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Using Microsoft Access 4 — Forms & Reports

Forms & Reports

Forms

Although information in a database can be entered and edited directly in a table, people
often find it simpler to use a form. We use forms all the time in everyday life as a way of
recording information so forms are familiar to us. The Form design tools in Access are
very flexible and allow you to customise a form with many features to make it easy for the
user to enter/edit data. Forms can be created in a few different ways.

e Use an Auto form to create a form based on a standard layout.

e Use the Form Wizard.

e Use one of the above methods and then modify the form in Design View.

e Create a form completely from scratch using the Design View tools.
As you become more and more familiar with working with Forms in Access you may find yourself
using the latter methods more and more. To begin with though, it is best to use the Auto forms and
Form Wizards until you are more comfortable with designing forms.

Using Auto Forms

Auto forms allow you to create a form quickly based on a standard layout. In the first exercises, you
actually created an auto form when you used a form for data entry. A form was immediately created
based on a table. In addition to the standard layout you have already seen, there are several auto
form layouts to choose from and we will try out three of them in the following exercises.
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Exercise 1. Creating a Datasheet Auto Form

1. Make sure your Student List database is open (close any queries that are still open).
2. Select your STUDENTS table in the Navigation Pane to the left of the window.

All Access Objects @ «

Search... p
Tables ~

j STUDENTS

»

ueries
@ STUDENTS

parameter: student marks between t...

3. Click the Create tab on the Ribbon.

4. Click on [ElMore Forms = and then click D Datasheet

=] STUDENTS \
Student No = LastName ~ First Name = Date ofBirth ~| Address ~ Suburb = Postcode = State - Phone -
Robbins Mark 17-06-05 124 Kensington Dianella 6059 WA (08)93751234
2 Stevens Sarah 10-04-05 240 Browne Av: Yokine 6060 Wa (08) 9249 8127

3 Andrews Claire 01-11-05 322 Walter Rd Morley 6062 WA (08) 9275 4819

The end result is a form that looks and acts the same as a table. It may not seem very useful to have
a form that’s the same as a table but it can be very useful for subforms as you will see later on.
Sometimes it is handy to have a list inside a form. Since a table can’t be placed inside a form,
another form that looks like a table can be used instead.

5. Close the form.
6. When you are prompted to save the form, click Yes.

Microsoft Access M

7. Enter STUDENTS: Datasheet as the form name and click OK.
The form will be added to the bottom of the Navigation Pane.

'ﬁj test query

Forms

s8] STUDENTS: Datasheet
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Exercise 2. Creating a Tabular Auto Form

1. Make sure your Student List database is open.
2. Select your STUDENTS table in the Navigation Pane to the left of the window.

All Access Objects @ «

Search... p
Tables ~

j STUDENTS

»

ueries
@ STUDENTS

parameter: student marks between t...

3. Click the Create tab on the Ribbon.

4. Click on ['=|More Forms = and then click E Multiple Items

=S| STUDENTS
Student No  Last Name First Name Date of Birth Address
4 1| Robbins Mark 17-06-05 || 124 Kensington Ave
2 | Stevens Sarah 10-04-05 | | 240 Browne Ave
3 | Andrews Claire 01-11-05 | | 322 Walter Rd
4 | McKay Tim 02-08-05 || 54 Coode 5t

5. Close the form.
6. When you are prompted to save the form, click Yes.
7. Enter STUDENTS: Tabular as the form name and click OK.

A tabular form can be used in the same was as a table, but it can be formatted and customised a lot
more than a table. This form could be neatened up in Design View as you will see later.
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Exercise 3. Creating a Split Form

1. Make sure your Student List database is open.
2. Select your STUDENTS table in the Navigation Pane to the left of the window.

All Access Objects @ «

Search... p
Tables p3

j STUDENTS

»

ueries
@ STUDENTS

parameter: student marks between t...

