LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

XPORTING RECORDS TO MICROSOFT EXCEL

fields from an Access database into columns and
converts Access records into rows. This enables
easy export of the data to an Excel workbook.

Microsoft Excel comes from the same suite of
products as Microsoft Access, so exporting
records is easy and relatively effortless. The
built-in Export Wizard automatically converts

Try This Yourself:

Before starting this
exercise you MUST open
the file Exporting
Records_1.accadb...

Open
File

1 In the Navigation pane,
double-click on the table
Employees =
Administration to open it

Click on the External

2 Data tab, then click on
Excel in the Export group
to display the Export
Wizard

Here you can specify a
destination File name and
location. ..

Click on [Browse], then
3 locate and double-click on
the course files folder

We will apply the file
name that appears by
default...

Click on [Save], then click
on [OK] to perform the
export and display the
Save Export Steps
option in the wizard

Ensure that Save export

5 steps appears without a
tick, then click on [Close]
to return to the table

Close the table

Export - Excel Spreadsheet ? X
Select the destination for the data you want to export 4
Specify the destination file name and format.
File name: | co\Users\CaraH\Documents\Employees - Administration.xlsx Browse...
File formak: | Excel Workbook [*adsx) ~

Specify export options.

D Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected recards, This option is only available when you export formatted data and
have records selected.

Export - Excel Spreadshest ? *
Save Export Steps &
Successfully exported "Employees - Administration’.
Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard,
[ isave export steps:

For Your Reference...
To export records to Microsoft Excel:
1. Open the table to export

2. Onthe External Data tab, click on Excel in

the Export group
3. Complete the steps in the wizard
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Handy to Know...

e The Save Export Steps options of the
Export Wizard allows you to save any
export settings you may have used. This is
handy if you need to perform the same
operation on a routine basis. If you only do
the export as a one-off operation, there is
probably no need to retain the steps.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

EXPORTING RECORDS TO A TEXT FILE

Text files are the mainstay of data exporting and
importing. Virtually every application that has
data will have a way of importing and exporting

Access records to an application that doesn’t
appear in the export options, you can simply export

text file formats. So, if you intend to export

it as text and then import it into the destination
application.

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file Exporting
Records_1.accdb...

Same
File

Open the Employees — Sales
table

Click on the External Data
tab, then click on Text File in
the Export group to display
the Export Wizard

Exporting to text requires a few
extra steps...

N =

3 Click on [Browse], locate and

select the course files folder,

then click on [Save] to set the
destination and click on [OK]

Ensure that Delimited is

4‘ selected, then click on [Next]
to specify the delimiter
character

Ensure that Comma is
5 selected as the delimiter, then
click on [Next]

We'll use the
filename...

suggested

Click on [Finish] to display the
Save Export Steps option in
the wizard

Ensure that Save export
7 steps appears without a tick,
then click on [Close]

Close the table

53] Export Text Wizard *

This wizard allows you to spedify details on how Microsoft Access should export your data.
Which export format would you like?

(@ Delimited - Characters such as comma or tab separate each field
(_)Fixed Width - Fields are aligned in columns with spaces between each field

Sample export format:

"119", "Antony", "De Rozario","Sales & Marketing","63010",2/12/2010 0:00:00,15/8/1968 O
"120", "Belinda", "Hoore", "Sales & Marketing™,"63034",3/1/2009% 0:00:00,4/12/1982 0:00:0
124", "Emily™, "Hansdon", "Sales & Marketing","63018",9/12/2010 0:00:00,25/5/1964 0:00:
"125", "Hanna", "Goldblum”, "Sales & Marketing”,"63002",6/11/2010 0:00:00,8/7/1962 0:00:
M12&", "Ian™, "Lyona", "Sales & Marketing™,"6£3001",9/10/2010 0:00:00,6/9/1974 0:00:00,1,4
"1277, "John", "Georges”, "Sales & Marketing”,"63026",16/12/2010 0:00:00,18/11/1948 0:00
128", "Keith", "Hanbery", "Sales & Marketing™, "63019",9/12/2010 0:00:00,9/2/1952 0:00:0
"129", "Lisa", "Afonczenko™, "Sales & Marketing™,"63027",16/12/2010 0:00:00,10/10/1980 0
"130"™, "Melissa", "Scauche", "Sales & Marketing™,"6€3025",10/12/2010 0:00:00,23/4/1985 0:
"131", "Milena", "Awad", "Sales & Marketing","63007",27/11/2010 0:00:00,12/8/1985 0:00:0
132", "Norman", "McCaige"”, "Sales & Marketing™,"63013",2/12/2010 0:00:00,6/12/1962p0:00
M1337, "Ron", "Tayley", "Sales & Marketing","63028",16/12/2010 0:00:00,14/7/1965 0:0¥:00
13["134", "Syed”, "Ali", "Sales & Marketing","63014",2/12/2010 0:00:00,28/11/1874 0:00:00,1
14['135", "Todd", "Dannam", "Sales & Marketing","63020",9/12/2010 0:00:00,25/11/1945 0:00:00 »
< >

>

Adanced... Cancel “Fo Firish
[=2] Export Text Wizard e

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:

(OIsb () Semicolon @ Comma™ ! () Space () Qther:

[[]Include Field Names on First Row Text Qualifier: " v

119", "Antony”, "De Rozario","Sales & Marketing™,"63010",2/12/2010 0:00:00,15/8/1968 0:00|
m120", "Belinda", "Moore", "Sales & Marketing","£3034",3/1/2009 0:00:00,4/12/1982 0:00:00,1
124", "Emily", "Hansdon", "Sales & Marketing™,"63018",8/12/2010 0:00:00,25/5/1964 0:00:00,
"125", "Hanna", "Goldblum”, "Sales & Marketing”, "63002",6/11/2010 0:00:00,8/7/1962 0:00:00,
126", "Tan™, "Lyona", "Sales & Marketing™,"63001",9/10/2010 0:00:00,6/9/1974 0:00:00,1,40,
1277, "John", "Georges”, "Sales & Marketing”,"63026",16/12/2010 0:00:00,18/11/1948 0:00:00
128", "Keith", "Hanbery"”, "Sales & Marketing™,"63019",9/12/2010 0:00:00,9/2/1952 0:00:00,0|
mi29m, "Lisa"™, "Afonczenko™, "Sales & Marketing", "€3027",16/12/2010 0:00:00,10/10/1980 0:00|
130", "Meli=sa", "Scauche™, "Sales & Marketing","63025",10/12/2010 0:00:00,23/4/1985 0:00:
"131", "Milena", "Awad", "Sales & Marketing","63007",27/11/2010 0:00:00,12/8/1985 0:00:00,1]
132", "Norman", "McCaige™, "Sales & Marketing","€3013",2/12/2010 0:00:00,6/12/1862 0:00:00
133", "Ron™, "Tayley", "Sales & Marketing","63028",16/12/2010 0:00:00,14/7/1965 0:00:00,1,
134", "Syed", "Ali","Sales & Marketing","63014",2/12/2010 0:00:00,28/11/1974 0:00:00,1,40|
"135", "Todd", "Dannan", "Sales & Marketing","63020",9/12/2010 0:00:00,25/11/1945 0:00:00,0| w
< >

>

Adyanced... Cancel <Back

(4

For Your Reference...
To export records to a text file format.
1. Open the table to export

2. Onthe External Data tab, click on Text File

in the Export group
3. Complete the steps in the wizard
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Handy to Know...

e There are two types of text files. One type
has the data delimited (enclosed) with
quotation marks and separated by commas.
The other type is where the data is fixed
length. The delimited type, while it sounds
more complex, is the one most supported by
other applications.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

IMPORTING FROM MICROSOFT EXCEL

Importing data from Microsoft Excel is a many of the different nuances in Excel data. The
straightforward process, but there are several Import Wizard guides you through the steps,
more steps than you might expect. This is prompting for responses about the Excel data

because Access has to take into account so

being imported.

Try This Yourself:

Before starting this exercise
you MUST open the file
Importing Records_2.accdb...

Open
File

1 Click on the External Data tab,
then click on Excel in the
Import & Link group to start

the Get External Data wizard

Click on [Browse] to display
the File Open dialog box, then
locate and open the course files
folder

N

Click on Employees -
Import.xisx, then click on
[Open]

Click on Append a copy of the
records to the table and
ensure that Employees is the
selected table

Click on [OK] to display the
Import Spreadsheet Wizard
screen

B

Click on [Next] to display the
column headings

Click on [Next] to display the
final screen

Click on [Finish] to display the
Save Import Steps screen,
ensure that Save import steps
appears without a tick, then
click on [Close]

RN O U

Open the Employees table to
view the imported data, then
close the table

O

Get External Data - Excel Spreadsheet ? X

Select the source and destination of the data 4

Specify the source of the definition of the objects.

Eile name: | c:\Course File for Microsoft Access 2016\Employees - Import.xdsx Browse...

Specify how and where you want to store the data in the current database.

O Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

@ Append a copy of the records to the table: | Employees ~

If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.

(4

2] Import Spreadsheet Wizard x

Microsoft Access can use your column headings as field names for your table. Does the first
row spedified contain column headings?

[EmpNo [FirstName LastName Department PhoneNo |Started DateCfBirth [FullTime Wei
1107 pugustine Millson pdministration (61022 l6/09/2007 [7/12/1378 TRUE 140 | ~
?103 pmanda Bennet pdministraction (61023 6/09/2007 [/05/1958 [RUE 120
?110 Heville Smith pdministracion (61025 6/09/2007 [7/08/1954 [RUE 120
[2 11 [fetra Henricks pdministration 61026 |6/09/2007 [3/04/1981 [RUE 140
?112 ivienne Clark pdministracion (61027 |6/09/2007 [2/11/1961 [RUE 120
?113 perry Hancock Rdministration [61028 |6/09/2007 [8/10/1975 [[RUE 1?0
Tll‘l ictor Brown pdministracion 61001 |6/09/2007 [/04/1973 [RUE 140
?115 fandra Fendall pdministracion (61002 |6/09/2007 [6/11/1378 [RUE 140
Tll'f [fharles orris pdministracion 61002 lg/09/2007 P0/12/1977 [RUE 140
5118 Lance Williams pdministraction 1005 23/09/2007 [3/05/1975 [RUE 140
Elsl Leigh Rellote pdministraction 1015 [@/12/2007 [3/09/1968 [RUE 140
12[183 ichael Chapman pdministraction (61012 2/12/2007 [7/05/1975 [RUE 140
513‘1 Watalie Iwvanson pdministracion 61006 |6/11/2007 [P4/07/1960 [RUE 140
;135 Pavlos pndronikos [Rdminiscration 61016 [g/12/2007 [31/03/1987 [RUE 120 | w

A
v

Cancel < Back Einish

For Your Reference...
To import data from Microsoft Excel:

Handy to Know...
o When importing data from Excel, Access has

1. On the External Data tab, click on Excel in to manipulate the data from a 3-dimensional

the Import & Link group

2. Choose the file to import, then click on [OK]

spreadsheet format into a 2-dimensional
database format — that is why there are quite
a few steps in the import wizard.

3. Complete the steps of the Get External Data

wizard
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

IMPORTING FROM A TEXT FILE

Since text file formats are common in the
computer world it is only logical to expect that
Access would have routines that allow you to
import from text files. When importing data from a

text file, Access needs to have specific information
about the format of the data and it will prompt you
for this information through a series of steps in the
Get External Data Wizard.

=] Import Text Wizard *

Try This Yourself:

Your data seems to be in a Delimited’ format. If itisn't, choose the format that more correctly
describes your data.

o ) C(_)ntlnl'{e using the previous file @ BEEET  Eharactars SieR 3% Comma of tab Separats vach el
5 E Wlth thIS exercise, or Open the (O Fised i ~ Fields are aligned in callimn with spaces betieen each fieid
@ file Importing Records_3.accdb...
. Sample data from file: C:\COURSEWARE CONTENT\MICROSOFT ACCESS 2016\EXERCISE FILES\EMPLOYEES - IMPORT. TXT.
1 Click on the External Data tab, [1]r11e™, "antony"”, "De Rozario","Sales & Marketing","€3010",2/12/2007 0:00:00,15/8/12968 0] A
. - . 2 ['120", "Belinda", "Moore™, "5ales & Marketing”,"63034",3/1/2008 0:00:00,4/12/1982 0:00:0
then C||Ck on Text Flle 18] the [3|"124", "Emily", "Hansdon", "Sales & Marketing","63018",9/12/2007 0:00:00,25/5/1964 0:00:
. 4 ["1257, "Hanna", "Goldblum", "Sales & Marketing","63002",6/11/2007 0:00:00,8/7/1962 0:00:
Import & Link grOUp to start the [ l"1267, "Ian", "Lyons", "Sales & Marketing","63001",9/10/2007 0:00:00,6/9/1974 0:00:00,1,
a 6 ['127", "John", "Georges", "Sales & Marketing","63026",16/12/2007 0:00:00,18/11/1948 0:00
Get EXternal Data W|Zard [7 ["122™, "Reitn", "Hanbery™, "Sales & Marketing”,"63018",9/12/2007 0:00:00,8/2/1952 0:00:0
[e|r129", "Lisa", "Afonczenko™, "Sales & Marketing","63027",16/12/2007 0:00:00,10/10/1980 0
H H 9 ["130", "Melli ", "s he™, "Sal & Marketi ", "63025",10/12/2007 0:00:00,23/4/1985 O:
2 C“Ck on [Browse] tO dlSplay the i"laiﬂ,"M;:z::i,"nw::l:(,:":alasa:;arke:;::{:gaom",27/11/2007 0:00:00,12/8/1985 0:00:0
File Open dialog box, ensure the | |21l e sy sy ey sy e o o
A A 13["134", "Syed”, "A1i", "Sales & Marketing", "63014",2/12/2007 0:00:00,28/11/1974 0:00:00,1
Colurse flles fOIder IS Open7 then F"IES","Tudd","Dama.m","SalEs & Marketing","63020",9/12/2007 0:00:00,25/11/1945 0:00:0(] w
click on Employees — Import.txt < >
and click on [Open] Adyanced.. canca o
Click on Append a copy of the o
records to the table and ensure
the Employees table is selected
=] Import Text Wizard x

Click on [OK] to display the
Import Text Wizard screen

What delimiter separates your fields? Select the appropriate defimiter and see how your textis affected in the preview below.

