
 

 

Class: 12th 

Subject: Computer  

Chapter 5: INTRODUCTION TO MICROSOFT ACCESS 

 

‎📍Important MCQs: 

1. Microsoft Access is an example of a: 

(a) Word processing software 

(b) Spreadsheet program 

(c) Database Management System ✅ 
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(d) Operating System 

2. Microsoft Access is considered a more genuine DBMS 

than: 

(a) Microsoft Excel 

(b) Microsoft PowerPoint 

(c) Microsoft Works ✅ 

(d) Microsoft Word 

3. Microsoft Access is a: 

(a) Network DBMS 

(b) Hierarchical DBMS 

(c) Relational Database Management System ✅ 

(d) Distributed DBMS 

4. MS-Access is mainly used to: 

(a) Create animations 

(b) Store and manipulate large amounts of data ✅ 

(c) Design websites 

 
2 



 

 
 

(d) Edit images 

5. Which feature of MS-Access helps users easily create 

queries, forms, and reports? 

(a) Command-line interface 

(b) Graphical user interface ✅ 

(c) Programming language 

(d) Operating system 

6. MS-Access is suitable for inexperienced programmers 

because: 

(a) It requires complex coding 

(b) It has no interface 

(c) It is easy to understand and user-friendly ✅ 

(d) It works only with SQL 

7. Sample databases in MS-Access are used to: 

(a) Increase storage space 

(b) Provide real-world database examples ✅ 

(c) Improve computer speed 
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(d) Secure data 

8. Which tool makes database creation easy by using 

ready-made templates? 

(a) Relationship Window 

(b) Database Wizard ✅ 

(c) Query Designer 

(d) VBA Editor 

9. The Relationship Window is used to: 

(a) Design reports 

(b) Print tables 

(c) View relationships between tables ✅ 

(d) Enter records 

10. Microsoft Access can be integrated with: 

(a) Paint and Notepad 

(b) Internet Explorer 

(c) Word and Excel ✅ 
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(d) Media Player 

11. Which feature is used to automate repeated tasks in 

MS-Access? 

(a) Tables 

(b) Queries 

(c) Macros ✅ 

(d) Reports 

12. VBA in MS-Access is used for: 

(a) Simple data entry 

(b) Complex and flexible programming ✅ 

(c) Printing documents 

(d) Creating folders 

13. MS-Access uses which standard language to write 

queries? 

(a) C++ 

(b) Java 

(c) SQL ✅ 
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(d) Python 

14. Data redundancy means: 

(a) Data security 

(b) Data backup 

(c) Duplication of data ✅ 

(d) Data encryption 

15. Data redundancy mainly results in: 

(a) Faster processing 

(b) Wastage of storage space ✅ 

(c) Better accuracy 

(d) Improved security 

16. To create a database without using the Database 

Wizard, which option is selected? 

(a) Access Database Wizard 

(b) Existing Database 

(c) Blank Access Database ✅ 
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(d) Sample Database 

17. When Microsoft Access starts, what does the dialog 

box ask? 

(a) To shut down the system 

(b) To format the database 

(c) To create a new database or open an existing one ✅ 

(d) To delete a database 

18. After selecting Blank Access Database, what is the next 

step? 

(a) Select tables 

(b) Click Exit 

(c) Specify database name and location ✅ 

(d) Create reports 

19. Which option shows the list of most recently used 

databases? 

(a) Blank Database 

(b) More Files 
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(c) White box in Open dialog box ✅ 

(d) Toolbar 

20. If a previously created database is not visible, which 

option should be used? 

(a) Exit 

(b) New Database 

(c) More Files ✅ 

(d) Close 

21. Why should Microsoft Access be exited properly? 

(a) To save electricity 

(b) To avoid damaging the database ✅ 

(c) To speed up Windows 

(d) To delete files 

22. Which menu is used to exit Microsoft Access? 

(a) Edit 

(b) View 
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(c) Tools 

(d) File ✅ 

23. Which is an alternate one-step method to exit 

MS-Access? 

(a) Minimize button 

(b) Restore button 

(c) Close button ✅ 

(d) Help button 

24. Which part of the MS-Access window displays the 

name of the database application? 

(a) Menu Bar 

(b) Status Bar 

(c) Title Bar ✅ 

(d) Toolbar 

25. Which bar contains shortcut icons for common 

commands like Save, Print, and Copy? 

(a) Status Bar 
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(b) Menu Bar 

(c) Toolbar ✅ 

(d) Scroll Bar 

26. The Database Window in MS-Access is used to: 

(a) Print reports 

(b) Organize all database objects ✅ 

(c) Write VBA code 

(d) Design forms only 

27. The default listing in the Database Window shows: 

(a) Queries only 

(b) Reports only 

(c) Tables and table creation options ✅ 

(d) Macros only 

28. How many object buttons are present on the left side 

of the Database Window? 

(a) Five 
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(b) Six 

(c) Seven ✅ 

(d) Eight 

29. A database is best defined as: 

(a) A program 

(b) An operating system 

(c) An organized collection of data ✅ 

(d) A computer file only 

30. Which object is used to store data in an MS-Access 

database? 

(a) Query 

(b) Form 

(c) Table ✅ 

(d) Report 

31. A table stores data in the form of: 

(a) Files and folders 
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(b) Rows and columns ✅ 

(c) Pages and sections 

(d) Objects and controls 

32. In a table, a single row represents a: 

(a) Field 

(b) Column 

(c) Record ✅ 

(d) Query 

33. A column in a table is also called a: 

(a) Record 

(b) Field ✅ 

(c) Form 

(d) Report 

34. Which of the following is a common field used to relate 

tables? 

(a) Address 
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(b) City 

(c) StudentID ✅ 

(d) First Name 

35. A query in MS-Access is used to: 

(a) Store data permanently 

(b) Design web pages 

(c) Extract specific information from a database ✅ 

(d) Create backup files 

36. Which feature allows filtering, sorting, and 

calculations on data? 

(a) Tables 

(b) Queries ✅ 

(c) Forms 

(d) Reports 

37. The output of a query is displayed in: 

(a) Form View 
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(b) Design View 

(c) Datasheet View ✅ 

(d) Report View 

38. Which database object is mainly used to enter, edit, 

and delete data? 

(a) Table 

(b) Query 

(c) Form ✅ 

(d) Report 

39. Reports in MS-Access are mainly used to: 

(a) Enter data 

(b) Edit records 

(c) Present data in formatted form ✅ 

(d) Modify tables 

40. Which statement correctly describes the difference 

between Forms and Reports? 

(a) Forms and reports both allow data entry 
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(b) Reports allow data editing 

(c) Forms allow data entry but reports do not ✅ 

(d) Reports store data permanently 

‎📍Important Short Questions: 

1. What is Microsoft Access? 

Answer: 

👉 Microsoft Access is a Database Management System used 

to store, manage, and retrieve large amounts of data. 

Example: A school uses Access to maintain student records 

including Name, Class, Roll Number, and Marks. 

2. What is DBMS? 

Answer: 

👉 DBMS (Database Management System) is software that 

allows users to create, store, organize, and manage databases. 

Example: MS-Access is a DBMS used to manage student, 

teacher, or inventory data. 

3. What is RDBMS? 
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Answer: 

👉 RDBMS stands for Relational Database Management 

System in which data is stored in related tables. 

Example: A student table related to a class table via ClassID. 

4. Why is MS-Access called a relational database? 

Answer: 

👉 Because it stores data in multiple tables and links them 

using common fields. 

Example: Student table linked with Marks table using 

StudentID. 

5. Write two uses of Microsoft Access. 

Answer: 

👉 It is used to store data and generate reports. 

Example: Inventory database to store product details and 

generate monthly sales reports. 