3. Click the Create tab on the Ribbon.

4. Click on [ElMore Forms = and then click D Split Form

==] STUDENTS X
oottt 00105 AAAAARARf ettt

i StudentNo |1 6059

Last Mame Robbins State Wa

First Name Mark Phone (08)93751234

! Date of Birth [17-06-95 Gender Male

Address 124 Kensington Ave Mark 78

! Suburb Dianella Comment b’

--------

Student No -~ | LastName - First Name ~ Date of Birtt | Address -~ Suburb - Postcode -~ State - Phone |4

1 Robbins Mark 17-06-95 124 Kensingtor Dianella 6059 Wa (08)937512
3 Stevens Sarah 10-04-95 240 Browne Av Yokine 6060 WA (08) 9249 8=
a4 Andrews Claire 01-11-95 322 Walter Rd Morley 6062 WA (08) 92754
3 McKay Tim 02-08-95 52 Coode St Dianella 6059 Wa (08) 93755
6 Petersen Robert 28-03-95 230 Flinders St Yokine 6060 WA (08) 92437

Here was have a form which combines 2 different layouts. The top half shows one record at a time
like a regular (columnar) form layout. The bottom half shows a list of records in a Datasheet layout.
You can use either one to edit records. Any records you select in the bottom section will display in
the top section.

5. Close the form.
6. When you are prompted to save the form, click Yes.
7. Enter STUDENTS: Split View as the form name and click OK.
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Custom Forms

Using the Form Wizard and form Design View allow you to have a lot more control over how your
form looks and functions. These methods allow you to select fields from more than one table/query
as well as giving you a lot of choice about how the form will appear.

Exercise 4. Using a Form Wizard

1. Click the Create tab on the Ribbon.
2 Click [&l Form Wizard

Form Wizard
Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: STUDENTS v

Available Fields: Selected Fields:

 Student Mo
Last Name
First Name -
Diate of Birth

Address

Suburhb

Postcode

State w

Ol

Cancel Mext = Finish

In the first step of the wizard, you are asked to specify which fields will be used in the form.

Note You can select fields from more than one table. You can even select fields from Queries (including
calculated fields). In later exercises we will use this wizard to create more complex forms which
include fields from more than one table.

3. Click the == button to select all of the fields for use in the form. All of the fields will now be
listed on the right side.

4. Double-click on Student Number to move it back over to the left, since we won’t need to have
that displayed in our form.
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Student Mo Last Mame

First Name
== | |Date of Birth

Address

Suburb

Postcode
Ctato

5. Click Next to move to the next step of the wizard.

What layout would you like for your form?

@;g:rlumnar

() Tabular
O Datasheet

() Justified

6. Leave Columnar selected for the Form Layout and click Next.

The last step in the wizard asks you to specify a name for the form. When you click Finish, the form
is automatically saved with that name.

Form Wizard

What title do you want for your form?

Student Entry Form|

That's all the information the wizard needs to create your form.
Do you want to open the form or modify the form's design?

(@ Open the form to view or enter information.

() Modify the form's design.

7. Type Student Entry Form for the form title and click Finish.
8. Close the Form. There is no need to save it since it was already saved at the end of the wizard.
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Reports

Reports are used in a database to present information in a neat and organised format that is ready for
printing. When a report is opened in Access, it is opened in Print preview for this reason. Creating a
report is very similar to creating a form and like a form, can be done using any of the following
methods:

e Use an Auto report to create a form based on a standard layout.

Use the Report Wizard.

Use one of the above methods and then modify the report in Design View.
Create a report completely from scratch using the Design View tools.

Exercise 5. Creating an Auto Report !
)
1. Click the Create tab on the Ribbon. Report
. . epo
2. Click the Report icon. P
[E STUDENTS
J STU D E NTS Wednesday, 6 February 2019
: 2:10:54 PM
Student No Last Name First Name Date of Birth Address
1 || Robbins Mark 17-06-05 || 124 Kensington Ave
2 | Stevens Sarah 10-04-05 || 240 Browne Ave
3 | Andrews Claire 01-11-05 || 322 Walter Rd
4 | McKay Tim 02-08-05 || 54 Coode 5t
5 | Petersen Robert 28-03-05 || 230 Flinders St
6 | Sanders Jemma 30-05-05 || 183 Grand Prom

The buttons in the bottom right of the Window provide access to the different report views (you can
also use the view button at the start of the ribbon to see the same choices).