E nsure th at D e Iim ite d | s Choose the delimiter that separates yf)uv fields:
. (OIsb () Semicolon @Lomma '} () Space () Other:
selected, then click on [Next] to =
[[JFirst Row Contains Field Names Text Qualifier: [ =

display the delimiters options

N O U1 &~ W

oo

Ensure that Comma is selected,

F19 Rnteny o= Rozaric  [ales & Marketing [63010 [/12/2007 0:00:00 [L5/8/1268 0:00:00

R h20 Belinda Moore Bales & Marketing [§3034 [3/1/2008 0:00:00 [8/12/1982 0:00:00

then click on [NeXt] to see the hz4 Emily Hansdon Bales & Marketing [§3018 [3/12/2007 0:00:00 P5/5/1364 0:00:00
T h2s Hanna Foldelum Eales & Marketing [63002 [6/11/2007 0:00:00 [/7/1262 0:00:00
final screen hz26 [fan Evons Bales & Marketing [§3001 [3/10/2007 0:00:00 [6/8/1374 0:00:00

h27 foan Feozges Eales & Marketing [63026 [16/12/2007 0:00:00 [18/11/1948 0:00:00
CI|Ck on [Finish] to d|Sp|ay the hze Reith Hanbery [Fales & Marketing [63012 [8/12/2007 0:00:00 [9/2/1952 0:00:00

. hzs Lisa Efonczenko [Sales & Marketing [63027 [16/12/2007 0:00:00 [10/10/1980 0:00:00

Save ’mport steps screen, h30 Melissa [Scauche Eales & Marketing 63025 [10/12/2007 0:00:00 P3/4/1985 0:00:00

. h31 Milena  [wad Bales & Marketing [§3007 [7/11/2007 0:00:00 [12/8/1985 0:00:00

ensure that Save 'mport steps 32 Norman cCaige [Sales & Marketing [63013 [/12/2007 0:00:00 |6/12/1962 0:00:00

. . . b33 Ron Fayley Eeles & Marketing 63028 [16/12/2007 0:00:00 [14/7/1965 0:00:00

appearS WIthOUt a tICk, then Clle L3¢ Sved B1i lsales & Marketing [63014 [p/12/2007 0:00:00 [R2/11/1974 0:00:00

L35 [fode pannam Feles & Marketing 63020 [8/12/2007 0:00:00 [PS5/11/1945 0:00:00

on [Close] < 5
Open the table Employees to e 2 < B

see the additional imported

records, then close the table

(5~

For Your Reference...
To import data from a text file:
On the External Data tab, click on Text File

1.

2.

in the Import & Link group

Choose the file to import and click on [OK]
Complete the steps of the Get External Data

Wizard

Handy to Know...

o When importing data, you should always
open the table into which the data was
imported to ensure that it has been imported
correctly.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

LINKING TO AN EXTERNAL SOURCE

In Access you can elect to link to an external viewed like any other table, but the data cannot be
data source. When you do this, the external changed. The advantage of this approach is that
source appears like a table in the Navigation the linked table always contains the most recent
pane. The linked table can be opened and changes to the external data source.

2] Link Spreadsheet Wizard x
.
Try This Yourself: S S S

(@) Show Worksheets
(O Show Named Ranges

Continue using the previous
file with this exercise, or open
the file Importing
Records_4.accdb...

Same
File

Sample data for worksheet Employees__ Administration’.

1 FEmpNo [FirstName [LastName [Department PhoneNo Started DateOfBirth [FullTime We | A
. ZlOT Pugustine Millson fidministration 61022 l|6/09/2007 [7/12/1978 [fRUE [20
1 Click on the External Data [3]108  pmanda  pennec Pdministration (61023  [6/09/2007 [4/05/1959 [RUE lea
. . 4 [110 Heville Emith pdminiscration {61025 6/09/2007 [1/08/1854 [[RUE (40
tab, then CIICk on Excel In the Elll Petra Henricks fidministration 61026 l6/09/2007 [3/04/1981 [fRUE [20
H & fpiz ivienne [Clark fidministration 61027 |6/09/2007 [2/11/1961 [[RUE [20
Import & L’nk groupy to Start 1113 Jerry Hancock pdminiscration {61028 6/09/2007 PB/10/1875 [[RUE (40
1 8114 ictor Brown pdminiscration {61001 6/09/2007 [R/04/1873 [[RUE (40
the Get EXternaI Data leard ?115 Sandra Kendall fidministration 61002 |6/09/2007 [6/11/1978 [fRUE [20
Ell? Charles orris fidministration 61004 l6/09/2007 [R0/12/1977 [[RUE [20
CI|Ck on [Browse] tO dISplay [12p1s Lar-n:a Williams nd:\u:n?st.rar.?nn [f1005  p3/09/2007 [3/05/1875 [RUE lao
12/181 Leigh Rellote pdministration (61015 8/12/2007 PB/09/1968 [[RUE (40
the File OPen d|a|og bOX, [Lshes  pacnasl  fnapman paninistration 1012  /12/2007 [17/05/1875 [TRUE lao
. 14[184 Hatalie Lvanson fidministration [61006 |6/11/2007 [4/07/1960 [[RUE [30 | w
ensure the course files folder < >
is open, then click on p— =
Employees — Import.xIsx and
click on [Open] o
Click on Link to the data
source by creating a linked Link Spreadsheet Wizard %
ta_ble’ then ?“Ck el [OK] to o Finished linking table ‘Employees__Administration’ ta file ‘C\Courseware Content\Micrasoft Access 2016\Bxercise Files\Emplayees - Impart s,
display the Link Spreadsheet
. [ ok |
Wizard screen

Click on [Next] to display the o
4‘ column headings screen

5 Ensure that First Row o All Access Objects @ «
pontams Column He_admgs Search. ye
is selected, then click on Tables 2
[Next] to display the final I Employees
screen j Employees - Administration
a a—nA j Employees - Executive
6 Click on [Finish] =
Employees - Research
A message will display when B Employees - Sales
linking is complete... *(x Employees__Administration

Click on [OK] to see the linked
7 table in the Navigation pane

For Your Reference... Handy to Know...
To create a link to an external source: e There are pros and cons associated with
e Perform the import in the normal way except linking to an external data source. Although
choose the Link to the data source by you always get the latest data, you are
creating a linked table option on the first restricted in what can be done with it. If you
screen need to import data on a regular basis, use

this option, otherwise stick with the straight
import routines.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

UNDERSTANDING FORMS

Forms are like special templates that you can on the screen, for editing data, and for adding new
use to make data, which would normally appear data. Forms can be created quickly from scratch,
in rows and columns in a table, more presentable based on an existing table, or by using a special
on screen. Forms can be used for viewing data Wizard that steps you through the process.

Creating Forms

Working with records in tables is not difficult to do. However, opening a table and allowing people to
work directly in it can be fraught with problems. They may inadvertently delete records, or corrupt data
in fields, and even see some fields of data (such as salary information) that you would prefer they
rather did not.

So, instead of providing users with direct access to the data in a table, you can control what they see
and what they work with, by giving them access to the data through forms.

Forms themselves do not contain data, but are created as structural templates into which the data is
placed when the form is viewed. The template basically defines what to display (e.g. which fields to
use), where to display it (e.g. where the fields should appear on the page), and how it should look (e.g.
font size, colour, etc).

When a form is first created it is based on either an existing table or an existing query. You base the
form on a table if you wish to report on all of the data, or a query if you wish to view a subset of the
data.

The Many Ways of Creating a Form

In Access you can create simple forms or very complex and intricate forms. So, as you'd expect,
Access offers several ways for you to create forms. In Access, forms are created using the tools on the
Create tab of the ribbon. Here you can create:

e A basic form using the Form tool, the Split Form tool or the Multiple Items tool — these tools
create a form that appears almost instantly and requires very little work on your part, as all of
the work is done for you.

e More intricate forms using the Form Wizard tool — the Form Wizard metaphorically holds your
hand and asks you a series of questions which ultimately, when answered, result in the form
being created for you, as specified.

e A complex, elaborate form using either the Blank Form tool or the Form Design tool — these
options present you with a blank form canvas and you are required to do all of the work to lay
out what you want, where you want it, and how it should look. This is the most difficult of the
options to use as you have to do everything yourself.

Achieving a Balance

There is no right or wrong way to create forms — choose the method that achieves the results using the
least amount of time and effort.

The beauty of the form creation tools in Access is that even after you create a form using any of the
techniques above, that form can still be modified and customised to suit specifically what you are after.
So even if the basic form doesn’t quite provide you with what you want or the Form Wizard hasn’t
quite done all it should, you can still change the form design yourself.

Many Access users create their forms initially using the Form tool, the Split Form tool or the Form
Wizard tool, and then fine tune the layout or the design to suit their needs.

Page 6
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

CREATING A BASIC FORM

One of the easiest and simplest ways to create a which to base the form and then click on the tool.
form in Access is to use the Form tool which is This is a good way to get an instant form on the
found on the Create tab of the ribbon. All you screen for data entry or editing.

need to do is select the table or query upon

o =5j Employees\"-.._

Try This Yourself: Employees
b

< Before starting this exercise &

S o ; EmpNo 101

S you MUST open the file

o Creating Forms_1.accdb... FirstName [ Julianne

1 In the Navigation pane, click LastName  [Kerr
on the Employees table to Department |Executive
specify the table to use

PhoneNo | 75001

Click on the Create tab, then

2 click on Form in the Forms started |28-Jun-10
group DateOfBirth [ 05-Feb-60

A form layout will instantly

appear. The layout view of o
the form allows you to make WeeklyHours |40
adjustments to the form Salary [5145,000.00
template...
Comments
Click on the top half of View
3 in the Views group to see the
form in Form View where the ExpTransMo - | ExpDate - Description - Amount -
data is presented * (New) $0.00
Click on the various Record :
4‘ buttons in the Navigation bar All'Access Objects © «
at the bottom of the screen to search. £
move through the records T:;;'“ *
. . Record: 4 4 30f100 | k M M 1 Mo Filter | |Sea Employees
5 Click on Save in the QATtO J EH Expense Transactions I
display the Save As dialog Queries &
bOX @ qryEmployees
X @ qryEmployeesAdmin
Type frmEmployees in Form Forms 2
Name and click on [0K] to 2 Employees Form
save the form @ frmEmployees
Reporis 3
Close the form E Employee Phone Listing
E Employee Salary Listing
E rptEmployees
o E Salary Analysis Report
For Your Reference... Handy to Know...
To create a basic form: ¢ When creating a basic form for a table, linked
1. Select the table or query in the Navigation tables will also appear as subdatasheets on
pane the form. Access assumes you want to see

2. Click on the Create tab, and click on Form in the records from lookup tables in a form.

the Forms group
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

CREATING A SPLIT FORM

Another quick and basic form that you can create datasheet view at the bottom of the screen. The
in Access is a split form. A split form shows a datasheet shows the records in a table format.
standard form at the top of the screen, where Each time you click on a record in the datasheet,
only one record appears at a time, and a the fields for that record appear in the top form.

o 2| Employees®,

Try This Yourself: Employees

Continue using the previous

© : J J ) EmpNo | 101 DateOfBirth E

g o file with this exercise, or

‘\"g Ll: open the flle Creating FirstName |Ju|ianne | FullTime %
Forms_2.accdb... LastName |I(err | WeeklyHours E

1 In the Navigation pane, Department |Executive | Salary E
click on the Employees ShoneNo — Comments [
table
Click on the Create tab, o

2 . q arted 28-Jun-10
then click on More Forms in
the Forms group and select
Split Form
A split form layout will i
inStantly appear... EmpNo - | FirstName - | LastMame - Departmeni-| PhoneNo - | Starte

101 Julianne Kerr Executive 75001 28-Jun-1

3 Onthe Form Layout Tools: 102 Harry Jones Executive 75002 19-Jul-1
Design tab, click on View in 103 Aneel Harrington __ Executive 75003 19-Jul-1
the Views group to see the
form in Form View -

o El Employees %,

4 Click on the record buttons Employees
in the Navigation bar Y
Click on the record for EmpNo 108 | Deteoteirth  [d

5 EmpNO 108 (Amanda FirstName |Amanda | FullTime %
Bennet) to display the _
details in the tOp form LastName |Bennet WeeklyHours E
Clle on save in the QATtO Department |Administrati0n | Salary E

6 dISpIay the Save As dlalog PhoneNo 61023 Comments
box

7 Type Started 06-Sep-10
frmEmployeesSplitForm in
Form Name and click on
[OK]

Close the form !