6. What is GUI in MS-Access? 

Answer: 
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👉 GUI (Graphical User Interface) allows users to work using 

menus, icons, and windows instead of typing commands. 

Example: Clicking New Table to create a table instead of 

writing SQL commands. 

7. What are sample databases? 

Answer: 

👉 Sample databases are ready-made databases provided to 

help users learn real-world database examples. 

Example: Contact Management database showing fields like 

Name, Phone Number, and Email. 

8. What is Database Wizard? 

Answer: 

👉 Database Wizard helps users create databases easily using 

templates. 

Example: Creating a Library Management database with 

pre-defined tables for Books, Students, and Borrow Records. 

9. Write two advantages of Database Wizard. 

Answer: 
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👉 Saves time and is beginner-friendly. 

Example: Quickly creating a Sales database without manually 

designing tables or queries. 

10. What is the Relationship Window? 

Answer: 

👉 It is used to view and manage relationships between tables. 

Example: Linking StudentID in Student table with Marks table 

to combine student info and exam marks. 

11. What is data redundancy? 

Answer: 

👉 Data redundancy means duplication of the same data in 

multiple places. 

Example: Storing student name in both Student table and 

Attendance table unnecessarily. 

12. Why is data redundancy harmful? 

Answer: 

👉 It wastes storage space and may cause data inconsistency. 
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Example: Changing the student address in one table but not 

updating it in another table. 

13. What is a Blank Access Database? 

Answer: 

👉 It is an empty database created without using the Database 

Wizard. 

Example: Creating a new “School.accdb” and adding tables 

manually. 

14. How do you create a database without using the 

wizard? 

Answer: 

👉 Select Blank Access Database, enter a name, choose a 

location, and click Create. 

Example: Creating “Library.accdb” in the Documents folder. 

15. How can an existing database be opened? 

Answer: 

👉 By selecting it from the recent list or using the More Files 

option. 
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Example: Opening “Student.accdb” previously saved on the 

desktop. 

16. Why should MS-Access be closed properly? 

Answer: 

👉 To avoid damage or corruption of the database. 

Example: Closing “Inventory.accdb” using File ⟶ Exit instead of 

just shutting down the PC. 

17. What is the Title Bar? 

Answer: 

👉 The Title Bar displays the name of the database and 

application. 

Example: “School.accdb – Microsoft Access”. 

18. What is the Menu Bar? 

Answer: 

👉 Menu Bar contains commands to perform different 

operations. 
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Example: File, Edit, View, Insert menus to manage database 

tasks. 

19. What is a Toolbar? 

Answer: 

👉 Toolbar contains shortcut icons for common commands. 

Example: Buttons for Save, Print, Copy, and Undo. 

20. What is the use of Scroll Bars? 

Answer: 

👉 Scroll bars are used to move around the window if content 

is larger than the screen. 

Example: Scrolling through 100 student records in a table. 

21. What is the Status Bar? 

Answer: 

👉 Status Bar shows the current status of an object and 

keyboard indicators. 

Example: Showing “Record 10 of 100” and CAPS lock ON. 

22. What is the Database Window? 
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Answer: 

👉 Database Window organizes and displays all database 

objects. 

Example: Viewing Tables, Queries, Forms, and Reports in one 

window. 

23. What is a Table? 

Answer: 

👉 A table is a collection of related data arranged in rows and 

columns. 

Example: Student table with fields: StudentID, Name, Class, 

Roll Number. 

24. What is a Query? 

Answer: 

👉 A query is a request to extract, filter, or analyze specific 

data from a database. 

Example: Finding all students who scored more than 80 

marks. 

25. Differentiate between Forms and Reports. 
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Answer: 

👉 Forms are used to enter and edit data, while Reports are 

used to display and print data. 

Example: Form to enter student details; Report to print the 

student list. 

‎📍Exercise 5c 

1. Fill in the blank: 

(i) IDE stands for -------. 

Answer: Integrated Development Environment 

Explain: 👉 IDE is a software environment that provides tools 

to develop applications, including writing and testing code. 

Example: MS-Access has an IDE for writing VBA code. 

(ii) ----- is basically a computerized record keeping system. 

Answer: DBMS (Database Management System) 

Explain: 👉 DBMS helps to store, organize, and manage data 

efficiently. 

Example: MS-Access stores student records digitally. 
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(iii) RDBMS stands for -------. 

Answer: Relational Database Management System 

Explain: 👉 RDBMS stores data in related tables and allows 

linking them using common fields. 

Example: Student table linked with Marks table via StudentID. 

(iv) The ------- object is used to store data in a database. 

Answer: Table 

Explain: 👉 Table is the main object in a database that 

contains rows (records) and columns (fields). 

Example: Student table with StudentID, Name, Class, Roll 

Number. 

(v) The ------- object is used to retrieve data from a database. 

Answer: Query 

Explain: 👉 Query extracts specific information by filtering, 

sorting, or performing calculations. 

Example: A query to find students scoring more than 80 

marks. 
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(vi) A field with ------- data type is automatically incremented by 

Access each time a new record is entered. 

Answer: AutoNumber 

Explain: 👉 AutoNumber generates a unique number for each 

new record automatically. 

Example: StudentID field in a student table. 

(vii) Each row of a table is divided into columns called --------. 

Answer: Fields 

Explain: 👉 Fields store individual pieces of data for each 

record. 

Example: Name, Address, City, Class. 

(viii) Each  row of a table representing a set of information is 

called --------. 

Answer: Record 

Explain: 👉 Record is a complete set of related data in a table. 

Example: A student record: StudentID=101, Name=Ali, 

Class=9th. 
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(ix) The window that is used to display, enter and edit data on 

the screen is called -------. 

Answer: Form 

Explain: 👉 Form provides an easy interface for data entry 

and editing without directly accessing tables. 

Example: Student Registration Form in MS-Access. 

(x) A database consists of ------- major database objects, which 

are used to store and retrieve data to and from the database. 

Answer: Five (Tables, Queries, Forms, Reports, 

Macros/Modules) 

Explain: 👉 These objects help organize, manipulate, and 

present data efficiently. 

Example: Tables store data, queries retrieve data, forms enter 

data, reports print data. 

2. Multiple Choice questions: 

(i) A database consists of various components called the: 

a) Tool 

b) Properties 
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c) Entities 

d) Object ✅ 

Explain: 👉 In MS-Access, a database is made up of objects 

such as Tables, Queries, Forms, Reports, Macros, and 

Modules. 

(ii) Which of the following object of database is used to 

retrieve data from database? 

a) Queries ✅ 

b) Forms 

c) Reports 

d) Tables 

Explain: 👉 Query is used to extract, filter, and analyze specific 

data from tables. 

(iii) The output of a query is in the form of a: 

a) Table ✅ 

b) Form 

c) Report 
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d) Query 

Explain: 👉 Query output is displayed like a table (Datasheet 

view), which can also be used as a source for forms or reports. 

(iv) Which of the following object is used to retrieve data from 

database and present in a formatted way? 

a) Report ✅ 

b) Form 

c) Table 

d) Query 

Explain: 👉 Reports are used to present data in a formatted, 

printable way, not to edit it. 

(v) Microsoft Access saves the database with the extension: 

a) .mdb ✅ 

b) .msdb 

c) .madb 

d) None of them 
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Explain: 👉 Older versions of MS-Access use .mdb as the 

default file extension for databases. 

(vi) A record is a complete set of field. 

a) Distinct 

b) Related ✅ 

c) Designed 

d) All of them 

Explain: 👉 A record consists of related fields that together 

describe a single entity in a table. 

Example: Student record: StudentID=101, Name=Ali, 

Class=9th. 

(vii) In Access, the structure of a table is created in view: 

a) Design View ✅ 

b) Datasheet View 

c) a and b both 

d) None of them 
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Explain: 👉 Design View allows creating table structure by 

defining fields, data types, and primary keys. Datasheet View is 

used to enter data. 