] @G | B &

e The first button selects the standard Report View.

e The second button shows how the report will look when printed in Print Preview.

e The last two options are both for modifying the report. The first of these, Layout View,
allows you to modify the report while the report data is displayed. This provides an easy
way to make adjustments to the report layout while having a good idea of how the changes
will affect the report.

e The last view is Design View. In design view you can’t see the report’s data as you make
changes but it is necessary for some design changes that aren’t possible with the Layout
view.

3. Close the report. When prompted, save the report as Student Report: Auto Report.

Note Reports are for displaying data. You cannot modify table data from a report.
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Exercise 6. Using a Report Wizard
1. Click the Create tab on the Ribbon.

Click | = Report Wizard

2
3. Inthe Tables/Queries list, make sure that table: STUDENTS is selected.
4

Select the fields shown below.

Report Wizard

Tables/Queries

Table: STUDENTS

Available Fields:

Which fields do you want on your report?

You can choose from more than one table or query.

e

Selected Fields:

Student No
Address
Suburb
Postcode

State
Phone

= Last Mame
First Name
== | |Date of Birth
Gender
<
=

5. Click Next when ready.

Report Wizard

Cancel FEinish

Do you want to add any grouping

levels?

Last Name

First Name
Date of Birth

Grouping Options ...

Gender

Last Name, First Name, Date of Birth, Mark

Priority

*

Cancel < Back Finish

6. The next step allows you to choose grouping levels for your report. Double click on Gender to
select that as the grouping field. This means that all of the female students will be grouped
together in the report and all the male students will be grouped together.

7. Click Next to continue

© Steve O’Neil 2018
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Report Wizard

What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order.

v Ascending

2 w Ascending

Summary Options ...

Cancel < Back Finish

This step in the wizard allows you to choose how the records in the report will be sorted. There are
also options for adding totals and subtotals to your report.

8. In the first sort box, select Last Name as shown above. You can also select additional fields for
sorting in case there are any records with the same last name.
9. Click Next to move to the next step.

Report Wizard

How would you like to lay out your report?
Layout Orientation

O Stepped @ Bortrait
(") Landscape

T i
() Qutline

Adjust the field width so all fields fit on a
page.

Cancel < Back Finish

10. Select Block for the report layout and click Next
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Report Wizard

What title do you want for your report?

Students by Gender]

That's all the information the wizard needs to create your report.
Do you want to preview the report or modify the report's design?

@ Preview the report.

(O) Modify the report's design.

11. Enter Students by Gender for the report name and click Finish. The report name is also used for

the main heading in the report.
ﬁ

A Report Layout Tools group of tabs will be added to the Ribbon, with the Design tab selected.

i1 B H
! Layout View

12. Change to Layout View by clicking the icon in the bottom right corner.

Report Layout Tools

Arrange Format Page Setup

13. Click one of the birth dates in the Date of Birth field. All the dates of birth will be selected.
14. Hold down the [Shift] key and click the Date of Birth heading so that will be selected also.
15. Drag the Dates of Birth to the left slightly so that the fields are more evenly spaced.

First Name Date o’r],.Bi-'tﬂ Mark
ok

Claire Dl-i&-DS 58

Laura 09-07-04 A8

Jemma 30-05-05 91

Larissa 12-08-05 23

1] @ B ML

16. Change to Design View § Design View
We will use the Design View to add an average for the Marks field.

¥ Report Footer o
17. Move your mouse to the bottom edge of Report Footer. _I_
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18. Drag downward until you have an area large enough to add a text box.

¥ Report Footer

N
+

19. Find the Controls group in the Ribbon (in the Design Tab).

-
!e Tools Design Arrange Format Page Setup Q

D

Controls

20. Click the Text Box icon. abl
21. Click in the Report Footer to place a Textbox. Leave some room to the left of where you click.

