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MS Access 2007: Forms and Reports
Lesson Notes
Author: Pamela Schmidt

Forms

Forms allow a graphical interface for the user to enter and change data. A form can be

attached to a table or a query. A 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 Create Ribbonc | i c k Monr & hFeorims ¢ t ool

Create Form Wizard
'l'" PivotChart Which fields do you want on your form?
j (1) d
g - E You can choose from more than one table or query.
j Blank Form =
Form  Split Multiple _ Form bes/Oueries
Form  Items 2 More Forms Design fovleda 1
Table: thiowners E| |
Forms
Available Fields: Selected Fields:
PhoneNumber
City FirstName
Choose the table or query to attach the form. | [se-
. p
Choose the fields to be placed on the form. All ownerEmall
fields do not need to be on each form.

t| 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.

LI Moves the field selected on the right back to the list on the left.
== | Moves all the fields from the list on the right back to the list on the left.

As you click the fANexto button, the wizard wil
you can choose the layout for the form, the desired look, and assign a name to the form.
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Changing Views

From the Home ribbon use the View tookteitch between the Form View, Layout

View, and Design View. j “=) 0 & Cut
<3 Copy
9] ["view ||| Paste 7 Form
r N -

lay

—| Form View

The buttons in the bottom right hand corner of the window toggle the window betwe n Layout View

the three views: Form, Layout, and Design. L |

} L}é Design View

IEEIES
Modify a Form

To modify the form, change to the design view.

ZZZI .......
I

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.
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Adjusting Controls
ungroup
In the Layout view, select the group then use the Remove tool on the Arrange ribbon.

=] frmOwners |

\_ “ﬂ__l_‘l
frmOwners =
B Femove
4 e 55144440444444444444444444444 444845

PhoneNumber (214) 221-9975

FirstName Tia

LastName Carrere

EStreetAddress 7069 Fall River Drive

City Dallas

State tx

Postal Code 75228-

OwnerEmail

Moving Controls
To move a control, click and drag the control.
Layout View: the controls move separately.

Design View: A bound control and its attached unbound control will move together. To
move just one control, use the square in the left hand corner of the control.

Resizing Controls
To resize the control, click on the control.
When the mouse is taken over the edge of the control, the resizing pointer

will appear. Click and drag to resize the control. —_—
Design View: Use the handles to resize. —h
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Changing Text in Label Controls
The text in labels can be changed. Do not change the name of fields in bound controls.

To change the text in a label, double click on the control.

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

Format

' E:!'é_él J_J £ Title = Line Thickness * Ejd]

Tahoma -11 -

b s
X0

Add Existing

4 Conditional ||| ¢ s, 58 1 398 Logo

B I U - . o .
4 159 Date and Time & Line Color

Fields
Font Formatting Gridlines Controls AutoFormat

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

another control. _‘:;
Format Painter tool on the ribbon (looks like a paintbrush)

Click on desired control
Click on the Format Painter tool
Go to the destination control and click L

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

Changing Tab Order

Moving controls does not change the tab order. To change the tab
order, right click on the ruler.

order

The dialog box that appears will allow the tab order of the controls to be

re-ordered.

0.
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Form View

e (el

Layout View

Design View
PaPsre-taiely S

FIvatlable View

From the menu that}

]

otlhart View

N

Build Event...
Tab Order...

i

Tab Order

Properties

@

R

Section:

Form Header
Detail
Form Footer

Click to select a row, or
click and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.

Custom Order:

PhoneNumber
FirstName
LastName
StreetAddress
City

State

Zip
OwnerEmail

The nauto ordero
control from left to right.

The tab order for each control can be moved
individually.

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.

ok ||

Cancel ] l Auto Order

Remove from Tab Order

To remove a control from the tab order, in the design mode of the form, click on the control

with the right mouse button.

Select properties.

On t h
ANOO.

e NOthero

butt oach wi

tab, chaWg® 4 %He ATab Stopo t
OwnerEmail
|Format| Data | Event ‘ Other | Aall ‘
Marme OwnerEmail -
Datasheet Caption =
Enter Key Behavior Default B
CaontrolTip Text
Tab Index 7
Tab Stop No [+
Status Bar Text
Shartcut Menu Bar
Help Context Id 0
Auto Tab Mo
Vertical Mo
Allow AutoCarrect Yes
IME Hold Mo
IME Mode Mo Contral
IME Sentence Mode Mone -

0
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Command Buttons

Commandbutt ons can be added to forms to dclEe'omman

f or mo, ifind a recordo, fadd a recordo, et c.

: . . ~ [Button
To add a button using the wizard, clickonthe A command bthet ondo t ool or

Design ribbon.

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

A d|alog bOX Wl" appear' Different actions are available for each category.
Select the category and the action for the i i

- T
Command Button Wizard

‘What action do you want to happen when the button is pressed?

Apply Form_Filter

Record Navigation

command button, then s Rco@0perations tor
Form Operations Open Form
Report Operations Print a Form
Application Print Current Form
Miscellaneous Refresh Form Data
. T
Command Button Wizard
Do you want text or a picture on the button?
< Back Next > I l Finish
If you choose Text, you can type the text to display. I you choose
Picture, you can click Browse to find a picture to display.
O Text: Close Form
i o Edit Filter -
@ Ficture: Envelope (E-mail) —, Browse...
Exclamation Point (Run) lil
Exit
[V]iShow All Pictures In the dialog box that appears, choose a
picture, or type in text for the button, then
o | [ <wo | we> | [ me || Sel ect the.finexto buttol
Command Button Wizard - .

What do you want to name the button?

A meaningful name will help you to refer to the button later.

Command19Close

That's all the infarmation the wizard needs to create your
command button. Note: This wizard creates embedded macros
that cannot run or be edited in Access 2003 and earlier versions.

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

. Coms ) [oma |

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

Reports allow the information to be displayed or printed in an

organized manner.

Creating a Report using the Wizard

On the Create ribbon, click on the Report Wizard button.

=] = Labels

[rrrrrr

Report

Reports

£ | Blank Report
EQ\ Report Wizard

pi=

Report
Design

Report Wizard

In the next dialog box, choose the fields to
be placed on the report.

City
State
Zip

OwnereEmail

In the next dialog box, choose a grouping level if
desired.

In the next dialog box, choose any sorting for this
report.

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.

Tables/Queries

Table: thlOwners

Available Fields:

[=]

Selected Fields:

Which fields do you want on your report?

You can choose from more than one table or query.

PhoneNumber

Firsthame

||

Finish

Report Wizard

Do you want to add any grouping
levels?

PhoneNumber

Firstiame
LastName
StreetAddress

BE]

City

StreetAddress, State, Zip

PhoneNumber, FirstName, LastName,

e [ <o [mets_] |
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