3. Write T for true and F for false statement. 

(i) An IDE simplifies the tasks of creating and using a database. 

✅ True 

Explain: 👉 IDE provides tools, menus, and graphical interface 

that make database development easier. 

(ii) The major objects of database are five. ✅ True 

Explain: 👉 The five major objects are Tables, Queries, Forms, 

Reports, and Macros/Modules. 

(iii) Forms are provided by database management system to 

generate reports. ❌ False 

Explain: 👉 Forms are used to enter, edit, and view data, not 

to generate reports. Reports are used for generating output. 

(iv) An integrated development environment is an interface 

that is used by database designers and application 

programmers to create database applications. ✅ True 
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Explain: 👉 IDE allows creating, designing, and programming 

database applications with graphical and coding tools. 

(v) To view data in an Access table, the table is displayed in 

design view. ❌ False 

Explain: 👉 Design View is used to create or modify table 

structure. Datasheet View is used to view data. 

(vi) RDBMS stands for Relational Database Management 

System. ✅ True 

Explain: 👉 RDBMS stores data in related tables and allows 

linking them using common fields. 

(vii) A request to extract data from a database is called report. 

❌ False 

Explain: 👉 A request to extract data is called a Query, not a 

report. 

(viii) Database design plays an important role in achieving the 

goals of efficiency, speed and consistency. ✅ True 

Explain: 👉 Proper database design reduces redundancy, 

increases consistency, and improves retrieval speed. 
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(ix) The table can be displayed in two views in Access. There 

are Design view and Datasheet view. ✅ True 

Explain: 👉 Design View is for structure, Datasheet View is for 

data entry and viewing. 

(x) The Window in a database IDE that is used to display, enter 

and edit data on the screen is called form. ✅ True 

Explain: 👉 Form provides a user-friendly interface for 

entering, editing, and viewing data in a table. 

🌟 Q.4: Define the database objects used to store and 

retrieve data. 

❖ Answer: 

👉 In MS-Access, database objects are components used to 

store, manage, and retrieve data efficiently. The major 

database objects are: 

1. Tables: 

●​ Definition: Tables are the most important object where 

data is stored in rows (records) and columns (fields). 

●​ Example: Student table with fields: StudentID, Name, 

Class, Roll Number. 
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2. Queries: 

●​ Definition: Queries are used to extract, filter, sort, and 

analyze data from tables. They can also perform 

calculations. 

●​ Example: A query to find all students who scored above 

80 marks. 

3. Forms: 

●​ Definition: Forms provide a user-friendly interface to 

enter, edit, and view data in tables without directly 

accessing the table. 

●​ Example: Student Registration Form to enter student 

details easily. 

4. Reports: 

●​ Definition: Reports are used to present or print data in a 

formatted way. Users cannot edit data in reports. 

●​ Example: A printed report showing a list of all students in 

a class. 

5. Macros/Modules: 
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Definition: Macros automate repetitive tasks, and Modules 

contain VBA code to perform advanced operations. 

Example: A macro to automatically update student grades at 

the end of term. 

Explain: 

👉 These objects together make MS-Access a powerful tool to 

store, retrieve, and manage data efficiently while reducing 

redundancy and ensuring accuracy. 

🌟 Q.5: Explain the procedure for creating a new database 

in Access. 

❖ Answer: 

Creating a new database in MS-Access can be done with or 

without the Database Wizard. The steps are as follows: 

A. Using the Database Wizard: 

1.​Start MS-Access. A dialog box appears with options to 

create a new database or open an existing one. 

2.​Select Access Database Wizards, pages, or projects and 

click OK. 
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3.​On the Databases tab, double-click the type of database 

you want to create. 

4.​Specify a name and location for the new database. 

5.​Click Create to start defining the database. 

6.​You can choose a template, select fields, add pictures, 

and make customizations as guided by the Wizard. 

B. Without using the Database Wizard (Blank Database): 

1.​Start MS-Access. A dialog box appears with options to 

create a new database or open an existing one. 

2.​Click on Blank Access Database and then click OK. 

3.​Specify a name and location for the new database. 

4.​Click Create to define the new database structure. 

Explain: 

👉 MS-Access provides a graphical interface that makes 

creating a database simple even for beginners. Using a Wizard 

is faster for standard applications, while a Blank Database 

gives more control for custom designs. 

Example: 
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●​ Using the Wizard, you can quickly create a Student 

Management Database with predefined fields like 

StudentID, Name, Class, and Marks. 

●​ Using Blank Database, you can manually design a 

Library Database with tables like Books, Members, and 

IssuedBooks. 

🌟 Q.6: Differentiate between Toolbar and Menu Bar 

❖ Answer: 

Menu Bar: 

1.​The Menu Bar is located at the top of the MS-Access 

application window. 

2.​It contains a list of menus such as File, Edit, View, Insert, 

Tools, Window, and Help. 

3.​Each menu contains multiple commands to perform 

different tasks in the database. 

4.​It is text-based, and users need to click through menus to 

access commands. 

5.​Provides access to all features of the application, but 

using it can be slower for frequent tasks. 

Example: To save a database, click File ⟶ Save. 
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Toolbar: 

1.​The Toolbar is placed below the Menu Bar and contains 

icon buttons. 

2.​Each button represents a command found in the Menu 

Bar and acts as a shortcut. 

3.​It is icon-based, which makes performing common tasks 

faster. 

4.​Toolbars can often be customized to add or remove 

buttons. 

5.​Used for quick access to frequently used commands like 

Save, Print, or Open. 

Example: To save a database, click the Save icon directly on 

the Toolbar. 

Main Difference: 

●​ Menu Bar gives access to all commands and features; 

Toolbar gives access to frequently used commands only. 

●​ Menu Bar is text-based, Toolbar is icon-based. 

●​ Toolbar increases efficiency by saving time, while Menu 

Bar provides complete control over the application. 

🌟Q.7: What is meant by RDBMS? 

 
37 



 

 
 

❖ Answer: 

1.​RDBMS stands for Relational Database Management 

System. 

2.​It is a type of Database Management System (DBMS) that 

stores data in the form of related tables (rows and 

columns). 

3.​RDBMS allows users to create, store, manage, and 

retrieve data efficiently using relationships between 

tables. 

4.​It uses Primary Keys and Foreign Keys to maintain 

relationships and avoid data redundancy. 

5.​Data in an RDBMS can be accessed and manipulated 

using Structured Query Language (SQL). 

6.​RDBMS ensures data consistency, integrity, and security 

in a multi-user environment. 

Example: 

●​ A Student Database where one table stores student 

details (StudentID, Name, Class) and another table stores 

marks (StudentID, Subject, Marks). 

●​ The StudentID is used to link both tables, ensuring the 

data is related and not duplicated. 
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Explain: 

👉 RDBMS makes it easier to manage large amounts of data in 

a structured way, supports queries, and allows reporting and 

analysis efficiently. 

🌟 Q.8: What is an IDE? 

❖ Answer: 

1.​IDE stands for Integrated Development Environment. 

2.​It is a software application that provides a complete 

environment for developing and managing applications. 

3.​IDE simplifies tasks such as writing, testing, and 

debugging code. 

4.​It provides features like menus, toolbars, editors, and 

debugging tools to make development easier. 

5.​In the context of MS-Access, the IDE allows database 

designers and programmers to create database 

applications, write VBA code, and automate tasks using 

macros. 

Example: 

●​ In MS-Access, the VBA editor is part of the IDE where you 

can write code to automate reports, forms, or queries. 
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●​ You can also use graphical tools and wizards in the IDE to 

design forms, tables, and relationships easily. 

Explain: 

👉 IDE makes database development faster and easier, even 

for beginners, by combining all the development tools in a 

single environment. 

