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MS Access: Forms and Reports
Lesson Notes
Author: Pamela Schmidt

Forms
Forms allow a graphical interface for the user to enter and E o
change data. A form can be attached to a table or a query. A Farms

form can be designed to automate some of the data entry and
allow fields to be validated.

Creating a Form using the Wizard

On the Form tab click on the “New” button. o
=8| Mew

New Form HE

.
ot
AR

e e

e

In the New Form dialog box, choose Form Wizard.

SutoFormn: Colurnnar
&utoFormn: Tabuolar

AukoForm: Datasheet
This wizard automatically rorarm: Lakashee

Chatt Wizard
creates vour form, based on ) : hoose the table or query where
the fields vou select, PivetTable Wizard the object's data comes from: | j
qryInvoices
gryCiwners
Switchboard Items
tblanimals
thiCwners
e
Which Fields do wou want on your Form? isi
‘fou can chaase from more than one table ar guery, Choose the table or query to attach the
form.
Tables/Queries .
[Table: tGmers ] Choose th_e fields to be placed on the
o , form. All fields do not need to be on
Available Figlds: Selected Fields:
_ each form.
First Mame
City

State
Zipcode
Telephone Mumber

Moves the field selected on the left to the list on the right.
Moves all the fields from the list on the |eft to the list on the right.

Mowves the field selected on the right back to the list on the |eft.
Mowves all the fields from the list on the right back to the list on the left.
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After clicking the next button, a dialog box will
display showing the choices of the initial layout of
the form. Choose one that is closest to the
desired look. The form can be changed in the
design layout mode.

Columnar will show one record per screen.
Tabular will show several records per screen.
Datasheet looks like a table layout.

Justified looks similar to columnar, but the fields
are fixed length. (this layout does not have as
much flexibility as the others.)

The next dialog box displays the choice of
formatting for the form.

In the next dialog box, choose a nhame for the form.

The form name can be changed later if desired.

When the finish button is selected, the system will
generate the form.

The form may be used as is, or modified.

B frmOwners _ O]

4 Firzt M ame IM—
Last Mame |Little
Street Address |32 Gardina Circle
City |"-.-fa Beach
State IW
£ipcode IW
Telephone Mumber Im

Record: 14 4 | I—l e |w#] of

Form Wizard

What lavout waould vou like Far vour Form?

" Datasheet

£ Justified

< Back. I Mext = I

Canicel |

Finish |

What style would you like?

Label [Data

Blends
Blueprint
Expedition
Industrial
International

Ricepaper

]
]
[ 1 Surni Painting

Cancel | < Back I Mext = I Einish |

| Whet title do wou want Far your Form?

[frmoOwiners

That's all the infarmation the wizard needs to create your
Firmn,

Do you wank bo open the Form or modify the form's design?

%" ‘Open the form ko view or enter information.

€ Modify the Form's desian,

™ Display Help on working with the Form?

[dExt = | Einish I

Cancel < Back
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Modify a Form
To modify the form, change to the design mode. l E

HE frmOwners : Form =] E3

Cl

# Form Header

||| ¥ Detail
.............................................. [Eecoos

|| Fitst Mgt | [First Name
..................................... Jronons

BT | [Last Mame

i ||Street Address

J # Form Footer

Controls
A form consists of controls. Anything that is placed on a form is a control.

Unbound Control

An unbound control is any static text (does not change) that is placed on a form. i.e.
Labels, headings, etc.

Bound Control
A control that pulls information from another source such as a field in a table or query.

Moving Controls

To move a control, click and drag the control. A hand will appear. If the hand shows five
fingers, a bound control and its attached unbound control will move together.

If the hand is pointing, it will only move the one control (either bound or unbound).

Click on one of the handles and
drag.
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Formatting a Control
The text in labels can be changed. Do not change the name of fields in bound controls.

Any control can be formatted to change the font, order, and background of a control.
The formatting toolbar can be used to change the formatting of a control.

+ Formatting {(Form,/Report) ]
M3 Sans Serif - | & - B F 1 |

il
1]
M
7

FirskMarne -

Note: The format of a control can not be changed unless the whole control is selected. The
handles will display when the control is

selected. Fisthame i Briansng [

Format Painter
Use the Format Painter tool to copy the formatting of one control to another control.