8 EmpMo - FirstName - | LastMame - Departmeni~ PhoneNo -~ Starte
101 Julianne Kerr Executive 75001 28-Jun-1

102 Harry Jones Executive 75002 19-Jul-1

103 Angel Harrington Executive 75003 19-Jul-1

For Your Reference... Handy to Know...

To create a split form: o Linked tables do not appear in a split form.

1. In the Navigation pane, select the table or This is because there is already a datasheet
query in the bottom part of the window.

2. Click on the Create tab, then click on More
Forms in the Forms group and select Split
Form
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

BINDING A FORM TO A QUERY

The attachment of a table or query to a form is
known as data binding. One of the strengths of
Access is that both forms and reports can be
based on either a full table of data or a subset of

the table known as a query. When a form is bound
to a query, the query is run first to extract matching
fields and records, and then presented in the form
much the same as a full table would be.

Try This Yourself:

Continue using the previous
file with this exercise, or
open the file Creating
Forms_3.accdb...

Same
File

In the Navigation pane, click
on qryEmployees to specify
the query to use

Click on the Create tab, then
click on Form in the Forms

group
Only the fields specified in

the query will appear in the
form layout...

N =

On the Form Layout Tools:

3 Design tab, click on View in
the Views group to see the
form in Form View where the
data is presented

Click on Save in the QAT to
display the Save As dialog
box

Type frmEmployeeSalary in
5 Form Name and click on
[OK] to save the form

6 Close the form

The new form will appear in
the Navigation pane

==| qryEmployees

gryEmployees

EmpNo | 101
LastName |I<err
FirstMame |Ju|ianne

Department | Executive

Started | 28-Jun-10

WeeklyHours |4D

salary | $250,000.00

© 0

Save As

Form Name:

gryEmployees

Cancel

All Access Objects
Search.

Tables

E Employees

E Expense Transactions
Queries

@ qryEmployees

@ qryEmployeestdmin
Forms

@ Employees Form

@ frmEmployees

@ frmEmployeesSalary
@ frmEmployeesSplitForm
Reports

Employee Phone Listing

rptEmployees

- |
E Employee Salary Listing
- |
- |

Salary Analysis Report

@ «

b

b

»

For Your Reference...
To create a form from a query:

1. Inthe Navigation pane, click on the query

Handy to Know...
e You can create a form from a query using

Split Form and Multiple Item.

2. Click on the Create tab, then click on Form ¢ Unlike a form based on a table, a form based
on a query does not show the transactional
records in the form.

in the Forms group
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

USING THE FORM WIZARD

To have more say in what to include in your form The Form Wizard is made up of several screens,
and how it should look, you can create a form each of which requires you to specify what fields to
using the Form Wizard. The Form Wizard will include, how it should look, and what the new form
walk you through the steps to create a new form. should be called.

o Form Wizard

Try This Yourself:

Which fields do you want on your form?

Conﬁnue Using the ‘fou can choose from more than one table or query.

& o previous file with this :
& T exercise, or open the file i
Creating Forms_4.accdb... Table: Employees z
Available Fields: Selected Fields:

In the Navigation pane,
click on the Employees Liatiiame
table Department

PhoneMo

Click on the Create tab, oot

then click on Form Wizard FullTime
in the Forms group to start

N =

the WiZard Cancel = Eflele Finish
3 Double-click on EmpNo,
FirstName, LastName,
Department and PhoneNo °Screen Settings Click on...
to add them to the Layout Columnar [Next]
Selected Fields list
4 Click on [Next] to proceed Title Employee Phone No
to the next screen, then
continue working through o All Access Objects © «
the screens using the P— 5
settings as shown Tables %
j Employees

5 Once you have specified
the title in the last screen of
the wizard, click on [Finish]
to build the form

j Expense Transactions

»

Queries

ﬁ qryEmployees

ﬁ qryEmployeesAdmin
Forms

»

6 Close the form

Employee Phone Mo
Employees Form

frmEmployees

frmEmployeesSalary

W EEEE

frmEmployeesSplitForm
orts

»

=
n
=

Employee Phone Listing
Employee Salary Listing

rptEmployees

Salary Analysis Report

For Your Reference... Handy to Know...
To create a form using the Form Wizard.: o When using the Form Wizard, if you have
1. Click on the table or query made a mistake in any of the Wizard

screens or would simply like to review your
work, click on [Back] to move back through
previous screens.

2. Click on the Create tab, then click on Form
Wizard in the Forms group

3. Complete the steps of the Wizard

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

WORKING WITH EXISTING FORMS

Once forms have been created they are ready for a form from the Navigation pane, it is opened in
use. Forms are generally used either to provide Form View where it is ready for action. There are
access to the records and data for editing or just also several other views that you need to be aware
simply to search and view data. When you open of when working with forms.
. o §| frmf_mployees\"-.._
Try This Yourself: Employees
, . 3
Continue using the
2 o previous file with this Foone
& 'L exercise, or open the file FirstName [ Julianne

Creating Forms_5.accdb...

LastName |I<err

In the Navigation pane,
double-click on
frmEmployees to open the PhoneNo | 75001
form in Form View

Department |Executive

=

Started | 28-Jun-10

This is the view where you

t DateOfBirth |05-Feb-60
can edit the data...

2 On the Home tab, click on o =] frmEmployees |

View in the Views group to T T D D R R T R TR T
see the form in Layout Srompeow
View [ kmdoydes | [ [ [ [ [ [ | |
In this view you can make # Detail

changes to the layout of the

. ) X [Ednon i
form, including changing e HEmplNO . I SR -
column widths, colours, !:i stNarhe H FirstName
efc... | | | | | | | | | |
!Lest\lar'fe !!LastName

[ [ [ [ [ [ [ [ [ [
|Dapar‘tn ent ||Depar‘tment

A S N AN N
|3 oneMo ||Ph0neN0

ledcen o [

Click on View to return to
Form View

W

I I T S R

Click on the bottom half of

4— View and select Design
View to see the form
design

This is a more sophisticated
design area of the form...

5 Click on the Home tab,
then click on View to switch
back to Form View

6 Close the form

For Your Reference... Handy to Know...

To change the views of a form: e Changes to a form’s structure are done in

1. Open the form in any view either Layout or Design views. Layout view
provides a view of the form with data in
place. Design view provides access to more
of the detailed areas of the form such as the
header and footer.

2. Click on the bottom half of View and click on
the desired view

Page 11
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

EDITING RECORDS IN A FORM

Forms are really intended to make working with
the data in a table easier by providing better and
hopefully more intuitive access to the data in the

records. Forms therefore provide an alternative to

working in a table and virtually any editing changes
you can make to the data in the table can also be
made to the data when it appears in a form.

Try This Yourself:

Continue using the previous
file with this exercise, or
open the file Creating
Forms_5.accdb...

Same
File

In the Navigation pane,
double-click on
frmEmployees to open the
form in Form View

Click and drag over the
current record number in the
Navigation bar at the bottom
of the screen to select it

Type 6 and press to
move to EmpNo 106
(Maureen Grayson)

N

Click and drag over
Occupational Safety in the
Department field and type
Executive

Bow

Click in Comments and type
Promoted to Executive
status in March.

o)

Click on Next record to save
the changes, then click on
Previous record to return to
Maureen'’s record to see the
change

o)

Close the form

(2

WeeklyHours |4D

salary | $250,000.00
Comments
ExpTransMNo - | ExpDate - |Description - Amount -
2 2/01/2017 Accommodatic 5145.00
* [MNew) $0.00
Record: M 1 LS Mo Filter | |Search |I|

2| frmEmployees ',

Employees

O
EmpNo |106
FirstName |Maureen
LastName |Grayson
Department |Occupati0na| Safety
PhoneNo |61021
Started | 06-Sep-10
DateOfBirth | 23-Oct-74
Department | Executive
PhoneNo |61021
Started | 06-Sep-10
DateOfBirth | 23-Oct-74
FullTime

WeeklyHours |4D

salary | $85,000.00

Comments Promoted to Executive status in March

For Your Reference...
To edit a record through a form:

1. Open the form, then locate the record to edit
2. Make the changes as required and move to o

another record to save the changes

Handy to Know...

e You can move back through the fields on a
form by pressing + @

When you edit a record in a form, the ed/t

icon will appear in the top left corner of the

record in the form window.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

DELETING RECORDS THROUGH A FORM

Forms can be used to delete records from a cannot be restored. If you are at all unsure about
table. The first step is to locate the record that removing records, you should make a backup copy
you want to delete. The deletion process is of the database before you start deleting.

permanent — once a record has been removed it

o DEpartment | Administration | ELEL
Try This Yourself: PhoneNo 61024 Comments
o Continue  using  the
= . 3 g q Started 06-5ep-10
ic previous file with this
°E> exercise, or open the file
b Creating
Forms_6.accdb...
4
Double-click on EmpNo - | FirstName - LastName - Departmeni- PhoneNo -  Sta
1 f E I I. F 101 Julianne Kerr Executive 75001 28-Ju)
rm mp OyeesSp 't orm 102 Harry Jones Executive 75002 19-Jul
to open the form in Form 103 Angel Harrington  Executive 75003 19-Juf
VieW 104 Peter Dawson Executive 75004 19-Jul
105 Mark Jones Executive 75005 19-Jul
2 In the datasheet, at the 106 Maureen GrT:fson E>;ecutive 61021 06-Se
107 Augustine Millson Administratior 61022 06-Se
bOttOl’n. Of the form' |Ocate 108 Amanda Bennet Administratior 61023 06-5e
and click to the left of the = 109 George Samuelson  Administratior 61024 06-Se
record for George 110 Neville Smitl’_1 Adm?nistrat?or 61025 06-Se
Samuelson (EmpNo 109) Recorc W ATTaTT00 | 5 0007 W o Fier [foemrch | T oS
Clicking to the left selects
the record and activates e
A e icrosoft Access *
the Delete tool in the
ribbon. .. You are about to delete 1 record(s).
a I If lick ¥ ‘tbe able t do this Delet tion.
On the Home tab, click on e e e
3 Delete in the Records Yes No
group
You will be asked to .
conﬁrm the deletion o EmpNo - | FirstName - | LastMame - Departmeni~- | PhoneMo -
101 Julianne Kerr Executive 75001
4 C||Ck on [Yes] to delete 102 Harr\u'I Jones Executive 75002
103 Ange Harrington Executive 73003
the record 104 Peter Dawson Executive 75004
The record iS gone. . 105 Mark Jones Executive 73005
106 Maureen Grayson Executive 61021
Close the form 107 Augustine Millson Administratior 61022
108 Amanda Bennet Administratior 61023
110) Neville Smith Administratior 61025
111 Petra Henricks Administratior 61026
112 Vivienne Clark Administratior 61027
Record: M4 4 9 of99 L3 T Mo Filter | Search 4
For Your Reference... Handy to Know...
To delete a record using a form: o When deleting records through a form, the
1. Open the form in Form View records are deleted from the table, not the

form. No matter which form is opened, the

2. Locate and select the record ] ;
) i record will no longer be there because it no
3. Onthe Home tab, click on Delete in the longer exists in the table.

Records group
4. Click on[Yes]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

DELETING AN UNWANTED FORM

Forms, like reports, are database objects that
exist as templates for displaying and working with
records in a table or query. They can be created

with relative ease and therefore you will find that

you create quick, minimal
convenience. Fortunately, you can delete unwanted
forms even faster than creating them.

usage forms for

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Creating
Forms_7.accdb...

Same File

In the Navigation pane,
click on the Employee
Phone No form to select
it

p—

On the Home tab, click on
2 Delete in the Records

group

A warning about
permanently deleting a
form will appear, and you
will be asked to confirm
your intentions...

Click on [Yes] to
3 permanently delete the
form

All Access Objects
Search.

Tables

E Employees

E Expense Transactions
Queries

@ qryEmployees

@ qryEmployeesAdmin
Forms

Employee Phone Mo
Employees Form
frmEmployees
frmEmployeesSalary
frmEmployeesSplitForm
orts

Employee Phone Listing
Employee Salary Listing

rptEmployees

ﬁiﬁiﬁﬁi@@@@@ﬁ

Salary Analysis Report

= «
yol

»

b

b

All Access Objects
Searchi.

Tables

E Employees

E Expense Transactions
Queries

@ qryEmployees

@ qryEmployeesAdmin
Forms

E Employees Form

E frmEmployees

@ frmEmployeesSalary
E frmEmployeesSplitForm
Reports

Employee Phone Listing

rptEmployees

|
E Employee Salary Listing
=
=

Salary Analysis Report

& «
e

b

b

For Your Reference...
To delete a form:

1. In the Navigation pane, click on the form to

select it

2. Click on the Home tab, then click on Delete

in the Records group
3. Click on[Yes]

Handy to Know...

o Itis always a good idea to make a backup

copy of the database file (e.g. using File

Explorer) before deleting objects such as

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

UNDERSTANDING FORM DESIGN AND LAYOUT

Although you can create your own forms create a starting form and then adapt and modify
completely from scratch, it would be a very that to suit their specific requirements. While
laborious process. Even seasoned Access modifying a form is not difficult, there are several
programmers rely on the form creation tools to conceptual aspects you should understand first.
58] frmEmployees ', X
Forms are Templates I S I A T B R s R SR SR SRR R R R
While the word template has | “F==F
many | diferent  ard | | Jemdievdes | T [ [ [ T [ [ [ [ [T
sometimes specific | [ )
connotations in computing, it 1 —{Ehenal | empNo
does provide a good way to 5 |_[Firstiarhe !Firsthamel e
describe what a formreallyis. |- o e 0
A form is simply a template |' e S W S A O B —
with objects on it that |« et lpeener
determine  what  should |; __[o=p \"ml"eml e
appear on the screen, where |- [siri=i| | sares
it should appear, and how it |° pds silomy LT
should look. [ e
- [Fymmg @

Everything on a form is an 3
object, including the heading, ; i
logos, data placeholders, |z [0 | fee

even the background. - commefts | | Comments

|'-;‘ eeklyHours ‘ WeeklyHours
/| /| r

Objects on the Form

Every object on the form, including the form itself (which is an object), has properties that determine
how the object should look (format), what it should contain (data), and how it should behave (event).