🌟 Q.9: Define the use of Toolbar in Microsoft Access 

❖ Answer: 

Definition: The Toolbar in Microsoft Access is a row of icon 

buttons that provide shortcuts to frequently used commands. 

It is usually located below the Menu Bar. 

Purpose: The Toolbar is used to increase efficiency by allowing 

users to quickly access commands without navigating through 

menus. 

Features: 

●​ Provides quick access to commands like Save, Print, 

Undo, New Record, Delete Record, and Filter. 

●​ Can be customized to add or remove buttons according 

to the user’s preference. 

 
40 



 

 
 

●​ Changes automatically depending on the object selected, 

such as a table, query, form, or report, showing relevant 

commands. 

Example: 

●​ To save a database, instead of clicking File ⟶ Save in the 

Menu Bar, you can click the Save icon on the Toolbar. 

●​ When a table is open, the Toolbar may show buttons for 

New Record, Delete Record, or Filter, making data entry 

and management easier. 

Explain: 

👉 The Toolbar makes working in MS-Access faster and easier 

by giving direct access to important commands, reducing time 

spent navigating menus and improving productivity. 

🌟 Q.10: What are the advantages of using a Microsoft 

Access IDE? 

❖ Answer: 

1. Simplifies Database Development: 
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●​ The IDE provides a graphical interface with menus, 

toolbars, and wizards, making it easy even for beginners 

to create and manage databases. 

2. Integrated Tools: 

●​ Combines all necessary tools in one environment, such as 

table designer, query designer, form and report 

designers, and VBA editor for coding. 

3. Faster Programming: 

●​ Offers macros and VBA support to automate repetitive 

tasks, reducing manual work and saving time. 

4. Error Detection and Debugging: 

●​ Provides tools to check for errors in queries, forms, 

reports, and code, helping maintain accurate and 

functional databases. 

5. Consistency and Standardization: 

●​ Ensures that all objects in the database follow standard 

structures, making databases organized and easy to 

maintain. 

6. Office Integration: 
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●​ Works seamlessly with other Microsoft Office applications 

like Word and Excel for tasks like mail merge, charts, and 

reporting. 

7. User-Friendly Interface: 

●​ The IDE allows users to enter, edit, and retrieve data 

easily through forms and reports, without directly 

accessing tables. 

Example: 

●​ A student management database can be quickly created 

using Database Wizards in the IDE. 

●​ Repetitive tasks, like updating student grades, can be 

automated using macros or VBA code. 

Explain: 

👉 Overall, the Microsoft Access IDE increases efficiency, 

reduces errors, and provides a centralized environment to 

design, manage, and use relational databases effectively. 

🌟 Q.11: Write a procedure to open an existing database 

file in MS-Access 

❖ Answer: 
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✦ Procedure to open an existing database: 

1. Start MS-Access: 

●​ Launch Microsoft Access from the Start menu or desktop 

shortcut. 

2. Dialog Box Appears: 

●​ A dialog box appears asking whether you want to open an 

existing database or create a new one. 

3. Select the Database: 

●​ If the database you want is listed in the recent databases 

(white box), click on it. 

●​ If it is not listed, click on More Files, browse to the 

location where the database file is saved, and select it. 

4. Click OK or Open: 

●​ After selecting the file, click OK or Open to launch the 

database. 

5. Database Window Appears: 
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●​ The Database Window opens, showing all objects like 

Tables, Queries, Forms, Reports, Macros, and Modules 

contained in the selected database. 

Example: 

●​ To open a Student Management Database, start 

MS-Access, click More Files, navigate to 

D:\Databases\StudentDB.mdb, and click Open. 

●​ The database window will display tables like Students, 

Classes, Marks, and queries like TopScorers. 

Explain: 

👉 This procedure ensures that you can access and work on 

existing databases safely, without creating a new database or 

losing previous data. 

🌟 Q.12: How is Microsoft Access started or loaded? 

❖ Answer: 

1. Definition: 

Microsoft Access is a Relational Database Management System 

(RDBMS). To work with it, the application must first be started 

or loaded on the computer. 
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2. Methods to Start Access: 

From Start Menu: 

●​ Click the Start button on Windows. 

●​ Navigate to All Programs ⟶ Microsoft Office ⟶ Microsoft 

Access and click it. 

●​ Access will launch and display the startup dialog box. 

From Desktop Shortcut: 

●​ If there is a Microsoft Access icon on the desktop, 

double-click it to start the program immediately. 

Using Run Command: 

●​ Press Windows + R, type msaccess, and press Enter. This 

will launch MS-Access directly. 

3. Startup Dialog Box: 

When Access starts, a dialog box appears with options: 

●​ Create a New Database: For creating a new database 

file. 

●​ Open Existing Database: To open a previously saved 

database. 
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4. Selection and Loading: 

●​ Choose the appropriate option depending on your need. 

●​ If opening an existing database, browse to the location 

where it is saved, select it, and click Open. 

●​ The Database Window then opens, showing all objects 

like Tables, Queries, Forms, Reports, Macros, and 

Modules. 

Example: 

●​ To work on a Student Management Database, start 

Access from the Start menu, click Open Existing Database, 

navigate to D:\Databases\StudentDB.mdb, and click 

Open. The database window will display all tables, 

queries, forms, and reports. 

Explain: 

●​ Starting or loading Microsoft Access correctly is important 

because it ensures that you can either create a new 

database or safely access an existing database. 

●​ Once loaded, the user gets a graphical interface to 

manage and manipulate data efficiently without directly 

interacting with raw data files. 
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🌟 13. Differentiate between Form and Report in 

MS-Access 

❖ Answer: 

Form: 

1.​A Form is a database object used to enter, edit, and view 

data in tables. 

2.​Provides an easy method for users to input data without 

working directly in tables. 

3.​Can display data retrieved from one or more tables. 

4.​Forms are interactive, allowing the user to add, update, or 

delete records. 

5.​Forms are mainly used to simplify data entry and improve 

the user interface. 

Example: A Student Entry Form to input StudentID, Name, 

Class, and Marks. 

Report: 

1.​A Report is a database object used to retrieve and 

present data in a predefined, formatted way. 

2.​Mainly used to print or display information from tables or 

queries. 
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3.​Reports are non-interactive; users cannot modify data 

through reports. 

4.​Can include summaries, calculations, or groupings for 

analysis. 

5.​Reports are mainly used for presentation and analysis of 

data. 

Example: A Student Marks Report showing all students and 

their marks for printing or review. 

Main Differences: 

●​ Purpose: Forms are for data entry and editing, whereas 

Reports are for data retrieval and presentation. 

●​ Interactivity: Forms allow users to modify data, but 

Reports do not allow changes. 

●​ Output: Forms are displayed on-screen for user input, 

while Reports are usually formatted for printing or 

summaries. 

●​ Use: Forms simplify working with tables; Reports make 

data easier to analyze and present. 

Explain: 
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👉 In MS-Access, Forms improve usability for data entry, while 

Reports provide a professional way to display, summarize, and 

print database information. 

🌟 14. Define the use of Status Bar and Title Bar in 

Microsoft Access 

❖ Answer: 

Title Bar: 

1.​The Title Bar is located at the top of the MS-Access 

window. 

2.​It identifies the database that is currently open and shows 

the name of the application (Microsoft Access). 

3.​On the left side, it has the program control icon which 

provides options to control the Access window, such as 

Restore, Move, Size, Minimize, Maximize, and Close. 

4.​On the right side, it has the Minimize, Maximize/Restore, 

and Close buttons to control the window easily. 

Example: When a database named StudentDB is open, the 

Title Bar shows Microsoft Access – StudentDB. 

Status Bar: 
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1.​The Status Bar is located at the bottom of the MS-Access 

window. 

2.​It displays information about the current object or 

operation being performed. 

