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

Forms
Multiple Sub-forms
A sub-form is just a form imbedded into another form. The sub-form is usually a tabular form.

A sub form can be created with the wizard at the time of creating the main form, but only one
sub-form can be created using this method.
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Master/Child Relationship b b

In order for the sub-form to display the correct data,
there has to be a relationship between the main form and the sub-form.

To link the Child Field from the sub- 51" Subform/Subreport: sbfAttendance &J
form to the Master Flgld from the main sbfAttendance E
form open the properties of the sub-
form and fill in the field names. | Format| Data | Event | Other | Al |
Source Object . ............ sbfAttendance
Link Child Fields . . . ........ PeopleCode
Link Master Fields . .. ....... PeopleCode
Enabled................. Yes
locked . . ........ .t Mol =
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Dlookup Function
DLookup(expr, domain, criteria)

exp = what should show
domain = where to get it
criteria = what should match

Use the text box tool to create an unbound control field. ﬂl]l
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Go into the control’s properties, select the Data, Control Source. Click on
the button with the ellipse to build the function.

The Expression Builder will appear

Choose the function from the list of “Built-In Functions”
=DLookUp("[tbIClasses]![ClassName]","tbIClasses","[tbIClasses]![ClassCode]=form![ClassCode]")

Looks up the class name from the
class table where the class code in the
class table matches the class code in
the current form.

Note:

The exp and the criteria, field and form
names are in square brackets.

The domain is not in square brackets.
Each of the three sections is
surrounded by quotes.

The current form is designated by form!
before the field needed for the match.
Do not use spaces in a function unless
it is part of a table/field name.

Several fields can be combined to
display as one by combining them
using an & between them. Be sure to
put any text in quotes.

Expression Builder
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=DLookUp("[tbIClasses]![ClassName]","thIClasses","[tblClasses]!

[CIassCUde]szrm![CIassCUde]"E
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DMin(expr, domain, criteria)

=DLookUp("[tbIClasses]![ClassName]","tbIClasses","[tbIClasses]![ClassCode]=form![ClassCod

e &n-"&

DLookUp("[tbIClasses]![Credits]","tblClasses","[tblClasses]![ClassCode]=form![ClassCode]") &

" credits"

This control displays the class name, a dash, and the number of credits with the word credit

after the credit value.

Class Code  |AA01

» | Arboriculture safety - 220 credits
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Display Totals from a Subform

- | ' ' & ' 2 ' L
To display a total from a subform, use the |[# Form Header
sum function in the subform’s footer to ﬁefiff?l 4 Text Box: CreditTotal S5
etal
calculate the total. Credis | CreditTota
:Sum(f|6|d) J ¥ Form Footerd |1 T ot | Event | other | Al
Ty = CreditTotal : -
Under the properties for the control, name N control Source 1111 =sum(leredis) =
the Control . Decimal Places. . .......... Auto
) InputMask .. .............
DefaultValue . . ...........
IMEHold . ................ Mo
. . IMEMode .. ...ovveeeeennn Mo Control
On the main form, build a bound control that IE Sentence Mode ... - None
pulls the total from the subform. ' Valdton Tos L
) Status Bar Text............ il
=[name of subform]![name of total field]
| L ............ A Text Box: Texi6 = &3 - Credits Eamed g
lf““'d‘ts Earmed o shfCredits|Credit Total n | | Texts [~]
i = - Format| Data Event | Other All
Control Source . . ..o en . =sbfCredits! CreditT otal
InputMask . .............. -
Default Value ... .......... | I [-]

Filter Lookup . ..o vv v nas Database Default
SmartTags..............

Form Footer -invisible
To make the Form Footer invisible, in the design mode of the form, right click on the form
footer and select properties.

On the Format tab, make Visible = NO.