A special type of object known as a control is used to display data from a table, query or expression
(formula) in a form. Controls can be bound to a data source (such as a field from a table), or can be
unbound and appear with static information (such as a heading) or dynamic, changeable information
(such as the current date).

So, when you modify a form, you do so by playing around with the objects on the form — resizing
them, adding more of them, deleting unwanted ones, changing their colours or fonts, etc.

The Three Form Views

There are three ways to view a form. When you double-click on a form in the Navigation pane you
will run the form. When the form is running, data from the data source (e.g. table or query) is merged
into the controls on the form template and displayed on the screen. This is the view that the users of
your database will employ to see their data.

There are also two views that allow you to modify the form — Layout View and Design View. With
both of these views you can move objects around and change properties so that objects look and
behave the way you want.

Layout View is more like a layout preview. In Layout View your controls appear with data in them
just as they would if the form was running. You can modify the controls, move them around, resize
them, recolour them, and see exactly how they will appear when the form is run because they already
contain data — from the first record.

In Design View you can do most of the changes to layout and appearance that you can in Layout
View, plus you can add controls and finely adjust all of the control settings. In Design View you see
the names of the controls, not the actual data, and you also see the structure of the form such as its
header area, body area, and footer area.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

SWITCHING BETWEEN FORM VIEWS

Access provides two views in which modifications
to a form can be made: Layout view and Design
view. Both of these are available from a shortcut

menu when you right-click on a form in the

form, there are subtle differences.

Navigation pane, or they can be switched while
the form is open using the View tool on the ribbon.
While both views allow you to make changes to a

Try This Yourself:

Before starting this
exercise you MUST open
the file Modifying
Forms_1.accdb...

Open
File

In the Navigation pane,
right-click on
frmEmployees and
select Layout View to
open the form in Layout
View

p—

Spend a few moments
studying the options on
the three Form Layout
Tools tabs

On the Form Layout
Tools: Design tab, click
on the bottom half of View
in the Views group and
select Design View to
see the form in Design
View

Spend a few moments
studying the options now
available on the three
Form Design Tools tabs

Many of the options will
only be available when an
object or a control on the
form is selected ...

Close the form

5] frmEmpl oyees

Employees

Bl
EmpNo |101
FirstName |Ju|ianne
LastName |Kerr
Department | Executive
PhaneNo |75001
Started | 28-Jun-10
DateOfBirth |05-Feb-60
FullTime
WeeklyHours |40
Salary [ $250,000.00

Form Layout Tools

Arrange Format

EEEEY -

Controls

Pany
=5

e

Insert
Image

Q@ Tell me what you want to do

EEl Logo
[ Title
L"-é Date and Time

Header / Footer

=l

Fields
Tools

Add Existing Property
Sheet

= irm[mpluyees\'.

LRI ST B IR B SRR SR ACN - SRR A |

# Form Header

AP

B IR I R R R I R I RS R

- ‘ |Emp\0ye es

I

i ¥ Detail

: [ R O e e e

; | —[EdpNo HEmpNo

z | | [ | | | [ [ | | | [ |

;||_[Firstiathe HFirstName

z | | [ | | | [ [ | | | [ |

; LdstNanje HLas‘tName

z | | [ | | | [ [ | | | [ |

; ‘szar‘t ent HDepar‘tment

N | | [ | | | [ [ | | | [ |
‘3 oneMNo HPhuneNu

: | | [ | | | [ [ | | | [ |

Z| [started | | started

B I I I I I I I I I I I I

- ‘D teOfdirth HDa‘teOfBirth

7

N ‘: IITim ‘

g

For Your Reference...
To switch between form views:

1. Click on the bottom half of View in the Views

group

2. Select either Design View or Layout View

Handy to Know...
e Itis recommended that you use Layout View

to make changes to the formatting and layout

of controls on a form, and Design View

adding a form footer.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

SELECTING FORM OBJECTS

Everything you see on a form, including the form
itself, is an object. In both Design View and
Layout View you need to select the object that
you intend to work with before you can do

anything with it. Selecting an object is usually as
simple as clicking on it with the mouse. Once
selected, an object will appear with a coloured
border to indicate it is the current object.

(2

Continue using the 3

Try This Yourself:

=g] frmEmpl Dyees\"-._

Employees

previous file with this
exercise, or open the file
Modifying
Forms_1.accab...

Same File

Open frmEmployees in

EmpNo | 101

FirstName |Ju|ianme

LastName |Kerr

Department | Executive

Layout View

Click on EmpNo to select
the label control

An orange border

~]

o E frmEmpIDyees\"-.

Employees

indicates that the object is
selected...

Click on 707 to select the
text box control

WN K=

N

Click on EmpNo, then
hold down [ct] and click

EmpNo [101

FirstName |Ju|ianne

LastName | Kerr

Department | Executive

PhoneNo |?5001

on FirstName and

Executiveto select the
three controls

ozg

Click on the four-headed
arrow icon at the top left of

v

frmEmpIDyees\"-._

Employees

EmpNo to select all of the
controls in this control
stack

A control stack is an object
that is made up of a group
of objects...

EmpNo | 101

FirstName |Ju|ianme

LastName |Kerr

Department | Executive

PhoneNo |75001

Click in the white area of

the form to select the form
background

o E] frmEmpIDy&es\"-_

Employees

Click on Employees in the
heading to select it

O\ o)

Close the form

EmpNo | 101

FirstName |Ju|ianme

For Your Reference...
To select an object on a form:

1. Click on the desired object until it appears
with a selection border

2. Hold down and click on subsequent
objects to select multiple (non-contiguous)
objects

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e Each object on a form has its own set of
properties that control how it looks and
behaves. An object needs to be selected
before it is possible to access its properties.
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LAB 26: QUERYING THE DATABASE /

DESIGNING FORMS / PRODUCING REPORTS

WORKING WITH A CONTROL STACK

When a form is created

of grouping controls together so that they can be

in Access, bound
controls used for fields from a table or query are
often placed into a stack. A stack is simply a way

easily moved, resized and consistently spaced. A
control is part of a stack when a dotted line appears
around it and a four-headed arrow appears at the
top left of the lead control.

Try This Yourself:

File

Continue using the previous
file with this exercise, or open
the file Modifying
Forms_1.accdb...

Same
File

Open frmEmployees in
Layout View =

Click on EmpNo, click on the =
Form Layout Tools: Arrange
tab, then click on Select

N =

=

Gridlines Stacked Tabular  Insert Insert Insert Insert

All Access Objects @ « || Z fmemeloyees'\
Search.

Tables ®

Queries

Modifying Forms_ ": Database- C:\...

Create External Data Database Tools Format

] 5 ) R

Home Arrange

[ select Layout

=

[ select Column N
W)
I

Merge  Split Split
Vertically Horizontally

Merge / Split

Above Below Left  Right [ select Row

Table Rows & Columns

. P

Employees

Employees

2
Expense Transactions e

EmpNo |101

»

qryEmployees FirstName

|Ju|ianne

aruf dmin

Layout in the Rows &
Columns group to select all
controls in this control stack

You can also click on the = tmEmployees

four-headed arrow at the top
left of the stack...

hd

Employees

Press three times to move
the stack right three positions

Press three times to move
the stack left three positions

Click on Salary to select this
control

On the Form Layout Tools:
Arrange tab, click on Select
Row in the Rows & Columns

group

Click on Move Down in the
Move group to move the row
down below Comments

Press to delete the row

EmpNo |1o1

FirstName |Ju|ianne

LastName |Kerr

Department |Executive

PhoneNo |?5001

Started | 28-Jun-10

DateOfBirth | 05-Feb-60

FullTime

WeeklyHours | 40

Comments

salary | $250,000.00

Save and close the form

3
4
5
6
7
8
9

For Your Reference...
To work with a stack:
1. Click on a control to select it

2. On the Form Layout Tools: Arrange tab,
click on Move Down in the Move group to
move the field in the stack, or

Press pel] to delete the control

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e On aform, when you delete a control from a
stack, the other controls below will be moved
up to ensure the stack stays together.

o When working with a control stack on a form,
you can click on Move Up (on the Form
Layout Tools: Arrange tab) to move
controls up in the stack.

MUSTAFA H. ALI
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

CHANGING CONTROL WIDTHS

When a form is created using the various more accurately reflect the data that will appear in
generation tools, the width of the controls is often the control. Control widths are changed by
made the same. One of the first tasks when dragging their borders, although a degree of
modifying a form is to alter the control widths to complexity is added if the control is part of a stack.

E frmEmp onees‘"-._

Try This Yourself: Employees
o Continue using the previous file |

g K 5 g . » R

s i© with this exercise, or open the -

3 pNo [ 201

file Modifying Forms_2.accdb...

FirstName |Ju|ianne

Open frmEmployees in Layout

. LastName Kerr <
View [err 9
Department | Executive \—|—4

Click on Kerr to select the
LastName control o

Point to the right border until it
changes to a double-headed -
arrow, hold down the left mouse Employees
button, then drag to the left until

El frmEmp onees‘"-._

WN =

the field (and the stack) is about L .
one third of its original size EmpNo 101 |
4 Release the mouse button to FirstName. | Julianne |
complete the resize Lastname  [Kerr ’
The subform is also resized, but Department | Executive |

we’ll fix that in the next

exercise. .. o

5 Right-click on the Commeqts - [28un 10 |
label and select Select Entire
Row DateOfBirth | 05-Feb-60 ‘
. . FullTi
6 Right-click on the Comments sime
label again, then point to Layout WeeklyHours 40
and SeIeCt _Remove LayOUt to ExpTransNo -~ | ExpDate - |Description=
remove the field from the stack 2 2/01/2015 Accommod
. 16 2/02/2015 Accommod
7 Click on the blank Comment 30 2/03/2015 Accommot
box, then drag the right border 44 2/04/2015 Accommoc
to the right until the box is about 58 15/04/2015 Accommoc
twi it . 72 19/05/2015 Accommaod
wice Its size 26 2/06/2015 Accommoc
Save and close the form Records 14 < [Tor o6 |+ Foe | B Naruraa]
8 Comments

For Your Reference... Handy to Know...
To change control widths: e In aform, when you remove selected
1. Point to the appropriate border controls from a control stack, they may

appear obscured by the controls still in the
stack. While the removed controls are still
selected, it is best to move them to another
position — it may be easier to use the arrow
keys on the keyboard.

2. Click and drag the border to the left or the
right to resize the control

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

MOVING CONTROLS ON A FORM

A control stack manages not only the size of a
control but also where it is placed relative to the
other controls. As the name suggests, controls in

positioning is not desirable you will need to break
the stack by removing the controls from it and then
move those controls to another position on the

a stack are placed on top of one another. If this form.
. EmpNo 101
Try This Yourself: | |
FirstName |Ju|ianne | LastName Kerr
o Continue using the previous file
s = Wwith this exercise, or open the Department [Exeautive
(%2}

file Modifying Forms_3.accdb...

Open frmEmployees in
Layout View

Click on the four-neaded arrow
icon at the top left of EmpNo to
select the control stack

PhaneNo |75001

Started |25-Jun-10

DateOfBirth |05-Feh-60

FullTime

WeeklyHours | 40

W N =

Right-click on any of the o
selected controls, then point to
Layout and select Remove EmpNo [101

Layout to remove all of the
controls from the stack

FirstName LastName ‘Kerr |

|Ju|ianne

Department |Executive ‘

The four-headed arrow icon
now disappears...

Started |23-Jun-10 FullTime

|
|
PhaneNo |75001 |
|
|

DateQfBirth |05-Feb-60 weeklyHours ‘40 |

4 Click in a blank area to

deselect all controls, click on

LastName, then hold down

and click on Kerr to select both
objects

Comments

Point to the selection until the

5 pointer becomes a four-headed o
arrow, then click and drag the
control into position as shown

DateOfBirth 05-Feb-60 WeeklyHours |40

Comments

Repeat steps 4 and 5 to move

o))

the other controls as shown o
. ExpTransNo - | ExpDate - Description ~| Amount - -
Click on the subform to select A B pee i T
7 it, then click and drag the right 16 2/02/2015 Accommodatic $200.12
. . . . 30 2/03/2015 Accommodatit $452.46
border to align it with the right ot oL nccommadatd o
edge of the Comments box 58 19/04/2015 Accommodatic $455.50
72 19/05/2015 Accommodatic $460.05
8 Save and close the form 326 2/06/2015 Accommodatic $462.25
Record: M 1 o :ﬂ :IF;J""“: l;-l?;i'\?e?m;z:r'ch Saes 2

For Your Reference... Handy to Know...