3.​Shows the status of keys such as CAPS LOCK, NUM LOCK, 

and INSERT. 

4.​Provides helpful messages or tips when performing 

actions in Access. 

Example: When entering data in a table, the Status Bar may 

show messages like “Record 3 of 20” or “Ready” to indicate the 

current state. 

Explain: 

●​ The Title Bar helps the user know which database is open 

and provides window control options. 

●​ The Status Bar helps the user track progress and get 

information about the current action, making navigation 

and data entry easier and more efficient. 

🌟 Q.15: Describe the Database Window in Microsoft 

Access 

❖ Answer: 
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1. Definition: 

●​ The Database Window in MS-Access is a window that 

organizes and displays all objects of a database in one 

place. 

2. Purpose: 

●​ It allows users to view, access, and manage database 

objects such as Tables, Queries, Forms, Reports, Macros, 

and Modules efficiently. 

3. Components: 

●​ Tables: Store raw data in rows (records) and columns 

(fields). 

●​ Queries: Extract specific information from tables based 

on criteria. 

●​ Forms: Provide a user-friendly interface to enter, edit, 

and view data. 

●​ Reports: Present data in a formatted way for printing or 

analysis. 

●​ Macros: Automate repetitive tasks. 

●​ Modules: Store VBA code to perform advanced 

operations. 
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Features: 

●​ The left side has buttons for each type of object, allowing 

quick navigation. 

●​ The window displays all objects in the selected category, 

making it easy to manage multiple tables, queries, and 

reports. 

●​ Advanced users can use it to create macros and modules 

for automating tasks or writing database applications. 

Example: 

●​ In a Student Database, the Database Window shows 

tables like Students and Marks, queries like TopScorers, 

forms like StudentEntryForm, and reports like 

StudentReport. 

●​ Clicking on any object in the window opens it for editing 

or viewing. 

Explain: 

👉 The Database Window is the central hub of Microsoft 

Access, providing an organized view of all database objects 

and simplifying database management, navigation, and 

application development. 
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Note: 

‎This chapter is designed to provide a solid foundation of knowledge, with the goal of 

deepening understanding and encouraging further exploration of the subject. The content 

has been carefully selected to support effective learning and inspire students to engage 

with the topic more deeply. 

‎Author: Muhammad Asghar 

‎Purpose: To contribute to education by offering insightful, valuable content that enhances 

learning and understanding. 

‎Copyright & Usage Policy 

‎© 2025 Muhammad Asghar. All rights reserved. 