Format Painter tool on the toolbar (looks like a paintbrush)

Click on desired control

Click on the Format Painter tool '@
Go to the destination control and click

Hint: double clicking on the Format Painter tool will allow the formatting to be copied to several
controls.

Changing Tab Order
Moving controls does not change the tab order. To change the tab order, right click on the
ruler. From the menu that appears, choose

“tab order”. Tab Order |

Section—————  Cuskom Crder:
The dialog box that appears will allow the tab € Form Header i
order of the controls to be re-ordered. (+ Dekai | Streetaddress

~ [ city

Form Fooker |tate
The “auto order” button will reorder the tabs for = click to select a row, or | ZPcde
|| TelephoneMurnber

each control from left to right. click and drag to select
mulkiple rows, Drag

selected rowis) to move
them ko desired tab
The tab order for each control can be moved arder.

individually.
Ok, I Cancel Auto Order

To change the tab order of a control, click on
the gray square to the left of the control name.

Grab the dark gray square that appears and drag to desired position.
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Remove from Tab Order
To remove a control from the tab order,

in the design mode of the form, click on ~ ENERESEEULIE x]
the control with the right mouse button. Fr:'”“f't | pata | Event OtLhertN| Al
. AME v v astMame
SeleCt propertles' Skatus Bar Texk o000 000 Last Mame of owner
On the “Other” tab, change the “Tab Enter Key Behavior . . . . . . . Default
Stop” to “NO”. Allow AutoCorrect . ... Yes
Werbical . oo Mo
ButoTab ., o0 Mo
TabStop. ............. es]| |
TabImdes .. ... 1
Shorkcut Menu Bar . ... . ..
ConkralTip Texk 0000w
Help ContextId. ..... ... 0
Tag . v v v

Command Buttons
Command buttons can be added to forms to do commands such as “close a

form”, “find a record”, “add a record”, etc. I

To add a button using the wizard, click on the “command button” tool on the

toolbar.

Choose the location on the form to place the command button, and click the mouse.

A dialog box will appear. Command Button Wizard

Select the category and the action for the command button, ey | e febn

then SeleCt the “next” button. “ Different actions are avalable for each category.
Categories: Ackions:

Record Mavigation
Record Operations

Apply Form Filter

Edit Farm Filker
Open Faorm
Open Page
Print a Form
Print Current Form
Refresh Form Data

Report Operations
Application
Miscellaneous

Command Button Wizard

Do you want text or & picbure on the button? Cancel | =5 bEnh I et > I Einish
IF you choose Text, you can bype the kext to display, IF you
choose Picture, wou can click Browse ta find a pickure to display. . .
S In the dialog box that appears, choose a picture, or
ext:  [fdoseForm K « ”
& wer [EE s | type in text for the button, then select the “next
button.

™ Show All Pictures

Cancel | < Back. I Mext = I Einish |

Command Button Wizard

what do you want ta name the button?

A meaningful name will help you ta refer ko the button later.

In the dialog box that appears, enter a name for the
button.

Note: if the wizard does not start, be sure the wizard
button in depressed, then start the procedure over.

+
s

e,

[Cormmand14cioseForm

That's all the infarmation the wizard needs to create your
command button,

Il Display Help on customizing the button,

Cancel < Back WERE > | Finish I
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Reports

Reports allow the information to be displayed or printed in an organized manner.
Creating a Report using the Wizard %h Mt
On the Report tab, click on the “New” button. -

In the New Report dialog box, choose Report
Wizard. New Report

Design Yiew

| \ AutoReport: Columnar
AutoReport: Tabular
Chart Wizard
This wizard autarnatically Label Wizard

creates wour report, based
on khe Fields vou select.

Choose the table or query where j
the object's daka comes From:

Report Wizard (0] 4 I Cancel |

which Fields da yvou wank on wour repart?

§§ v | Yau can choose from more than one table aor query. In the neXt d|a|0g bOX, Choose the

fields to be placed on the report.

Tables/Queries

|Tab|e: tblCwners |

Available Fields: Selected Fields:

First Mame

Ciky
g::;-foede il
Telephaone Murber ;I
== | Moves the field selected on the left to the list on the right.

Mowves all the fields from the list on the left to the list on the right.

Moves the field selected on the right back to the list on the |eft.
Mowves all the fields from the list on the right back to the list on the |eft.