To move a control. e To move a control stack on a form, drag the
1. Click on the control to select it four-headed arrow icon to the desired

2. Point to the control location.
3. Hold down the left mouse button and drag e On aform, selected controls might be easier

the control to the desired location to move using the arrow keys on the
keyboard.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

ALIGNING CONTROLS

Once you start moving controls around a form good co-ordination and patience. Fortunately, there
you will realise just how difficult it can be to align are a series of Alignment tools on the Arrange tab
them again. If you attempt to align controls on the ribbon that make aligning controls easy.

using the mouse and just your eye, you need

o = frmEmployees
R I B I B R R e R R I TR I IR RN IS - SAN Y - RENIRE IS - AN IR SR

Try This Yourself: AR
. . . , =1 |E=] |[Employdes
© Continue using the previous file ) |
§ T with this exercise, or open the |[# Detai
% " file Modifying Forms_4.accdb... i PR Y I
- , TE pNo rEmpNu
I m | I | [ [
1 Open frmEmployees in Design ; L [Ebsnahe [TrirstName [Costhame| |testName
i Al IS I Y R I N R
View ; '!'3 one rphgneND lDe artmeint Hnepar‘tment
. A w S I !
Hold down [ctr] and click on the ¢ —[5pred] ! started s “Jf
2 controls as shown to select them lm JE (SN N N — y
: [Byteofirths DateOfBirth [WeyktyHopr HWeekIyHours
Click on the Form Design st L o I 111 L1
3 Tools: Arrange tab, then click ;
on Align in the Sizing & : e e s s s s s B

Ordering group and select Left
to align the controls along their
|eft edges hse- C:\Course... Farm Design Tools

Database Tools Design Arrange Farmat

4 Click on FirstName, then hold . — e
ut verge ontrol Margins ~ (o
down and C“Ck on the Other imn S|:Iit_\e|t\:all',' A Control Pad(glmg Ql&li |é 'J u
controls in the row, as shown spitHorzontaly | "t e | Eanchoring= | soucee [ vt e
Merge / Split Move Position 1 ;ﬂt To Grid Rad
On the Form Design Tools: yees'\ BNl x
5 Arrangetab,C|ICk0nAIIgnIn ‘dz-w-e-ww-n‘s-w-s-|‘7‘w-a‘w-9-|-|0‘|-ﬂ-|-|2‘|‘|3 S Right - N - R
the Sizing & Ordering group, ]_mp‘oye = T Lo
A = ¢ Bottom
then select Bottom to align the — ‘*ﬁ |
controls horizontally
6 Using the above steps, align the
EmpNo column of labels to the o 5 rmEmployess
left, the LastName column of LR IS AT SR A S S KR R AR A T
labels to the left, and each A=
. ’ - Fmployges
horizontal row to the bottom ! e
Use the arrow keys to space Aan T T T
controls horizontally, if needed... | —fEbanol Ulempno |
- .:i stName I i : I : : : ' astName T astName
Save and close the form e s e e s s o
7 3 l3 oneho HPhoneNn 1 !DE artmeint HDepanmEnt
Z [ [ [ [ [ [ [ [ [ [ [
For Your Reference... Handy to Know...
To align controls: o When aligning controls on a form, if you want
1. Select two or more controls that need to be to align the text within the control use the
aligned to one another Align Text tools in the Font group on the
Format tab.

2. On the Form Design Tools: Arrange tab,
click on Align in the Sizing & Ordering
group then select the appropriate alignment
option
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

UNDERSTANDING PROPERTIES

Everything on a form, including the form itself, is may have hundreds. Properties of an object control
an object and all objects have specific the way it looks, the way it behaves, and what it
properties that can be modified. Some objects actually does.

have only a handful of properties while others

Accessing Object Properties

In Access there are usually multiple ways to achieve the same end result, especially when it comes
to properties and the way they are accessed. For example, when you change the font in a control
the most obvious way to do this is to use the commands on the ribbon. However, when you use
these commands to change the way an object looks or behaves, you are really changing specific
properties of that object. Rather than searching for the right command, it is often easier to display
the Property Sheet pane and adjust the settings using the relevant property.

Understanding the Property Sheet Pane

The Property Sheet pane displays the properties of the object that is currently selected in the form.
If no object is selected then the properties of the form itself are displayed.

The Property Sheet pane consists of five tabs that each display different settings. There are four
separate tabs (Format, Data, Event, and Other) and a fifth tab which displays the settings from All
of the tabs:

e the Format tab displays settings pertaining to the way the control appears (colour, height,
font, etc.)

e the Data tab contains settings linking the object to a data source, where relevant (e.g. the
field in a table)

e the Eventtab contains settings which determine how that object will behave (e.g. when it is
clicked or changed)

e the Other tab includes settings that don't fit into the other 3 tabs.

The Property Sheet pane contains a wealth of information about the object currently selected.

Property Sheet X
selection type: Text Box Object type
Object name ———— | started v
Format| Data | Event | Other | Al
Name Started -
Cantrol Source Started
Format Medium Date
Decimal Places Auto
Visible Yes
Text Format Flain Text
Datasheet Caption
Show Date Picker For dates
Width 5.22cm
Height 0.635em
Top 3.386cm
Left 3.201cm
Back Style Mormal
Back Color Background 1
Border Style Solid
Border Width Hairline
Border Color Background 1, Darker 352
. Special Effect Flat .
Object property Scroll Bars Rreperty setting————
Font Mame Calibri (Detail)
Font Size 11
Text Align Left
Font Weight Mormal
Font Underline Mo
Font Italic Mo
Fore Color Text 1, Lighter 25%
Line Spacing Ocm
Is Hyperlink Mo
Display As Hyperlink If Hyperlink
Hyperlink Target
Gridline Style Top Transparent
Gridline Style Bottom Transparent
Gridline Style Left Transparent
Gridline Style Right Transparent
Gridline Width Top 1pt
Gridline Width Bottom 1pt
Gridline Width Left 1pt W
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

CHANGING LABEL CAPTIONS

Fields from a data source such as a table or
query are represented by a pair of controls in the
form — one is a label control which shows the
caption of the field, and the other is usually a text

box control which shows the data from the field
when the report is run or in Layout View. The
caption in the label is often written in a way that
may be cryptic or confusing to a user.

Try This Yourself:

Property Sheet &

Selection type: Label

Continue using the previous
file with this exercise, or open
the file Modifying
Forms_5.accdb...

Same
File

Open frmEmployees in
Layout View

Click on EmpNo, then on the
Form Layout Tools: Design
tab, click on Property Sheet in
the Tools group to display the
Property Sheet pane

N =

3 In the Property Sheet pane,

click on the Format tab,

double-click on EmpNo in the

Caption property to select it,

then type Employee No and
press@

Click on Close in the top right
corner of the Property Sheet
pane to close the pane

N

You can also edit a caption
directly...

Click on FirstName, then
double-click to select the text

Tipe First Name, then press
Enter

Change the other captions as
shown

Save and close the form

5
6
7
3

Labeld

Mame
Caption
Visible
Width
Height

Top

Left

Back Style
Back Color
Border Style
Barder Width
Border Color
Special Effect
Font Name
Font Size
Text Align
Font Weight
Font Underline
Font Italic
Fore Color
Line Spacing

~

Format Data Event Other  All

LabelD
EmpMa

Yes

2,483cm
0.635cm
0.608cm
0.608cm
Transparent
Background 1
Transparent
Hairline

Text 1, Lighter 505
Flat

Calibri (Detail)
11

Left

Normal

No

No

Text 1, Lighter 505
Dcm

Property Sheet S

Selection type: Label

Labeld

Font Underline
Font Italic

Fore Color

Line Spacing
Gridline Stvle Ton

Format pata Event Other  All

Caption Employee No
Visible v
Width 2.483cm

Height 0.635cm

Top 0.608cm

Left 0.608cm

Back Style Transparent
Back Color Background 1
Border Style Transparent
Border Width Hairline

Barder Color Text 1, Lighter 505
Special Effect Flat

Font Mame Calibri [Detail)
Font Size "

Text Align Left

Font Weight MNormal

~

No

No

Text 1, Lighter 50°
Ocm

Transparent

Employee No |101

First Name |Ju|ianne
PhoneNo |?5001
Started | 28-Jun-10

DateOfBirth |05-Feb-60

LastName |I<err

Department

| Executive

FullTime

WeeklyHours | 40

Comments

o

Employee Mo |101

First Name |Ju|ianne

PhoneNo [ 75001

Date Started | 28-Jun-10

Family Name | Kerr

Department

| Executive

Full Time

Birth Date | 05-Feb-60 Weekly Hours |40 |
Comments
For Your Reference... Handy to Know...

To change label captions:
1. Click on the object to select it

2. On the Form Layout Tools: Design tab,
click on Property Sheet in the Tools group,

then click on the Format tab

e Changing a caption directly on a form is
probably easier than using the Property

Sheet pane, if you are renaming several
captions. The Property Sheet pane might be
more useful when you want to change

several properties for a single control.

3. Change the text in the Caption property

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

ADDING AN UNBOUND CONTROL

The fields used for data from a table or query are
referred to as bound controls — they are bound
(linked) to a data source. Controls that have no
links to data are known as unbound controls

and fall into two categories: dynamic and static. A
static unbound control is one that doesn’t change,
while a dynamic unbound control is one that is
usually based on an expression (formula).

o =] frmEmployees ",
TryThisYourseIf: -‘\F‘;ri"‘H\Ea‘dzw‘\‘3'\'4'\'5‘\‘6‘\‘T‘I‘S'\'S‘\‘10‘\‘H‘I‘I2‘I‘13'\‘H‘\‘15‘\‘]5‘!‘]?‘
. . - = |[Employaes
o Continue  using  the ) [E|[Emotoy
i© previous file with this -
°E> exercise, or open the file N
‘(’g MOdlfyIng ‘i IE ployee Mo HEmp‘No | | | | l
Forms_6.accdb... 2_ !:ist Nafne HFirstName 1 !=amiw Nafne || LastName ||
- [ [ [ [ ] [ I [ |
1 Open frmEmployees in  —2pasetio H"m‘"em‘ - {pegartment_| Department H
Design View | —[opesdmea I startea e
. ? [ ]
2 ReS|Ze the started 5 in Tt oate H DateOfBirth i i ety HooT ii WeeklyHours 1
control, then move the - N N EE E— N EE . —
Full Time controls to _
make room for a new o = rmEmpioyees\
E R I B B N LI TR TR - T A N - SNCR IS BRI | SR I | AU SR - B BT - SEN IR SIS I I SO B P
control, as shown € Form beader
3 On the Form Design : [C1]lEmployees
Tools: Design tab, click -
on Text Box in the e T T T
Controls group and click ; |—[Ehloyée Noll[EmpNo }
i - [ [ [ [ [
n the blank area yOU 2 !:i st Name HFirstName 1 !:ami\v Name || LastName L
made in step 2 - I N I — I ——
N IJ ane No HPhQneNo l IDe artment ”Department l,
Point to the small dark - [ ]
4 . [phte stdrtad (W started F%Junbou‘nd Ell Time 1|
square above the Text i 1l i — !
label until it changes to a © —fofrtros=—{f{ DateorBirth ety S]] weeklyHours —
four-headed arrow, then - N I N — L [ [ T
click and drag it to the _
right to move the label o ) tmempioyees \
Closer to the Unbound ‘\ForinH\Eadzww 3 o4 [ 1 [ 3 [ g [ ] [N I || LI = I ~ SCR Rt S U A -3 B
control : |E |Emp|oyees
. 1
Align the row of controls -
so that they are neatly e T T T
arranged N IE ployee No HEmpNo l
- [ [ [ [ [
6 Save and close the form ; !=i st Nafne HFirstName 1 !=amiw Nafne |[LastName ||
- [ [ [ [ ] [ I [ |
N IJ ane No HPhQneNo l IDe artment ”Department l,
- [ ] # \
4i I“ ——— Hstarted —_— .Unbclund Eull Time }l?\
N [ ] |
5 in rHToaEtE H DateOfBirth i i Weekty HoaT ii WeeklyHours ]
: [ [ T 1 I N |

For Your Reference...
To add an unbound control to a form:
1. Open the form in Design View

2. On the Form Design Tools: Design tab,
choose the desired control from the gallery in
the Controls group

3. Click in the form to position the new control

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e Bound controls appear differently in Design
View compared to the other views —in
Design View they show the field name
(which is usually the same as the caption) in
lieu of a field value.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

ADDING A CONTROL SOURCE

Unbound controls can be used to display static
text, as in the form of a label control which shows
the caption for a field, or they can be used to

display dynamic, changing information. In our

example, we’ll use an unbound form to show the
length of service of the employee. This will require
us to enter a formula, known in Access as an
expression, into the control source property.

Try This Yourself:

i§| frmEmp\nyees‘
'
# Form Header

[ R I B B R A A L AR - SR AR O AR RN IER R U = IR 'ICRN IR IR RV RS -SRI

Continue using the previous

|Emp|0ye es

file with this exercise, or open -

T

# Detail

Same
File

the file Modifying
Forms_7.accdb...