‎No part of these notes may be reproduced, redistributed, or used for commercial purposes 
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	‎📍Important MCQs: 
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	(a) Word processing software 
	(b) Spreadsheet program 
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	(d) Improved security 
	16. To create a database without using the Database Wizard, which option is selected? 
	(a) Access Database Wizard 
	(b) Existing Database 
	(c) Blank Access Database ✅ 
	(d) Sample Database 
	17. When Microsoft Access starts, what does the dialog box ask? 
	(a) To shut down the system 
	(b) To format the database 
	(c) To create a new database or open an existing one ✅ 
	(d) To delete a database 
	18. After selecting Blank Access Database, what is the next step? 
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	(b) Click Exit 
	(c) Specify database name and location ✅ 
	(d) Create reports 
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	(a) Blank Database 
	(b) More Files 
	(c) White box in Open dialog box ✅ 
	(d) Toolbar 
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	(a) Exit 
	(b) New Database 
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	(d) Close 
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	(a) To save electricity 
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	22. Which menu is used to exit Microsoft Access? 
	(a) Edit 
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	(d) Help button 
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	(c) An organized collection of data ✅ 
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	30. Which object is used to store data in an MS-Access database? 
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	(b) Form 
	(c) Table ✅ 
	(d) Report 
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	(a) Files and folders 
	(b) Rows and columns ✅ 
	(c) Pages and sections 
	(d) Objects and controls 
	32. In a table, a single row represents a: 
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	(c) Record ✅ 
	(d) Query 
	33. A column in a table is also called a: 
	(a) Record 
	(b) Field ✅ 
	(c) Form 
	(d) Report 
	34. Which of the following is a common field used to relate tables? 
	(a) Address 
	(b) City 
	(c) StudentID ✅ 
	(d) First Name 
	35. A query in MS-Access is used to: 
	(a) Store data permanently 
	(b) Design web pages 
	(c) Extract specific information from a database ✅ 
	(d) Create backup files 
	36. Which feature allows filtering, sorting, and calculations on data? 
	(a) Tables 
	(b) Queries ✅ 
	(c) Forms 
	(d) Reports 
	37. The output of a query is displayed in: 
	(a) Form View 
	(b) Design View 
	(c) Datasheet View ✅ 
	(d) Report View 
	38. Which database object is mainly used to enter, edit, and delete data? 
	(a) Table 
	(b) Query 
	(c) Form ✅ 
	(d) Report 
	39. Reports in MS-Access are mainly used to: 
	(a) Enter data 
	(b) Edit records 
	(c) Present data in formatted form ✅ 
	(d) Modify tables 
	40. Which statement correctly describes the difference between Forms and Reports? 
	(a) Forms and reports both allow data entry 
	(b) Reports allow data editing 
	(c) Forms allow data entry but reports do not ✅ 
	(d) Reports store data permanently 
	‎📍Important Short Questions: 
	1. What is Microsoft Access? 
	Answer: 
	👉 Microsoft Access is a Database Management System used to store, manage, and retrieve large amounts of data. 
	Example: A school uses Access to maintain student records including Name, Class, Roll Number, and Marks. 
	2. What is DBMS? 
	Answer: 
	👉 DBMS (Database Management System) is software that allows users to create, store, organize, and manage databases. 
	Example: MS-Access is a DBMS used to manage student, teacher, or inventory data. 
	3. What is RDBMS? 
	Answer: 
	👉 RDBMS stands for Relational Database Management System in which data is stored in related tables. 
	Example: A student table related to a class table via ClassID. 
	4. Why is MS-Access called a relational database? 
	Answer: 
	👉 Because it stores data in multiple tables and links them using common fields. 
	Example: Student table linked with Marks table using StudentID. 
	5. Write two uses of Microsoft Access. 
	Answer: 
	👉 It is used to store data and generate reports. 
	Example: Inventory database to store product details and generate monthly sales reports. 
	6. What is GUI in MS-Access? 
	Answer: 
	👉 GUI (Graphical User Interface) allows users to work using menus, icons, and windows instead of typing commands. 
	Example: Clicking New Table to create a table instead of writing SQL commands. 
	7. What are sample databases? 
	Answer: 
	👉 Sample databases are ready-made databases provided to help users learn real-world database examples. 
	Example: Contact Management database showing fields like Name, Phone Number, and Email. 
	8. What is Database Wizard? 
	Answer: 
	👉 Database Wizard helps users create databases easily using templates. 
	Example: Creating a Library Management database with pre-defined tables for Books, Students, and Borrow Records. 
	9. Write two advantages of Database Wizard. 
	Answer: 
	👉 Saves time and is beginner-friendly. 
	Example: Quickly creating a Sales database without manually designing tables or queries. 
	10. What is the Relationship Window? 
	Answer: 
	👉 It is used to view and manage relationships between tables. 
	Example: Linking StudentID in Student table with Marks table to combine student info and exam marks. 
	11. What is data redundancy? 
	Answer: 
	👉 Data redundancy means duplication of the same data in multiple places. 
	Example: Storing student name in both Student table and Attendance table unnecessarily. 
	12. Why is data redundancy harmful? 
	Answer: 
	👉 It wastes storage space and may cause data inconsistency. 
	Example: Changing the student address in one table but not updating it in another table. 
	13. What is a Blank Access Database? 
	Answer: 
	👉 It is an empty database created without using the Database Wizard. 
	Example: Creating a new “School.accdb” and adding tables manually. 
	14. How do you create a database without using the wizard? 
	Answer: 
	👉 Select Blank Access Database, enter a name, choose a location, and click Create. 
	Example: Creating “Library.accdb” in the Documents folder. 
	15. How can an existing database be opened? 
	Answer: 
	👉 By selecting it from the recent list or using the More Files option. 
	Example: Opening “Student.accdb” previously saved on the desktop. 
	16. Why should MS-Access be closed properly? 
	Answer: 
	👉 To avoid damage or corruption of the database. 
	Example: Closing “Inventory.accdb” using File ⟶ Exit instead of just shutting down the PC. 
	17. What is the Title Bar? 
	Answer: 
	👉 The Title Bar displays the name of the database and application. 
	Example: “School.accdb – Microsoft Access”. 
	18. What is the Menu Bar? 
	Answer: 
	👉 Menu Bar contains commands to perform different operations. 
	Example: File, Edit, View, Insert menus to manage database tasks. 
	19. What is a Toolbar? 
	Answer: 
	👉 Toolbar contains shortcut icons for common commands. 
	Example: Buttons for Save, Print, Copy, and Undo. 
	20. What is the use of Scroll Bars? 
	Answer: 
	👉 Scroll bars are used to move around the window if content is larger than the screen. 
	Example: Scrolling through 100 student records in a table. 
	21. What is the Status Bar? 
	Answer: 
	👉 Status Bar shows the current status of an object and keyboard indicators. 
	Example: Showing “Record 10 of 100” and CAPS lock ON. 
	22. What is the Database Window? 
	Answer: 
	👉 Database Window organizes and displays all database objects. 
	Example: Viewing Tables, Queries, Forms, and Reports in one window. 
	23. What is a Table? 
	Answer: 
	👉 A table is a collection of related data arranged in rows and columns. 
	Example: Student table with fields: StudentID, Name, Class, Roll Number. 
	24. What is a Query? 
	Answer: 
	👉 A query is a request to extract, filter, or analyze specific data from a database. 
	Example: Finding all students who scored more than 80 marks. 
	25. Differentiate between Forms and Reports. 
	Answer: 
	👉 Forms are used to enter and edit data, while Reports are used to display and print data. 
	Example: Form to enter student details; Report to print the student list. 
	‎📍Exercise 5c 
	1. Fill in the blank: 
	(i) IDE stands for -------. 
	Answer: Integrated Development Environment 
	Explain: 👉 IDE is a software environment that provides tools to develop applications, including writing and testing code. 
	Example: MS-Access has an IDE for writing VBA code. 
	(ii) ----- is basically a computerized record keeping system. 
	Answer: DBMS (Database Management System) 
	Explain: 👉 DBMS helps to store, organize, and manage data efficiently. 
	Example: MS-Access stores student records digitally. 
	(iii) RDBMS stands for -------. 
	Answer: Relational Database Management System 
	Explain: 👉 RDBMS stores data in related tables and allows linking them using common fields. 
	Example: Student table linked with Marks table via StudentID. 
	(iv) The ------- object is used to store data in a database. 
	Answer: Table 
	Explain: 👉 Table is the main object in a database that contains rows (records) and columns (fields). 
	Example: Student table with StudentID, Name, Class, Roll Number. 
	(v) The ------- object is used to retrieve data from a database. 
	Answer: Query 
	Explain: 👉 Query extracts specific information by filtering, sorting, or performing calculations. 
	Example: A query to find students scoring more than 80 marks. 
	(vi) A field with ------- data type is automatically incremented by Access each time a new record is entered. 
	Answer: AutoNumber 
	Explain: 👉 AutoNumber generates a unique number for each new record automatically. 
	Example: StudentID field in a student table. 
	(vii) Each row of a table is divided into columns called --------. 
	Answer: Fields 
	Explain: 👉 Fields store individual pieces of data for each record. 
	Example: Name, Address, City, Class. 
	(viii) Each  row of a table representing a set of information is called --------. 
	Answer: Record 
	Explain: 👉 Record is a complete set of related data in a table. 
	Example: A student record: StudentID=101, Name=Ali, Class=9th. 
	(ix) The window that is used to display, enter and edit data on the screen is called -------. 
	Answer: Form 
