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1) What is Query? 

Answer:   A query can either be a request for data results from your database or for 

action on the data, or for both. A query can give you an answer to a simple question, 

perform calculations, combine data from different tables, add, change, or delete data from 

a database. 

2) Write the steps to create a query on a single table? 

Answer:  To create a simple one-table query: 

o Select the Create tab on the Ribbon, and locate the Queries group. 

o Click the Query Design command. 

o Access will switch to Query Design view. ... 

o Click Add, and then click Close. 

o The selected table will appear as a small window in the Object Relationship pane. 

3) What is a Form? Briefly explain its use. 

Answer:  Form is an Access object that allows the user to add and update data in one 

record at a time in a table. Data can be easily inserted, updated and deleted from a table 

using a Form. If you change a record in a form, it will be reflected in a table also. 

4) What is a Report? How will you print a report? 

Answer:  Report is an effective way to organize and summaries data for viewing or 

printing. 

 Click on the name of the report to print. 

 From the Home menu, select Grid, Graph, or Grid and Graph view. 

 From the Home menu, select Print.  

5) What are the use of Print Preview and the Design view of a report? 

Answer:  in print preview ,you can see exactly how your report will look when 

printed you can make changes to it and you can print it to print click the print button in the 

print group. The print dialogue box open and you can select your print options 

A database term. 'Design view' where you see the structure of the table rather than the 

contents. It shows the field names and their data type. 