E

ployee No

st Name

Open frmEmployees in
Design View

D

l

FirstName ! [Famlily Nafne || LastName
\
I

one Mo lDe artment H[Jepartment l,

Click on the Unbound control

o

to Stdriad

[ ] »
Started #ﬂ - J' Unbound e %

to select it

1 s A e

On the Form Design Tools:
Design tab, click on Property
Sheet in the Tools group to
display the Property Sheet
pane

WK =

Click on the Data tab, then
4‘ click in Control Source and
type the formula as shown —

Property Sheet x
Selection type: Text Box
Text79 -

Format Data Event Other Al

Control Source 5,#0.07 [ ]
Text Format Flain Text

Input Mask

press when finished [

ormat ( (Date () - [Started])/365,”#0.0") ]

5 Click on the Other tab in the
Property Sheet pane, then
double-click on the text in the

Name property to select it

6 pressne]
Close the Property Sheet
7 pane

8

Save and close the form

Type YearsOfService and o

Enabled Yes
Locked Mo

Property Sheet x
Selection type: Text Box

YearsOfService -

Format Data Event Other

Mame YearsOfService
Datasheet Caption

Enter Key Behavior Default
ControlTip Text

Tab Index 11

Tab Stop Yes

Status Bar Text

Shortcut Menu Bar

Help Context Id 4]

Auto Tab Mo
Vertical Mo

Allow AutoCorrect Yes

IME Hold Mo

IME Mode Mo Control
IME Sentence Mode Mone

Tag

For Your Reference...
To add a control source:
1. Click on the unbound control

2. Inthe Property Sheet pane, click in the
Control Source property and type an
appropriate expression (formula)

Handy to Know...

¢ A control source expression can use both
round and square brackets, where the
square brackets are used to indicate the
name of an existing field.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

FORMATTING A CONTROL

One of the tasks frequently performed when but it has taken on the default formatting rather
modifying a form is to change the formatting than that of the existing controls. To make the new
properties of specific objects. In our case study, a control resemble the existing controls we will need
new unbound control has been added to the form to change some of the properties.

] frmEmpIny&es"‘-_
TryThis Yourself: ‘-‘uw-|-2-|-3-|-4-|-5-|‘s-|-?-|‘s-|-s‘w-m-n-n‘|-12-|‘|3-|-14‘w-|5-|-1sw-|7-
Form Header
Continue using the previous 1 |Z |5mp|C'VE =
e o file with this exercise, or open 4
&L the file Modifying . ¥ Detal T T T
Forms_8.accdb... ;| EhotodkeNolllempno }
- | | [ | |
1 Open frmEmponees in 2 ! irst Najne ” FirstName ! !:amwlv Nane || LastName L
; : i - [ T 1 ] [ 1T
Design View, then click on ;L Ehasesfe Tl proneno || Ioedartader | pepartment i
the unbound control ; [ '#r .
YearsOfService 4 [ngte stdtad Il started 1791 —Format({Date(}-[ Eull The |
( ) I i — I - |
2 On the Form Design Tools: o e
Design tab, click on Property Property Sheet %
Sheet in the Tools group to 5:'”;”;”’_“ fertex
display the Property Sheet B =
pane Format Data  Event Other  All
Control Source =Format([Date(-[!
3 Change the properties to: et PleinText
Default Value
Tab Property Setting Valcation Rule
Format Height 0.635cm FlaltleraLtIJ‘:Jrllus Database Default
Data  Locked Yes Fnabled = -
4_ Click on the label control to
Se|eCt |t El frmEmployees
L B B R N I 2L - T B - BN R~ S TR I IR (1IN IS LA TS =S N S IS L ORI N |- RE B (-3 B P
5 Change the properties to: L€ Form Header
Tab Property Setting 1 |3 \:mploye &
Format' " Caption  Setvice ) _
Format Height 1T 1T 1 L 1T 1T 1T 1T 1 7 1T 17 17 17T
0. 635cm B lE ployes No H EmpNo l
z [ | | | |
6 Close the Property Sheet L ST H“’“\“amel o | {Eamjiy Najne | LE“”T“E el
pane, then use the allgnmfant ;| [PhanetiaPhonenc || [Degarimdnt || pepartment H
tools on the Form Design : |
Tools: Arrange tab to align s |—fopestared Y started jpemacili=Format((Date()-[— FuiTme— M.
the controls as shown g e N — R e |
5 [BYtiTDate I DateOfBirth | [egkdy Huor| WeeklyHours
Save and close the form . N I I [ ]
7 ‘i Chmmepts Comments
:
For Your Reference... Handy to Know...
To format a control e On aform, the Locked property for a text
1. Click on the control to select it box control locks the control from editing and

ensures that the user can’t change the value

2. Change the appropriate properties in the that appears.

Property Sheet pane

Page 26
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

CHECKING THE CURRENT TAB ORDER

For faster data entry, many users prefer to press
the key to move through the fields on a
running form. When you use the form generation

sequential tab order. If you have modified the form
by moving field controls around there is a good
chance that the tab order will be out of sequence.

tools in Access, the fields are placed into a

Try This Yourself:

Continue using the previous
file with this exercise, or
open the file Modifying
Forms_9.accdb...

v

Same
File

Double-click on
frmEmployees to run the
form

Press three times and
notice how the selected field
is now Department — if the

N =

=g] frmEmpl Dyees\-._

Employees

Employee No ,E |

First Name

|Ju|ianne | Family Name |Kerr ‘

PhoneNo  [75001 |

Dete Started | 28-Jun-10 service

Birth Date |05-Feb-60 |

Department | Executive |

Full Time

Weekly Hours |4D ‘

Comments

ExpTransNo - | ExpDate - Description -| Amount - E
2 2/01/2015 Accommodatic 5145.00
16 2/02/2015 Areammadatic 4744 17

controls were ordered
sequentially it should be
Phone No

3 Press slowly until you o

eventually get back to
Employee No and note the

non-sequential  order in
which Access moves through
the fields

~]

4 Close the form

=5| frmEmpl Dyees\-.

Employees

Employee No |101 |

First Name |Ju|ianne | Family Name |Kerr

PhoneNo  [75001 |  Department
Date Started | 28-Jun-10 Service Full Time

Birth Date | 05-Feb-60 | Weekly Hours |40

Comments

ExpTransNo » | ExpDate - Description | Amount - A
2 2/01/2015 Accommodatic 5145.00
16 2/02/3015 A datic 4744 12

For Your Reference...
To check the tab order of the form:
1. Run the form
2. Press @ to move through the fields

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...
e You can press + to move

backwards through the fields on a form.

e You can use the arrow keys on the keyboard
to move between fields on a form.
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CHANGING THE TAB ORDER

If the tab order of a form is out of sequence, you
can change it using the Tab Order dialog box.
This dialog box allows you to specify the order for
each tab control by dragging them up or down in

form.

a list. Alternatively, the dialog box has an [Auto
Order] button which automatically sets the order to
the sequence in which the controls appear on the

Try This Yourself:

Same
File

N =

W

4
5
6
7

Continue using the previous
file with this exercise, or open
the file Modifying
Forms_9.accdb...

Open frmEmployees in
Design View

On the Form Design Tools:
Design tab click on Tab Order
in the Tools group, to display
the Tab Order dialog box

Click on [Auto Order] to
change the order of the
controls in sequence with the
layout on the form

Click on [OK]

Save and close the form

Run the form, then press @
to move through the fields to
ensure that the tab order is
correct

Close the form

(2

Tab Order

Section:

Custom Order:

EmpNo
FirstName
LastName
Department
PhoneMo
Started
DateCfBirth
FullTime
WeeklyHours
Comments
Child33
YearsOfService

Click to select a row, or

dick and drag to select

multiple rows. Drag

selected row(s) to move

them to desired tab

order.

Cancel Auto Order

Tab Order

Section: Custom Order:

Form Header EmpNo

Detad FirstN

Form Footer Irsthame
LastName
Department
PhoneNo
Started
YearsOfService
FullTime
DateCfBirth
WeeklyHours
Comments
Child33

Click to select a row, or

dick and drag to select

multiple rows. Drag

selected row(s) to move

them to desired tab

order,

O

Cancel Auto Order

For Your Reference...
To change the tab order of a form:

1.
2.

3.

Open the form in Design View

On the Form Design Tools: Design tab,
click on Tab Order in the Tools group

Click on [Auto Order]

Handy to Know...

¢ If you want to specify your own order for the
controls on a form, in the Tab Order dialog
box, click on the control in the list and drag it

to the desired location in the list.
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INSERTING THE DATE INTO THE FORM HEADER

The top part of the form is known as the form
header. 1t is usually reserved for information
such as the name and purpose of the form — for
instance, our case study form shows the title

Employees. But you can also use this area to insert
other controls that display information such as the

date and the time.

Try This Yourself: o

Continue using the previous
file with this exercise, or open
the file Modifying
Forms_10.accdb...

Same
File

Open frmEmployees in
Layout View

p—

On the Form Layout Tools:
2 Design tab, click on Date and
Time in the Header/Footer
group to display the Date and
Time dialog box o

Ensure that both Include Date
3 and Include Time are ticked

and the middle time format to
select them

4 Click on the middle date format

Click on [OK] to insert the
5 current date and time into the
top right of the form header

area o

6 Click on the date to select the
unbound control, then on the
Form Layout Tools: Format

tab, click on Bold in the Font

group
7 Save and close the form

Date and Time

Incude Date

(O Thursday, 18 August 2016
(@ 153-Aug-16

() 18/08/2016

Include Time

(O 2:39:59 PM

® 2:34PM

O 14:34

Sample:

18-Aug-16
2:34PM

oo

18-Aug-16

Family Mame | Kerr

Department |Executive

2:35PM

Family Mame | Kerr

Department | Executive

For Your Reference...
To insert the date and time into the header:
1. Open the form in Layout View

2. Onthe Form Layout Tools: Design tab,
click on Date and Time in the
Header/Footer group

3. Change the settings and click on [OK]

Handy to Know...

e The same procedure for adding the date and
time to a form header can also be used for
adding a date and time to a report header.
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UNDERSTANDING QUERIES

A select query is like a filter that you place on
your data so that you see only the information
that is relevant to you. Select queries can be
used, for example, to produce a list of customers

from Tasmania, or all of the items that you've
purchased in the last six months valued at $300 or
more. Select queries are so named because they
select records according to your query design.

Select queries are created
using the Create tab of the
ribbon, and are run and
modified as a Query object
in the Navigation pane.

Select queries are based on
a Query Design. The upper
part of the design is known
as the Field List, while the
lower portion is known as the
Query Grid.

Field
Query grid

The records displayed in the
query are determined by the
sample data that you enter
into the Criteria row in the
Query Grid — this is why the
process is sometimes
referred to as query by
example.

Criteria row

The easiest way to see the
data is to switch to
Datasheet view. In
Datasheet view the data that
matches the query criteria is
displayed in a special
dynaset table. A dynaset is
a subset of the full table of
data — however, it is still a
live set of data and any
changes made to data here
will be reflected back in the
full table later on.

-
Employees
* Y
? EmpMo
FirstMame
LastMame
Department
Phonelo -
-
[] 3
Field: m w | LastName FirstName Department
Table: [Empl Empl Employees Employees
Sort:
Show: L
Criteria:
on
4 »
Employees
* -
? EmpMa
FirstMame
LastMame
Department
PhoneMo i
[] 3
Figld: | EmpMo LastMame FirstMame Department
Table: |Empl Empl Employees Employees
sort:
show: m
Criteria: “Administration”
ar:
4 »
= Quer_v1\'-._ x
EmpNo - | LastName - | FirstName - |Departmeni - -
ﬁ Millson Augustine Administratior
108 Bennet Amanda Administratior
109 Samuelson George Administratior
110 Smith Meville Administratior
111 Henricks Petra Administratior
112 Clark Vivienne Administratior
113 Hancock lerry Administratior
114 Brown Victor Administratior
115 Kendall Sandra Administratior
117 Morris Charles Administratior
118 Williams Lance Administratior
181 Rellote Leigh Administratior
183 Chapman Michael Administratior
184 Ivanson Natalie Administratior
185 Andronikos  Pavlos Administratior
136 Taron Steve Administratior
188 Cummings John Administratior
189 Isaac Ajith Administratior
190 Alexopoulos | Aris Administratior
191 Thurst Brett Administratior -
Record: W Tof26 | P MK Search
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CREATING A QUERY DESIGN

Queries are created from the Create tab on the
ribbon. Like table structures, there is a design
view where the layout, criteria, and the like,
required for the query are specified, and a run

view where the data is brought into the design
layout structure from the relevant table. The first
step in creating a query, therefore, is to create a
query design structure.

Show Table ? *

Try This Yourself:

Tables Queries Both

Expense Transactions

Before starting this
exercise you MUST open
the file Creating
Queries_1.accdb...

Open
File

Click on the Create tab,
then click on Query
Design in the Queries
group to display a new Add
query design and the
Show Table dialog box

Click on [Add] to add the
Employees table fields to . -
the design, then click on Jemete
[Close] to close the dialog

box

=

Close

= Query1."'-.__

Employees

LastMame
Department

PhoneMo -

In the field listing
double-click on EmpNo,
LastName, FirstName
and Department to add
these fields to the grid in
this order

Click on Save in the QAT
to display the Save As
dialog box

Double-click on the entries here to add them to the
table below

Field: Jep
Table: |Empl Empl Empl Empl
Sort:

Show:

Type qryEmployees in e
Query Name, then click
on [OK]

The name of the query will
now appear in the :
Navigation pane under the o

Queries header...

Close the query

For Your Reference... Handy to Know...
To create a query design: o
1. Click on the Create tab
2. Click on Query Design in the Queries group
3. Add the table and select the fields
4. Save the query

The Show Table dialog box, displayed when
creating a new query design, lists all of the
tables and queries in the current database
file.
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WORKING WITH A QUERY

Queries offer you the ability to see snapshots of
your data — a particular view or representation of
your data at a point in time. There are three main
views within a query: the design view where you

specify what data you wish to see in the snapshot;
the datasheet view where the data based on the
design is displayed; and SQL view which shows
the programming behind the query.