	Explain: 👉 Form provides an easy interface for data entry and editing without directly accessing tables. 
	Example: Student Registration Form in MS-Access. 
	(x) A database consists of ------- major database objects, which are used to store and retrieve data to and from the database. 
	Answer: Five (Tables, Queries, Forms, Reports, Macros/Modules) 
	Explain: 👉 These objects help organize, manipulate, and present data efficiently. 
	Example: Tables store data, queries retrieve data, forms enter data, reports print data. 
	2. Multiple Choice questions: 
	(i) A database consists of various components called the: 
	a) Tool 
	b) Properties 
	c) Entities 
	d) Object ✅ 
	Explain: 👉 In MS-Access, a database is made up of objects such as Tables, Queries, Forms, Reports, Macros, and Modules. 
	(ii) Which of the following object of database is used to retrieve data from database? 
	a) Queries ✅ 
	b) Forms 
	c) Reports 
	d) Tables 
	Explain: 👉 Query is used to extract, filter, and analyze specific data from tables. 
	(iii) The output of a query is in the form of a: 
	a) Table ✅ 
	b) Form 
	c) Report 
	d) Query 
	Explain: 👉 Query output is displayed like a table (Datasheet view), which can also be used as a source for forms or reports. 
	(iv) Which of the following object is used to retrieve data from database and present in a formatted way? 
	a) Report ✅ 
	b) Form 
	c) Table 
	d) Query 
	Explain: 👉 Reports are used to present data in a formatted, printable way, not to edit it. 
	(v) Microsoft Access saves the database with the extension: 
	a) .mdb ✅ 
	b) .msdb 
	c) .madb 
	d) None of them 
	Explain: 👉 Older versions of MS-Access use .mdb as the default file extension for databases. 
	(vi) A record is a complete set of field. 
	a) Distinct 
	b) Related ✅ 
	c) Designed 
	d) All of them 
	Explain: 👉 A record consists of related fields that together describe a single entity in a table. 
	Example: Student record: StudentID=101, Name=Ali, Class=9th. 
	(vii) In Access, the structure of a table is created in view: 
	a) Design View ✅ 
	b) Datasheet View 
	c) a and b both 
	d) None of them 
	Explain: 👉 Design View allows creating table structure by defining fields, data types, and primary keys. Datasheet View is used to enter data. 
	3. Write T for true and F for false statement. 
	(i) An IDE simplifies the tasks of creating and using a database. ✅ True 
	Explain: 👉 IDE provides tools, menus, and graphical interface that make database development easier. 
	(ii) The major objects of database are five. ✅ True 
	Explain: 👉 The five major objects are Tables, Queries, Forms, Reports, and Macros/Modules. 
	(iii) Forms are provided by database management system to generate reports. ❌ False 
	Explain: 👉 Forms are used to enter, edit, and view data, not to generate reports. Reports are used for generating output. 
	(iv) An integrated development environment is an interface that is used by database designers and application programmers to create database applications. ✅ True 
	Explain: 👉 IDE allows creating, designing, and programming database applications with graphical and coding tools. 
	(v) To view data in an Access table, the table is displayed in design view. ❌ False 
	Explain: 👉 Design View is used to create or modify table structure. Datasheet View is used to view data. 
	(vi) RDBMS stands for Relational Database Management System. ✅ True 
	Explain: 👉 RDBMS stores data in related tables and allows linking them using common fields. 
	(vii) A request to extract data from a database is called report. ❌ False 
	Explain: 👉 A request to extract data is called a Query, not a report. 
	(viii) Database design plays an important role in achieving the goals of efficiency, speed and consistency. ✅ True 
	Explain: 👉 Proper database design reduces redundancy, increases consistency, and improves retrieval speed. 
	(ix) The table can be displayed in two views in Access. There are Design view and Datasheet view. ✅ True 
	Explain: 👉 Design View is for structure, Datasheet View is for data entry and viewing. 
	(x) The Window in a database IDE that is used to display, enter and edit data on the screen is called form. ✅ True 
	Explain: 👉 Form provides a user-friendly interface for entering, editing, and viewing data in a table. 
	🌟 Q.4: Define the database objects used to store and retrieve data. 
	❖ Answer: 
	👉 In MS-Access, database objects are components used to store, manage, and retrieve data efficiently. The major database objects are: 
	1. Tables: 
	●​Definition: Tables are the most important object where data is stored in rows (records) and columns (fields). 
	●​Example: Student table with fields: StudentID, Name, Class, Roll Number. 
	2. Queries: 
	●​Definition: Queries are used to extract, filter, sort, and analyze data from tables. They can also perform calculations. 
	●​Example: A query to find all students who scored above 80 marks. 
	3. Forms: 
	●​Definition: Forms provide a user-friendly interface to enter, edit, and view data in tables without directly accessing the table. 
	●​Example: Student Registration Form to enter student details easily. 
	4. Reports: 
	●​Definition: Reports are used to present or print data in a formatted way. Users cannot edit data in reports. 
	●​Example: A printed report showing a list of all students in a class. 
	5. Macros/Modules: 
	Definition: Macros automate repetitive tasks, and Modules contain VBA code to perform advanced operations. 
	Example: A macro to automatically update student grades at the end of term. 
	Explain: 
	👉 These objects together make MS-Access a powerful tool to store, retrieve, and manage data efficiently while reducing redundancy and ensuring accuracy. 
	🌟 Q.5: Explain the procedure for creating a new database in Access. 
	❖ Answer: 
	Creating a new database in MS-Access can be done with or without the Database Wizard. The steps are as follows: 
	A. Using the Database Wizard: 
	1.​Start MS-Access. A dialog box appears with options to create a new database or open an existing one. 
	2.​Select Access Database Wizards, pages, or projects and click OK. 
	3.​On the Databases tab, double-click the type of database you want to create. 
	4.​Specify a name and location for the new database. 
	5.​Click Create to start defining the database. 
	6.​You can choose a template, select fields, add pictures, and make customizations as guided by the Wizard. 
	B. Without using the Database Wizard (Blank Database): 
	1.​Start MS-Access. A dialog box appears with options to create a new database or open an existing one. 
	2.​Click on Blank Access Database and then click OK. 
	3.​Specify a name and location for the new database. 
	4.​Click Create to define the new database structure. 
	Explain: 
	👉 MS-Access provides a graphical interface that makes creating a database simple even for beginners. Using a Wizard is faster for standard applications, while a Blank Database gives more control for custom designs. 
	Example: 
	●​Using the Wizard, you can quickly create a Student Management Database with predefined fields like StudentID, Name, Class, and Marks. 
	●​Using Blank Database, you can manually design a Library Database with tables like Books, Members, and IssuedBooks. 
	🌟 Q.6: Differentiate between Toolbar and Menu Bar 
	❖ Answer: 
	Menu Bar: 
	1.​The Menu Bar is located at the top of the MS-Access application window. 
	2.​It contains a list of menus such as File, Edit, View, Insert, Tools, Window, and Help. 
	3.​Each menu contains multiple commands to perform different tasks in the database. 
	4.​It is text-based, and users need to click through menus to access commands. 
	5.​Provides access to all features of the application, but using it can be slower for frequent tasks. 
	Example: To save a database, click File ⟶ Save. 
	Toolbar: 
	1.​The Toolbar is placed below the Menu Bar and contains icon buttons. 
	2.​Each button represents a command found in the Menu Bar and acts as a shortcut. 
	3.​It is icon-based, which makes performing common tasks faster. 
	4.​Toolbars can often be customized to add or remove buttons. 
	5.​Used for quick access to frequently used commands like Save, Print, or Open. 
	Example: To save a database, click the Save icon directly on the Toolbar. 
	Main Difference: 
	●​Menu Bar gives access to all commands and features; Toolbar gives access to frequently used commands only. 
	●​Menu Bar is text-based, Toolbar is icon-based. 
	●​Toolbar increases efficiency by saving time, while Menu Bar provides complete control over the application. 
	🌟Q.7: What is meant by RDBMS? 
	❖ Answer: 
	1.​RDBMS stands for Relational Database Management System. 
	2.​It is a type of Database Management System (DBMS) that stores data in the form of related tables (rows and columns). 
	3.​RDBMS allows users to create, store, manage, and retrieve data efficiently using relationships between tables. 
	4.​It uses Primary Keys and Foreign Keys to maintain relationships and avoid data redundancy. 
	5.​Data in an RDBMS can be accessed and manipulated using Structured Query Language (SQL). 
	6.​RDBMS ensures data consistency, integrity, and security in a multi-user environment. 
	Example: 
	●​A Student Database where one table stores student details (StudentID, Name, Class) and another table stores marks (StudentID, Subject, Marks). 
	●​The StudentID is used to link both tables, ensuring the data is related and not duplicated. 
	Explain: 
	👉 RDBMS makes it easier to manage large amounts of data in a structured way, supports queries, and allows reporting and analysis efficiently. 
	🌟 Q.8: What is an IDE? 
	❖ Answer: 
	1.​IDE stands for Integrated Development Environment. 
	2.​It is a software application that provides a complete environment for developing and managing applications. 
	3.​IDE simplifies tasks such as writing, testing, and debugging code. 
	4.​It provides features like menus, toolbars, editors, and debugging tools to make development easier. 
	5.​In the context of MS-Access, the IDE allows database designers and programmers to create database applications, write VBA code, and automate tasks using macros. 
	Example: 
	●​In MS-Access, the VBA editor is part of the IDE where you can write code to automate reports, forms, or queries. 
	●​You can also use graphical tools and wizards in the IDE to design forms, tables, and relationships easily. 
	Explain: 
	👉 IDE makes database development faster and easier, even for beginners, by combining all the development tools in a single environment. 