In the next dialog box, choose a grouping level if = bovaiwanttaaidany orasina |th
desired. |

First Mame, Last Mame, Street Address,

Skate, Zipcode, Telephone Mumber
First Mame

Last Mame

Street Address

Zipcode
Telephane Mumber

[ Lol

Priorit

=

A

Grouping Opkions ... Cancel < Back. I ext = I Einish
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In the next dialog box, choose any sorting for this S

re p 0 rt ‘what sort order do you want For detail records?

You can sark records by up ko Four figlds, in either
ascending or descending order,

1 ILastName j &l

2 IFlrst Marne - &l

Choose the summary options button to have the
report do basic calculations. (Note: this field only
shows if there is a field on which a calculation can be
done.

Report Wizard

How would vou like to lay out your report?

Cancel | < Back I [ext = I Einish |

e o n the next dialog box, choose the layout for this
= Stepped * Portrait
" Block ¢ Landscape repc)rt

| | € cutline 1 A
I HERR
O o

HEXX WHKH KHEX WHEK HRHR
HEENE NNMER MMM NMEMM KNNME
KRR MEEEE KEEME KRR REREE

Report Wizard
KRR MEEEE KEEME KRR REREE

KRR MEEEE KEEME KRR REREE - what style would ol like?
HHHRE HMHEE HNMRE MHEHR HMRHE :

KRR MEEEE KEEME KRR REREE
KRR MEEEE KEEME KRR REREE

¥ adjust the Field width so all fields Fit on
a page.

Bold
Casual
Compack
Carporate
Farmal
Soft Gray

HEXK KXKK
W R

Title

Cancel | < Back I Mext = I Finish |

Label above Detail
Corttrol from Detail

Choose a style in the next dialog box.

Report Wizard Cancel | < Back I Next = I Finish |

‘What title do wou wank For your repork?

|FrmOwners

In the following dialog box key in the name of the
report. This may be changed at a later date.

That's all the information the wizard needs to create yvour
repork,

Do you want to preview the report or modify the report's
design?

% Preview the report.

' Madify the report's design.

I Display Help on waorking with the: report?

Cancel | < Back | [Ext = | Einish I

When the finished button is selected, the system will generate
the report.
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Modify a Report

The report may be modified in the design mode. The manipulation of controls in the report
is the same as that of the forms.

= frmOwners : Report

# Page Header
 City Header

# Feport Footer

Areas of a Report

Report Header — shows only on first page of report
Page Header — shows at the top of every page

Group Header — shows at the top of each new grouping
Group Footer — shows at the bottom of each group
Page Footer — shows at the bottom of every page
Report Footer — show only on the last page of report



Menu (Switchboard)
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A menu can be created using the switchboard.

From the Tools menu choose,

(MS Access 97) Add-ins, Switchboard
Manager

(MS Access 2000) Database Utilities,
Switchboard Manager

Tools “Window Help

v Spelling... F7
AutoCaorrect, ..,
Cffice Links 3

Online Collaboration *

n::.” Relationships. ..
Analyze *

Convert Database k

Database Utilities

If this is the first switchboard for the database,
be created.

The dialog box for the
switchboard manager will
appear.

fa

Switchboard (Default)

SECUriky r Compack and Repair Database, ..
Replication r
Linked Table Manager
Starkup... i
Database Splitter
Macro k

Switchboard Manager

a message will appear asking if one should

Switchboard Manager |

Switchboard Pages:

Close

Mew, .,

Edit...

Delete

Make Default

Choose edit to add items to the switchboard, t
this list.

hen choose “new” to add the actual item to
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In the text box, enter the text to be displayed on the menu.
In the Command box, choose the appropriate action from the drop down menu.
Choose the form, report, switchboard, etc. to run.

Edit Switchboard Item

Texk: |P.-:||:I CIMnErs o
Command: Cpen Farm in Edit Mode -
= I E _I Cancel
Eorm: " j

Frodnimals

FrrnIrvoices

FraCnaners

sbfInvoicelineltems
Switchboard

Repeat the steps to add additional items to the menu.

When all items have been added to the list, choose the close button to close the edit screen.
Then close the switchboard manager.

On the forms tab, open the switchboard to see the menu.

# Main Switchboard

Drata Entry
_I Reports

_I Add Ownerz

10




