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Using Forms
 Use the Form button to automatically create simple 

forms

 Forms open in Layout View; add records in Form 
View



Using Forms
 Enter data 
 Navigate through records

First record

Back one Last record

Forward one

New record



Using Forms
 Delete records with forms

 Navigate to the form before deleting it

 Edit records with forms
 Navigate to the form before editing it

 Print forms



Using Forms
 The Form Wizard

 Guides you through the process of creating a form



Using Reports
 Preview and print reports
 Complex reports include

 Calculated fields that can sum values in number fields
 Grouping levels that organizes data into logical levels 



Managing Objects
 Copy objects to:

 Same database
 Different database
 Another application

 Delete objects

 Rename objects
 If you rename the 

underlying table for an 
object, Access will not be 
able to open that object

Deleting objects is permanent! 
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