. ! All Access Objects @ «|  aryEmployees’\ :
Try This Yourself. I 5 EmpMo - | LastName - | FirstName - Department -
- blm o | 101 Kerr Julianne Executive
Contil i th g - 102 Jones Harry Executive
o ontinue using e B Employees . :
= revious f/Ie Wlth thIS 103 Harrington Angel Executive
w p , X B Expense Transactions 104 Dawson Peter Executive
g exerC{se, or open the file | Queries # 105 Jones Mark Executive
g Creatlng | 7F anEmployees 106 Grayson Maureen Occupational £
Queries_2.accdb... Forms % 107 Millson Augustine  Administratior
& Employees Form 108 Bennet Amanda Administratior
Double-click on 109 Samuelson  George Administratior
qryEmponees to see 110 Smith Meville Administratior

the query in Datasheet
view, displaying the data

On the Home tab, click
on the top half of View

Home

in the Views group to = A Und i & e ugu
= #Update D Union "™ €= Insert Rows Insert Col
toggle between Design | | | B e ! il
oggle petwee esig = o e i [ Crosstab &5 Pass-Through = 57 Delete Rows X Delete Col
H ew un akKke £n ow
and Datasheet views - k Table bR !x Delete gData Definition Table SN Builder E@ Return: | A
Click on the bottom half Datasheet View | e Qe dee
3 i 3 s @ « || avEmployees',
of View to display a 3 S
menu of options SQL st view el Finniyas
4 Select SQL View to see B2 pesign view ¥ i =
the SQL code required == Firsthame

Create

External Data

Q Tell me what you want to do

Database Tools

behind the scenes to
create the query

Close the query

ﬁ.‘ qryEmpl oyees."'-.._

[SELECT Empl
FROM En

For Your Reference...
To see different aspects of a query:

1. Double-click on the query to see it in
Datasheet view

2. On the Home tab, click on the top half of
View in the Views group to toggle between
Design and Datasheet views
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Handy to Know...

¢ Until you seriously get into programming, you
won't use the SQL View option for queries all
that often. SQL is pronounced "sequel” or
simply S.Q.L.
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CHANGING A QUERY DESIGN

Most query designs are not as critical as table
designs and can therefore be changed randomly
and when the need arises. Select queries,
where you are trying to extract matching data,

are often run using a trial and error approach where
the query design is experimented with and modified
until the perfect solution is found.

Try This Yourself: TE;E E:zmm I;stl?lame Eirst!ﬂame Eeplar‘tment :\I’eellclyHours Fm
snow
Continue using the previous Creria
g o file with this exercise, or __
&Y open the file Creating  aryEmployees |
Queries_3.accdb...
- Employees
1 In the Navigation pane, ; Started = :
right-click on oo s
qryEmployees to display a o WeeklyHours
menu of options, then select salary
Design View to see the Comments hd
query in Design view
2 Scroll down the list of fields
in the Employee fleld IIStIng Field: |Emplo LastName Firstiame Department | « | WeeklyHours
and double-click on Table: | Eml Empl Empl Empl Eployees” Empl
WeekIyHours and then Show, Firsthame
Salary to place both fields Criera Depmtiment
at the end of the grid T
DateOfBirth
3 Click on WeeklyHours in Westmtiours
the grid then, on the Query sahay
Tools: Design tab, click on . .
Insert Columns in the
Query Setup group o
A new, blank column will
appeatr...
3 qryEmployees |
CIICk on the drop arrow in EmpNo - . LastMame - | FirstMame - Departmeni ~| Started -~ WeeklyHou - Salary -
the new column and select Kerr Julianne Executive 28-Jun-10 40 $250,000.00
102 lones Harl Executive 19-Jul-10 40 140,000.00
Started 103 Harrington Angr:I Executive 19-Jul-10 40 2145,000.00
Click on the Home tab, then 104 Dawsaon Peter Executive 19-Jul-10 40  $140,000.00
5 dickonthotophalfofView || % e st s e
in the Views grOUp to run 107 Millson Augustine Administratior 06-5ep-10 40 $85,000.00
the query and see the data 108 Bennet Amanda Administratior 06-Sep-10 40 $87,000.00
presented in the mOdlfled 109 Samuelson George Administratior 06-Sep-10 40 $98,000.00

design

Click on Save in the QAT,
then close the query

o

For Your Reference...
To insert more fields into a Design grid-
¢ Double-click on the field name in the field
listing, or
e Click in the grid, then click on Insert
Columns in the Query Setup group
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Handy to Know...

e You can delete a field from a query grid by
clicking on it and then clicking on Delete
Columns in the Query Setup group on the
Home tab.

MUSTAFA H. ALI

Page 33



LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

APPLYING RECORD CRITERIA

The real power of a query lies in its ability to criteria row in the query grid. You simply type an
display a filtered list of records in a dynaset. To example of the data that you want to see in the
filter the records and see only the ones that you criteria cell and run the query to display all records
want, you will need to enter search criteria in the from the original table that match the criteria.

Field: |EmpMo LastMame Firsthame Department Started
Try This Yourself: Taszlreti Employees Empl Empl Employees Employees
Show:
Continue using the previous Crteri: Adhninistration
€ o file with this exercise, or
& Y open the file Creating
Queries 4.accdb...
Right-click on
1 qgryEmployees to display a !

menu of options and select o
Design View

Click in the Criteria cell for

2 Department and type 3 aryEmployees |
Administration EmpMNo - | LastName - | FirstName - |Departmeni~-| Started ~ | WeeklyHou -
P b Y
. Millson Augustine Administratior 06-Sep-10 40
3 On the Query_ Tools: 108 Bennet Amanda Administratior 06-Sep-10 40
DeSIgn tab, click onthe tOp 109 Samuelson George Administratior 06-Sep-10 40
half of View in the Views 110 Smith Neville Administratior  06-Sep-10 a0
group to see only those 111 Henricks Petra Administratior 06-Sep-10 40
records with 112 Clark . Vivienne Ajministratior 06-Sep-10 40
P ; . 113 Hancoc Jerry Administratior 06-Sep-10 40
AdmIHIStratlo_n in the 114 Brown Victor Administratior 06-5ep-10 40
Department field 115 Kendall Sandra Administratior 06-5ep-10 40
4 Repeat step 3to switch o
back to Design view
5 Type 40 in the Criteria cell
for Week/yHours, then click - LastName - | FirstName - Departmeni~ Started - WeeklyHou ~| Salary -
on Viewto display only Millson Augustine Administratior 06-Sep-10 40 $85,000.00
those people who work 40 Bennet Amanda Administratior 06-Sep-10 40 $87,000.00
hours in the Samuelson George Administratior 06-5ep-10 40 $98,000.00
6 Administration department Henricks Petra Administratior 06-Sep-10 40 $82,000.00
Clark Vivienne Administratior 06-5ep-10 40 $30,000.00
SWItCh tO Des,-gn view and Brown Victor Adm?n?strat?or 06-Sep-10 40 $31,000.00
_ . h Kendall Sandra Administratior 06-5ep-10 40 $38,000.00
type >_80000 in the Maorris Charles Administratior 06-Sep-10 40 $84,000.00
Criteria cell for Salary, then williams Lance Administratior  23-Sep-10 40 $83,000.00
click on View to see all 0 $0.00

Administration people who
work 40 hours and earn o
7 $80,000 or more

Save and close the query

For Your Reference... Handy to Know...
To select records in a query: e When creating queries, if you add more
1. Click in the Criteria cell for a field and type criteria across fields, you are creating what is
the desired search criteria known as an AND query — you want records

2. Onthe Query Tools:Design tab, click on that have this AND this AND this...

View in the Views group to run the query e When constructing queries, use > for greater
than and < for less than situations.

Page 34
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CLEARING SELECTION CRITERIA

You do need to exercise a little care when
running queries. If you leave residual criteria from
an earlier query in the query grid (which is easy
to do if you have more fields than can be seen on

the screen), you may end up with incorrect results.
It is a good idea therefore to clear the selection
criteria after you have performed a query and found
the data that you want.

. Field: | SHTeal . | LastName FirstMame Department Started
Try Thls Yourself: Table: |Employees Employees Employees Employees Employees
Sort:
Showg
o Continue using the C”teriv{ﬂ “Administration”
g 5 g q -4
ic previous file with this
g exercise, or open the file
3 Creating
Queries_5.accdb...
1 In the Navigation pane, ‘
right-click on o
qryEmployees to display a
menu of options and select
Design View Field: |EmpMo LastName Firsthame Department Started
Table: |Employees Employees Employees Employees Employees
H t Sort:
2 Point to the left of the first show
Crltena Ce” Untll the mouse Criteria: Administration

or

pointer changes to a black
horizontal arrow =

Click once to select the
entire criteria row

W

Press to delete all of :

the criteria in the row o
Save and close the query

4
5

Field: |EmpMNo
Table: |Employees
Sort:
Show:
Criteria:
or:

LastMame Firsthame Department Started
Employees Employees Employees Employees

For Your Reference...
To clear selection criteria:

1. Point to the left of the row and click once to
select it

2. Press to delete the criteria in the row

Handy to Know...

¢ When working with a query design, you can
delete the contents of a single cell in the
Criteriarow by double-clicking on the value
in the cell and pressing .
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SAVING A QUERY

on Save As to display the
Save As area

There are two main types of select queries: those a regular basis it should be saved. You can then
that you create as a one-off search of the data; also use it as a template to create other queries
and those that you create for repeated and with variations perhaps to the criteria or the field
on-going use. If you are going to use a query on grid.
189 Isaac Ajith Administratior 16-Dec-10 40
Try This Yourself: 190 Alexopoulos  Aris Administratior 27-Nov-10 40
191 Thurst Brett Administratior 16-Dec-10 40
Continue using the preViOUS 192 Ahl_und_ Chri_stof Adm?n?strat?or 09-Dec-10 40
o ! 3 . . 193 Zylinski David Administratior 20-Nov-10 32
g2 file with this exercise, or open 194 Hurst Ellinor Administratior  27-Nov-10 a0
S L the file Creating 203 Hutchins Philip Administratior  27-Nov-10 10
Queries_6.accdb... 204 Baker-Smith  Susan Administratior 16-Dec-10 40
205 Abelseth Trond Administratior 02-Dec-10 25
1 Right-click on gqryEmployees & 0
to disp|ay a menu of options Record: 4 < [10f26 | b M » Mo Filter | Search
and select Design View o
Type Administration in the
2 Criteria cell for Department o v e 7 x
On the Query Tools: Design Save ‘gryEmployees’ to:
3 tab, click on View in the Views EopyefiyEmdoyees
group to see the results — =
there should be 26 records Qe =
4 Click on the File tab, then click cance
o = qryEmployeesAdmin
5 Click on Save ObjeCt As in EmpNo ~ Lastﬁame ~ | FirstName ~ |Departmeni ~ | Started - Week
File Types, then click on 101 Kerr Julianne Executive 28-Jun-10
[Save As] to display the Save 102 Jones Harry Executive 19-Jul-10
As dlalog box 103 Harrington Angel Executive 19-Jul-10
104 Dawson Peter Executive 19-Jul-10
Type qryEmplOyeeSAdmin 105 Jones Mark Executive 19-Jul-10
6 and click on [OK] &
The new query appears in the
Navigation bar...

Switch to Design view then
7 repeat steps 2 to 6 to create
another query that only
displays employees from the
Executive department — save
this query as
qryEmployeesExec

8 Close the query

For Your Reference... Handy to Know...
To save a query: o |tis important to give your queries
1. Create the query meaningful names so that you remember

what they are for. Using a prefix, such as
qry, will tell you at a glance that you are
) looking at a list of queries and make the
3. Type a name and click on [OK] queries easier to distinguish from tables,
forms and reports.

2. Onthe File tab, click on Save As, then click
on Save Object As and click on [Save As]
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RUNNING QUERIES FROM THE NAVIGATION PANE

Queries store the layout, fields, criteria and other
information required to produce the list of data
that you want. Given that they can be time
consuming to create, especially in the case of

LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

complex queries, it makes sense to save them and
then run them as often as you require. Queries can
be run directly from the object listing in the
Navigation pane, as often as you like.

Try This Yourself:
o Continue using the
ic previous file with this
g exercise, or open the file
3 Creating

Queries_7.accdb...

In the Navigation pane
under Queries,
double-click on
qryEmployees, then
double-click on
qryEmployeesAdmin,
then double-click on
qryEmployeesExec

Notice how the names of
the three queries appear
in three separate tabs at
the top of the window.

The last query opened is
the one that is currently
seen and is known as the
“active” query...

