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The three views in which a form can be displawed are: Form View, Layout View and
Designe View:.
Record: Records refer to rows of table in a database that stores the related entries.

Form: A form is a way [0 enter data info the database. [t is nothing more than a graphical
representation of a table.

Query: A query is used to extract informalion from a database. [t displays specific records
from a table that meets a certain criteria.

To create a form, select the table for which you want to create the form and follow the
given steps:
Step-1:  Click the Create tab on the Ribbon.

Step-2:  Click the Form from the Forms group. Access creates a form and places all the
fields of the selected table on the form.

The query window is divided into twe panes. The top pane displays the tables selected for
the query. The bottom pane displays a design grid where you can add fields to the query
and also specify the aiteria.

The design grid shows the lollowing headings.

Field row displays the lields from the selected table.

Table row displays the name of the 1able,

Sort row is used to filter the data in ascending or descending order.

Show row displays a check mark which indicates that this field will be visible when the
query is execuled.

Criteria row is used to specify the condition on the basis of which the records will be
filtered.

Or row is used to specify multiple criteria.



Ve e v g

_FINg 5 &% Multiple criteria can be added on a table.

| =8 When you type two criteria on the same line, only records where both criteria are
met will be displayed. This is called AND condition.

&8 When you type first criterion on the Criteria row and the second criterion on the

Or row, the records where either criteria are met will be displayed. This is called
OR condition. |

multiple criteriain the
same row (AND condition)

rhul‘riple criteriain
different rows (OR condition)