¥ Report Footer

=t
fabl
A label will be placed to the left of the textbox.
¥ Report Footer
TTe}-{tjrB ‘ |-Unbound

A Label will only display static text on a form or a report. A Text Box will display dynamic text
based on field data or calculations. All of the field data in the report Detail section are displayed
using Text boxes, while the headings are displayed using labels.

# Detail
|Gender | ||Last Mame First Mame

22. Edit the Label and Textbox in the Report Footer and move/resize them to the right side so that
they appear as follows.

| ' I | I:"Pag:e " g [IPage] & " of z & [Palges]|

| | | Tﬂa'-_-e-'ege “e-'<| -:Avgl[[Mark]]l

The formula in the text box is much like a formula in Excel. It will average whatever is referred to
inside the brackets. Since we are referring to a Field, it must be surrounded by square brackets.
Using both types of brackets may be a little confusing but it is necessary.

Note You will noticed that if you move the textbox, the label will move with it as they are linked to each
other. When they are selected, a large dot will appear in the top left corner B! —
of each one. You can drag this dot to move one of them individually. =.ﬂ«1:fg:[ME.:rk]j

23. Switch back to Print Preview to view the average.

£B-U3-UD o3
17-06-05 78
Average mark 68.25

24. Close and save changes to the report.
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Exercise 7. Creating a Report from a Query
1. Click the Create tab on the Ribbon.
2. Click _«J\ Report Wizard

3. From the Tables/Queries list, select Query: parameter: students by suburb.

Tables/Queries

Query: parameter: students by suburb w

Available Fields: Selected Fields:
Last Name
First Name
Address

Suburb
Postcode

-

4. Click the >> button to select all of the fields and click Next.
5. Click Next again to skip the grouping options.

What sort order do you want for your records?

You can sort records by up to four fields, in either
ascending or descending order.

1 |Last Name w Ascending

PR irst Name w Ascending

3 w Ascending

6. Choose to sort by Last name and First name as shown and click Next.
7. Leave the report layout as Tabular and click Next.
8. For the name of the report, enter Students by Suburb and click Finish.

Because the report is based on a parameter query, the parameter criteria prompt will appear.

Enter Parameter Value ? =

Enter a suburhb

oK Cancel

9. Enter Morley as the suburb and click OK to see the report.
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Students by Suburb

Last Name First Name Address Suburb Pos
Andrews Claire 322 Walter Rd Morley 606
Chang Paul 89 Wellington Rd Morley 606
Davies Laura 14 Halvorsen Rd Morley 606

10. Switch to Design View. SR

The Report Header section contains a label with the text Students by Suburb. We will change this
in to a textbox that shows the name of the suburb being displayed in the report results.

11. Click the Students by Suburb label to select it.

¥ Report Header

_.Stq;ded;ts Q‘y S‘;Jbu}rb l

12. Right click the Label. Select Change To and then select Text Box.
Er==— —
Stqdedts l:fy S‘Jbu|rb ‘ ‘
| | | | | Build Event...

¥ page Header

|Le.i5t Na"}e i i "IE Change To » ITgxt Bolx
& !I I I I I *

e A Tah Ardar

When the label changes to a textbox, its contents will change to Unbound, which just means that we
haven’t specified what will appear in the textbox yet.

13. In the textbox enter the following
="Student Listing for " & [Suburb]
This is a formula that will take the text inside the quotation marks (including the space after the

word for) and then the & character will join it to the contents of the Suburb Field (since we are using

the query to only show the results for one suburb.

14. Re-size the text box to make it wide enough to fit the title (this may be easier in layout view
where you can see how big it needs to be).

15. Change to one of the other views and you will be prompted again for a suburb.

16. Enter Morley for the suburb again.
17. The modified report header should now include the suburb as shown below.

Student Listing for Morley

Last Name First Name Address Suburb Pos
Andrews Claire 322 Walter Rd Morley 606
Chang Paul 89 Wellington Rd Morley 606
Davies Laura 14 Halvorsen Rd Morley 606

18. In Layout View change any other parts of the Report that need re-sizing (such as Post Code).
19. Save and close the Report. Re-open the report and test it with a different suburb (such as
Dianella or yokine)
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