Locking and Disabling a Bound Control
If the user is not to change the data in a
bound control, the control can be locked.
When a control is locked, the user can still

i Text Box: Animal
Format ~ [ata |Event I Cther I &l I

i ] . Conkrol Source .. L Anirnal

click into the control, but will not be able to Input Mask . . .. ...

change the data. If the user should be Default Yalue . .. ...

restricted from even clicking on the control, :::E:EE; ?:L‘i ''''''''''

Enable should be set to “No”. Enabled .. ........ Yes

. Locked . o000 -

Locking a Bound Control Fiter Lookup - .

In the properties of the bound control, choose il

Data, Locked.

Disabling a Bound Control

In the properties of the bound control, choose Enable, No.
Note: If a control is set to Locked = Yes and Enable = Yes, the control will be grayed out.
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Reports
Class registration by State

Grouping and Sorting
The data on a report can be grouped by one or more
fields. ie by State, or by City and State

Using the Wizard

By using the Report Wizard, adding multiple tables or
gueries will allow the wizard to create the groups.

Adding a Grouping (A Print Preview -
After the report is created, to add a group or change a sort, in the £ Layout Preview
design mode right click on the square in the upper left hand corner of Build Event... I
the report. Select Sorting and Grouping off - TER—— ——1
the pop up menu. [E: Sorting and Grouping Li_E-J
Field/Expression | Sort Order | a
i2k| State Ascending [=] =
In the dialog box that opens, add/remove i |tblPeople_PeopleCode Ascending
. ClassMame Ascending
grouping, and change the sort order. Group I cradite Asrandinn -
Headers and Group footers can be turned on Group Properties
and off. Group Header Yes Select
Group Footer Yes ascending
Group On Each Value or
Other options are the Keep Together feature ELERD L Lesraidly
. . Keep Together No sort order.
which does not allow breaks in grouped data

if it will fit on one page.

Calculations
USIng the leard What sort order and summary information do you want for detail records? Typeac
When using the Report Wizard to create a S
report with groupings, if there is a field that ! oo o] [Comaira ]
can be calculated, a button will appear in : froe =l
the wizard allowing basic functions. ) 7
These calculations are for the group and e e
show up in a Group Footer. | = BB D | s

Adding a Calculation Control

A calculation can be added to a report by using the
text control.

Create the Text Control then key in the calculation or
use the Builder to create the calculation. Be sure to
start the calculation with an equal sign and put field
names in square brackets.
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Trim Function

The Trim Function removes excess spaces in fields.

The Label Wizard automatically creates the Trip Function, — ZTimiCiy]&" " & [State] & " & [Zip]

Sub-reports

A sub-report is just a report imbedded into another report. It is not the same as Grouping, but

|=Trim({[Title] & " " & [FirstName] & " " & [MiddleNg: :
. |Address I

does allow unrelated information to be placed on the same report.
Drag and Drop Method of adding a Sub-report

Create the report to be added, and then close the report.

Open the main report in the design mode.

Restore down the Main report so the list of reports can be seen.

Drag the sub-report onto the main report.
Page Breaks

To place Page Breaks into a report, use the Page Break tool off

the tool bar. Place the Page Break in a footer.

Can Grow Controls

A control can be made to appear only when needed by
making sure that the field properties have the Can
Grow set to “yes”, then resizing the control to as small

as possible.

Changing Report Source
Once a report has been created the Record
Source can be changed easily as long as all
the field names are the same.

To change the Record Source, open the
properties of the Report. On the Data tab,
change the Record Source to the new source.

Note: to save time in making new reports,
take existing reports, copy the report, change
the Record Source and Groupings.

1 Text Box: Text3 Lﬁ
Text3 3
Format | pata | Event | Other | Al |
Format.................. -
Decimal Places . ........... ] =
Visible ... Yes
Hide Duplicates . . .. ........ No
CanGrow . . . .ovvueenannnn Yes
| Can Shrink I} ............. Yes
left. .o 1"
TOP . oo i 0.5 el
AP A =
' Report &J

Report [~

Format| Data | Event | Other | Al |

Record Source ... ... ... qryPeopleSeminarDays

Filter v oo vve h .......

Filteron......... ..ot No

OrderBy .........ocvuunn.

OrderByOn.............. Ho