	🌟 Q.9: Define the use of Toolbar in Microsoft Access 
	❖ Answer: 
	Definition: The Toolbar in Microsoft Access is a row of icon buttons that provide shortcuts to frequently used commands. It is usually located below the Menu Bar. 
	Purpose: The Toolbar is used to increase efficiency by allowing users to quickly access commands without navigating through menus. 
	Features: 
	●​Provides quick access to commands like Save, Print, Undo, New Record, Delete Record, and Filter. 
	●​Can be customized to add or remove buttons according to the user’s preference. 
	●​Changes automatically depending on the object selected, such as a table, query, form, or report, showing relevant commands. 
	Example: 
	●​To save a database, instead of clicking File ⟶ Save in the Menu Bar, you can click the Save icon on the Toolbar. 
	●​When a table is open, the Toolbar may show buttons for New Record, Delete Record, or Filter, making data entry and management easier. 
	Explain: 
	👉 The Toolbar makes working in MS-Access faster and easier by giving direct access to important commands, reducing time spent navigating menus and improving productivity. 
	🌟 Q.10: What are the advantages of using a Microsoft Access IDE? 
	❖ Answer: 
	1. Simplifies Database Development: 
	●​The IDE provides a graphical interface with menus, toolbars, and wizards, making it easy even for beginners to create and manage databases. 
	2. Integrated Tools: 
	●​Combines all necessary tools in one environment, such as table designer, query designer, form and report designers, and VBA editor for coding. 
	3. Faster Programming: 
	●​Offers macros and VBA support to automate repetitive tasks, reducing manual work and saving time. 
	4. Error Detection and Debugging: 
	●​Provides tools to check for errors in queries, forms, reports, and code, helping maintain accurate and functional databases. 
	5. Consistency and Standardization: 
	●​Ensures that all objects in the database follow standard structures, making databases organized and easy to maintain. 
	6. Office Integration: 
	●​Works seamlessly with other Microsoft Office applications like Word and Excel for tasks like mail merge, charts, and reporting. 
	7. User-Friendly Interface: 
	●​The IDE allows users to enter, edit, and retrieve data easily through forms and reports, without directly accessing tables. 
	Example: 
	●​A student management database can be quickly created using Database Wizards in the IDE. 
	●​Repetitive tasks, like updating student grades, can be automated using macros or VBA code. 
	Explain: 
	👉 Overall, the Microsoft Access IDE increases efficiency, reduces errors, and provides a centralized environment to design, manage, and use relational databases effectively. 
	🌟 Q.11: Write a procedure to open an existing database file in MS-Access 
	❖ Answer: 
	✦ Procedure to open an existing database: 
	1. Start MS-Access: 
	●​Launch Microsoft Access from the Start menu or desktop shortcut. 
	2. Dialog Box Appears: 
	●​A dialog box appears asking whether you want to open an existing database or create a new one. 
	3. Select the Database: 
	●​If the database you want is listed in the recent databases (white box), click on it. 
	●​If it is not listed, click on More Files, browse to the location where the database file is saved, and select it. 
	4. Click OK or Open: 
	●​After selecting the file, click OK or Open to launch the database. 
	5. Database Window Appears: 
	●​The Database Window opens, showing all objects like Tables, Queries, Forms, Reports, Macros, and Modules contained in the selected database. 
	Example: 
	●​To open a Student Management Database, start MS-Access, click More Files, navigate to D:\Databases\StudentDB.mdb, and click Open. 
	●​The database window will display tables like Students, Classes, Marks, and queries like TopScorers. 
	Explain: 
	👉 This procedure ensures that you can access and work on existing databases safely, without creating a new database or losing previous data. 
	🌟 Q.12: How is Microsoft Access started or loaded? 
	❖ Answer: 
	1. Definition: 
	Microsoft Access is a Relational Database Management System (RDBMS). To work with it, the application must first be started or loaded on the computer. 
	2. Methods to Start Access: 
	From Start Menu: 
	●​Click the Start button on Windows. 
	●​Navigate to All Programs ⟶ Microsoft Office ⟶ Microsoft Access and click it. 
	●​Access will launch and display the startup dialog box. 
	From Desktop Shortcut: 
	●​If there is a Microsoft Access icon on the desktop, double-click it to start the program immediately. 
	Using Run Command: 
	●​Press Windows + R, type msaccess, and press Enter. This will launch MS-Access directly. 
	3. Startup Dialog Box: 
	When Access starts, a dialog box appears with options: 
	●​Create a New Database: For creating a new database file. 
	●​Open Existing Database: To open a previously saved database. 
	4. Selection and Loading: 
	●​Choose the appropriate option depending on your need. 
	●​If opening an existing database, browse to the location where it is saved, select it, and click Open. 
	●​The Database Window then opens, showing all objects like Tables, Queries, Forms, Reports, Macros, and Modules. 
	Example: 
	●​To work on a Student Management Database, start Access from the Start menu, click Open Existing Database, navigate to D:\Databases\StudentDB.mdb, and click Open. The database window will display all tables, queries, forms, and reports. 
	Explain: 
	●​Starting or loading Microsoft Access correctly is important because it ensures that you can either create a new database or safely access an existing database. 
	●​Once loaded, the user gets a graphical interface to manage and manipulate data efficiently without directly interacting with raw data files. 
	🌟 13. Differentiate between Form and Report in MS-Access 
	❖ Answer: 
	Form: 
	1.​A Form is a database object used to enter, edit, and view data in tables. 
	2.​Provides an easy method for users to input data without working directly in tables. 
	3.​Can display data retrieved from one or more tables. 
	4.​Forms are interactive, allowing the user to add, update, or delete records. 
	5.​Forms are mainly used to simplify data entry and improve the user interface. 
	Example: A Student Entry Form to input StudentID, Name, Class, and Marks. 
	Report: 
	1.​A Report is a database object used to retrieve and present data in a predefined, formatted way. 
	2.​Mainly used to print or display information from tables or queries. 
	3.​Reports are non-interactive; users cannot modify data through reports. 
	4.​Can include summaries, calculations, or groupings for analysis. 
	5.​Reports are mainly used for presentation and analysis of data. 
	Example: A Student Marks Report showing all students and their marks for printing or review. 
	Main Differences: 
	●​Purpose: Forms are for data entry and editing, whereas Reports are for data retrieval and presentation. 
	●​Interactivity: Forms allow users to modify data, but Reports do not allow changes. 
	●​Output: Forms are displayed on-screen for user input, while Reports are usually formatted for printing or summaries. 
	●​Use: Forms simplify working with tables; Reports make data easier to analyze and present. 
	Explain: 
	👉 In MS-Access, Forms improve usability for data entry, while Reports provide a professional way to display, summarize, and print database information. 
	🌟 14. Define the use of Status Bar and Title Bar in Microsoft Access 
	❖ Answer: 
	Title Bar: 
	1.​The Title Bar is located at the top of the MS-Access window. 
	2.​It identifies the database that is currently open and shows the name of the application (Microsoft Access). 
	3.​On the left side, it has the program control icon which provides options to control the Access window, such as Restore, Move, Size, Minimize, Maximize, and Close. 
	4.​On the right side, it has the Minimize, Maximize/Restore, and Close buttons to control the window easily. 
	Example: When a database named StudentDB is open, the Title Bar shows Microsoft Access – StudentDB. 
	Status Bar: 
	1.​The Status Bar is located at the bottom of the MS-Access window. 
	2.​It displays information about the current object or operation being performed. 
	3.​Shows the status of keys such as CAPS LOCK, NUM LOCK, and INSERT. 
	4.​Provides helpful messages or tips when performing actions in Access. 
	Example: When entering data in a table, the Status Bar may show messages like “Record 3 of 20” or “Ready” to indicate the current state. 
	Explain: 
	●​The Title Bar helps the user know which database is open and provides window control options. 
	●​The Status Bar helps the user track progress and get information about the current action, making navigation and data entry easier and more efficient. 
	🌟 Q.15: Describe the Database Window in Microsoft Access 
	❖ Answer: 
	1. Definition: 
	●​The Database Window in MS-Access is a window that organizes and displays all objects of a database in one place. 
	2. Purpose: 
	●​It allows users to view, access, and manage database objects such as Tables, Queries, Forms, Reports, Macros, and Modules efficiently. 
	3. Components: 
	●​Tables: Store raw data in rows (records) and columns (fields). 
	●​Queries: Extract specific information from tables based on criteria. 
	●​Forms: Provide a user-friendly interface to enter, edit, and view data. 
	●​Reports: Present data in a formatted way for printing or analysis. 
	●​Macros: Automate repetitive tasks. 
	●​Modules: Store VBA code to perform advanced operations. 
	Features: 
	●​The left side has buttons for each type of object, allowing quick navigation. 
	●​The window displays all objects in the selected category, making it easy to manage multiple tables, queries, and reports. 
	●​Advanced users can use it to create macros and modules for automating tasks or writing database applications. 
	Example: 
	●​In a Student Database, the Database Window shows tables like Students and Marks, queries like TopScorers, forms like StudentEntryForm, and reports like StudentReport. 
	●​Clicking on any object in the window opens it for editing or viewing. 
	Explain: 
	👉 The Database Window is the central hub of Microsoft Access, providing an organized view of all database objects and simplifying database management, navigation, and application development. 
	Note: 


