorts it by FirstName. Once
our report is created, we can easily modify its design. Simply right-click on the report name and
select the Edit option. This will open the Report Design View, where we can make changes in a
similar way to how we would modify a form.

We can obtain a hardcopy of our report by printing it via File— Print option. Alternatively, to create

a PDF copy, simply click the Export directly as PDF button on the standard toolbar.

Summary

Forms and Reports are vital to any effective database management system. They play distinct yet
complementary roles, transforming raw data into accessible, usable, and valuable information for
end users. In this chapter, we have learned how to create both forms and reports for our database. We
saw that forms act as user interfaces, allowing direct interaction with the database without needing to
manipulate tables or queries. We also prepared reports, which are essential tools for presenting and
summarizing data in an organized and meaningful way, turning raw data into actionable insights
crucial for decision-making. With this, we conclude our exploration of the basics of database
management.

EXERCISE

.
.

Why are forms more convenient for interacting with database data?

Which form creation options are available in Base?

Explain any three steps of Form Wizard.

How can we change the background of our form?

How do we resize form controls?

What is a report, and what role does it play in data representation?

What are the steps to modify the Label property of a control in Form Design view?

What is the difference between static and dynamic reports?

A A L o

Which buttons are displayed on the navigation bar of a form?

k.
&

How do we search a specific record in a form?

[
-
.

State whether True or False.

(1) TItis possible to modify data in Form view.

(2) We can create a form based on a table or query.

(3) Itisrequired to create a subform when creating a form with the Form Wizard.
(4) Reports are typically read only.

(5) Reports can be exported as PDF files.
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12. Fill-in the blanks.

(1) Formscanbecreatedbasedon............ 0] R

(2) Usinga............ to create forms is both easier and quicker.

(3) FormWizard containstotal ............ steps.

4 lets us easily move through the records in our table.

S) are an excellent way to present retrieved information in an attractive and

organized format, often with the goal of creating a hard copy.
13. Mutichoice questions. Choose the most correct answer.

(1)  Which element enables interaction with data stored in a table?

(a) Designview (b) Relationship (¢) Form (d) Report
(2)  Which database object can be used to create a form?
(a) Table (b) Query (c) Report (d) Table or Query
(3) How many steps are involved in the Form Wizard?
(a) 6 (b) 7 (c) 8 (d) 10
(4)  In which step of the Form Wizard do we choose the underlying table or query?
(a) First (b) Third (c) Forth (d) Eighth
(5) Which button is used to add all available fields of a table to a form?
(@) > (b) >> (c) < (d) <<

(6)  Which key should be held down while selecting a control to choose either the label
or textbox?

(a) Shift (b) Control (c) Alter (d) Space

(7)  Which property in Form Design view is used to add a tooltip to a control?
(a) Tooltip (b) Add text
(c) Help text (d) There is no such property

(8)  Which button in the Report Wizard is used to remove a selected field from the
report?
(a) > (b) >> (c) < (d) <<

(9) In which step of the Report Wizard do we choose the page layout orientation?
(a) Third (b) Forth (c) Fifth (d) Sixth

(10) Which kind of report does not change even if the underlying tables are updated?
(a) Static (b) Dynamic (¢c) Programmatic (d) Automatic
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Laboratory Exercise

1.  Create report for all the tables created in previous chapters.
2. Modify the forms according to the specified requirements.:

° Change the background of any form.

° Insert tooltip for at least two controls in any form.

° Change 'Date' type control of form to dropdown menu.
° Change label of any two controls in any form.

° Adjust the size of all controls on all forms as necessary.

3. Search for a student record by providing the student's name, birthdate, and address.

4.  Generate static and dynamic reports based on two distinct tables.

B B B
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