Click on the tab for
qryEmployeesAdmin to
see the employees in the
Administration
department

Click on the tab for
qryEmployees to see all
of the employees

Close each query

iﬂ,:‘ qr_\,‘Emponees."{_iﬂ,_,J qryEmployeesAdmin i = ﬂryf.mployeesf_xec."'-__

EmpNo - | LastName ~ | FirstMame - |Departmeni~| Started ~ WeeklyHou - Salary -
Kerr Julianne Executive 28-Jun-10 40 $250,000.00
102 Jones Harry Executive 19-Jul-10 40 $140,000.00
103 Harrington Angel Executive 19-Jul-10 40 5145,000.00
104 Dawson Peter Executive 19-Jul-10 40 $140,000.00
105 Jones Mark Executive 19-Jul-10 40 $132,000.00

* i} $0.00
@ qryEmponees.'i 13,'.‘ qryEmployees.Admin."{__@ qryEmpIDyeesExec."-__

EmpNo - | LastName ~ | FirstMame - |Departmeni - | Started -~ WeeklyHou - Salary -
Millson Augustine Administratior 06-Sep-10 40 $85,000.00
108 Bennet Amanda Administratior 06-Sep-10 40 $87,000.00
109 Samuelson George Administratior 06-Sep-10 40 $98,000.00
110 Smith Neville Administratior 06-Sep-10 40 $78,000.00
111 Henricks Petra Administratior 06-5ep-10 40 $82,000.00
112 Clark Vivienne Administratior 06-Sep-10 40 $80,000.00
113 Hancock Jerry Administratior 06-Sep-10 40 $79,000.00

i:,:‘ qryEmpInyee;"‘l__ﬂ qryEmployeesAdmin lﬁ qryEmpInyeEsExec.."-__

EmpNo - LastName ~ | FirstMame - Departmeni~ | Started -~ WeeklyHou - Salary -
101 Kerr Julianne Executive 28-Jun-10 40  $250,000.00
102 Jones Harry Executive 19-Jul-10 40 $140,000.00
103 Harrington Angel Executive 19-Jul-10 40 $145,000.00
104 Dawson Peter Executive 19-Jul-10 40 $140,000.00
105 Jones Mark Executive 19-Jul-10 40 $132,000.00
106 Grayson Maureen Occupational £ 06-Sep-10 40 $85,000.00
107 Millson Augustine Administratior 06-Sep-10 40 $85,000.00

o

For Your Reference...

To run a query from the Navigation pane: .

In the Navigation pane, double-click on the
name of the query from the Query object list

Handy to Know...

Queries do not contain data. Each time a
query is opened in Datasheet view, Access
retrieves the latest data from the table upon

which the query is based and uses the query
design to display the relevant records and

information.
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

DELETING A QUERY

Queries often work with data that is stored in for other queries, forms and reports. Therefore, you
tables or that results from other queries. They should be especially careful when deleting queries
can be used to create data by performing — make sure that the query is not used by any other
calculations and can be used as a source of data objects in the database first.

. All Access Objects © «
Try This Yourself: o — 5
Tables 3
o Continue using the B Employees
T previous file with this B Expense Transactions
°E> exercise, or open the Queries 2
3 file Creating B aqnEmployees
Queries_7.accadb... B anEmployeesAdmin
@ qryEmployeesExec
CIle on Forms S
1 qryEmployeeSEXec in B8l Employees Form
the Navigation pane
to select it
9 Mi ft A *
2 On the Home tab, click o e
on Delete in the Do you want to delete the query "gqryEmployeesExec’? Deleting this object will remove it from all groups.
Records group I For more information on how to prevent this message from displaying every time you delete an object, click Help.
A warning message = te felp

will appear, seeking o
your confirmation to

delete the query...

All Access Objects © «

3 Click on [Yes] to o .
i 1 rCH,
confirm the deletion
Tables 2
The query no longer B Employess
appears listed under EH Expense Transactions
Queries in the Queries A

@ qryEmployees

Navigation pane

@ qryEmployeesAdmin
Forms

b

El Employees Form

For Your Reference... Handy to Know...
To delete a query from a database file: ¢ You can delete a query by clicking on it in the
1. Click on the name of the query in the Navigation pane and pressing [e].

Navigation pane

2. On the Home tab, click on Delete in the
Records group

Page 38
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

CREATING ADDITIONAL QUERIES

Select queries are by far the most common type a wide range of different queries, including those
of query that you will create and use. In this that show records that match specific criteria, and
assignment you will have the opportunity to put those that fit within specific ranges of dates.

your understanding of queries to use by creating

Sub Heading

Use the qryEmployees query to run the various queries as shown. Note that you will have to clear the
criteria from time to time. Also, we won’t need these queries so there is no need to save them.

Save the final query design as qryEmployeesNew then close it.
The datasheet that shows the results is exactly like a table and you can therefore use the Print
commands on the File tab to print the result once the datasheet is displayed.

Access automatically places quotation marks around criteria based on text. The quotation marks are
programming symbols that tell the computer to treat the data as character strings rather than numbers.

Field: |EmpMo LastMame FirstMame Department Started WeeklyHours | Salary E
Table: | Employees Employees Employees Employees Employees Employees Employees
Sort:
Shous
Criteria: “Smith” “Administration”
ar:
-
<1 [
Field: |EmpMo LastMame FirstMame Department Started ‘WeeklyHours | Salary E
Table: | Employees Employees Employees Employees Employees Employees Employees
Sort:
Showe:
Criteria: “Administration” < 50000
ar:
-
< [
Field: |EmpMo LastMame FirstMame Department Started ‘WeeklyHours | Salary E
Table: | Employees Employees Employees Employees Employees Employees Employees
Sort:
Show:
Criteria: | = 200"
ar
-
1] []
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LAB 26: QUERYING THE DATABASE / DESIGNING FORMS / PRODUCING REPORTS

UNDERSTANDING REPORTING IN ACCESS

Reports provide you with a means of more but they can also be viewed on the screen or
formally presenting, and even analysing, data published to the web. Before creating a report, it is
from your tables and queries. Reports have advisable to understand how they work and what
traditionally been produced as printed documents they can actually do for you.

Creating Reports

All database systems, including Access, provide you with a report generator facility to design your
reports. Reports themselves do not contain data, but are created as structural templates into which
the data is placed when the report is run. The template basically defines what to display (e.g. which
fields to use), where to display it (e.g. where the fields should appear on the page), and how it should
look (e.g. font size, colour, etc).

When a report is first created it is based on either an existing table or an existing query. You base the
report on a table if you wish to report on all of the data, or a query if you wish to report on just a
subset of the data.

The Many Ways of Creating a Report

In Access you can create simple reports or very complex and intricate reports. So, as you'd expect,
Access offers several ways for you to create reports. In Access, reports are created from the tools on
the Create tab on the ribbon. Here you can create:

e A basic, no frills report using the Report tool — these reports appear almost instantly and
require very little work on your part. All of the work is done for you.

e More intricate reports using the Report Wizard tool — the Report Wizard metaphorically holds
your hand and asks you a series of questions which ultimately, when answered, result in a
report.

e A complex, elaborate report using either the Blank Report tool or the Report Design tool —
these options present you with a blank report canvas and you are required to do all of the work
to lay out what you want, where you want it, and how it should look. This is the most difficult of
the options to use as you have to do everything yourself.

Achieving a Balance

There is no right or wrong way to create reports — choose the method that achieves the results using
the least amount of time and effort.

The beauty of the reporting tools in Access is that even after you have created a report using any of
the techniques, the report can still be edited, modified and customised to suit specifically what you are
after. So even if the basic report doesn’t quite provide you with what you want or the Report Wizard
hasn’t quite done all it should, you can still change the report design yourself.

Many Access users create their reports using the Report tool or the Report Wizard tool, and then
fine-tune the layout or the design to suit their needs.

Page 40
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CREATING A BASIC REPORT

The easiest and simplest way to create a basic query in the Navigation pane as the basis for the
report in Access is to use the Report tool which report and then run the command.

is located on the Create tab on the ribbon. All

you need to do here is to select the table or the

Employees
Try This Yourself:
Employees Friday, 5 Augl
= Before starting this exercise = . 124
8_ g yOU MUST Open the flle EmpNo FirstName LastName Department
() w rsais emadi ‘101 |Ju|ianne HKerr ||Executive
P 1. ‘102 |Harry HJunes ||Executive
1 In the Navigation pane, click 103 [Anget | Harrington |[Executive
on the Employees table to 104 [Peter | pawson || Executive
Se|eCt it ‘105 |Mark ”Jones ||Execu‘tive
ThIS indicates the table tO ‘106 |Maureen ”Grayson ||Occupationalsafety
base the report on B |Augustine | mitison |[Administration

Click on the Create tab, then o
2 click on Report in the

Reports group Employees \
A report layout will instantly e o
. rigay, ugy

appear. The Layout View of Employees B
the. report aIIOWS you to make Emp\lo FirstName LastName Depar‘tmem
adjustments to the report o1 [utianne I executve
template' o ‘ 102 || Harry ” Jones || Executive

3 On the Report Layout Tools: 103 [Angel | Harringten [ Executive
Design tab, click on View in 04 [peter | pawson | [Executive
the Views group to see the 105 |[mark | Jones |[Executive
report in Report View Where ‘105 ||Maureen ”Grayscn ||Occupationa|£afety
the data is presented ’E ||Augustine ”Millson ||Administration

Data is presented in Layout o

View as well, but Report View Savehs roX
is the finished view of the = Repatiian
report... All Access Objects © « || 8 ritmploy|Employees D
Search. yel
Click on Save in the QAT to Tables A —_— s
display the Save As dialog B Employees
bOX B expense Transactions EmpNo FirstName LastName
Queries & -
Type  rptEmployees in B anemployees 102 e I
5 Report Name, then click on B anemployeesadmin 102 AHarry Jones
[OK] to save the design and et 2| qmB ] Angel |[Harrington
|ayout Reports / | 104 H Peter || Dawson
rptEmployees |105 HMark ||J0nes
6 Close the report | 106 | Maureen || erayson
For Your Reference... Handy to Know...
To create a basic report: o When creating reports, Layout view allows
1. Click on the table or query in the Navigation you to make changes to the layout of a
pane report, such as column widths, row heights,

field placement etc. Report view is the

2. Click on the Create tab, then click on Report polished view of the report.

in the Reports group
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WORKING WITH EXISTING REPORTS

Reports do not contain data — they are simply a report — you can see its structure in both the
templates with field placeholders which Design and Layout views, and you can see data in
determine where data will be placed. As a Report, Print Preview and Layout views.

consequence there are several different views of

.ﬁ rptEmployees \,
Try This Yourself:
Tues
Continue using the Employees
[ . . . .
E % prewqus ﬁle with th.IS EmpNo FirstName LastName Department
& L exercise, or open the file -
Reports_2.accdb... 101 | Jutianne | kerr || Executive
- | 102 || Harry ||Jones || Executive
1 Double-click on the report |1D3 ||Ange| || Harrington || Executive
rptEmponees @ open i | 104 || Peter || Dawson || Executive
Report VieW . ShOWS you |105 || Mark ||J0nes || Executive
z}znreggiaglfe dna’)taadel\:g | 106 || Maureen || Grayson || Occupationa;
eltheg the data or the |1D? ||Augustine ||Mi||sc|n ||Administrati
report /ayout here... | 108 ||Amanda || Bennet ||Admini5trati
On the Home tab, click on |1DS ||Ge0rge ||Samue|son ||Administrati
2 View in the Views group | 110 || Neville || smith || Administrati

to see the report in Layout o
view where changes can

be made
The View tool toggles |l rptemployees \
between Layout and O R I R R
Report views... O] & Report Header |
Click on the bottom half of ; _ﬁ plgges I
3 View and select Design || # Page Header
View _ |Empi~lo | ||:i+1\|an'ie | | | ||i>ast\leime | | | | ”Depai‘lmeni

Design view is the ultimate Sipctai

design and layout view

where you can edit the : 'Pagr F°°te|' I O B
fields, placements and 7| # report Footer

even formats, and also - ‘ ‘ i ‘ ‘ ‘ | ‘ ‘ ‘ | ‘ ‘ ‘ ‘ ‘
make changes to report [
headers and footers... :

z |EmpN0 ||FirstName ||LastName ||Depar‘tment

4_ Close the report .
3

For Your Reference... Handy to Know...
To change the report view: o Changes to report structure are made in
1. Open the report in any view either Layout or Design view. Layout view

provides a view of the report with data in
place. Design view provides access to more
of the detailed areas of the report such as
the header and footer.

2. Onthe Home tab, click on the bottom half of
View in the Views group and select the
desired view
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PREVIEWING AND PRINTING A REPORT

Reports are commonly designed for and printed before it is sent to the printer. Often you will find
on paper using a printer. While you can print a that the report is too wide or needs to be changed
report without directly running it, it is a good idea in some other way prior to a formal print run.

to use Print Preview to see how it will look

. ﬂ rptEmponees-"'-..__
Try This Yourself:
© o Continue using the previous
S T file with this exercise, or open Employees
% " the file Reports_2.accdb...
EmpNo FirstName LastName
1 Right-click on rptEmployees 101 [suianne [Kerr
and select Print Preview to |
n . 102 ||Harr\.r ||Jones
see the report in preview mode
|103 ||Ange| ||Harringt0n
2 Click on Next Page and (104 [peter [Dawsan
Previous Page at the bottom
of the window several times to 105 ik Jones
view the pages o
The report is too wide to fit on
one piece of paper... o ot 7 x
On the Print Preview tab, click Printer
3 on Landscape in the Page Name: Canon MG5100 series ~ Properties
Layout group to turn the report Status:  Ready
Sideways Type: Canon MG5100 series Printer
Where: USBOO1
We still haven't got all columns Comment: [l Print to File
on one page, but let’s print just Print Range Copies
the first page to see how it O Number of Copies: | 113
IOOks--- 'ages  From: :H £ £
Q= T jﬁ «ﬂﬁ Collate
4 Click on Print in the Print FRREm R
group to display the Print . -
dialog box = ki
Click on Pages in Print Range
5 and type 1 in both From and
To
Click on [OK] to print the first
6 page of the report
7 Close the report
For Your Reference... Handy to Know...
To preview and print a report. o Basic reports seldom print well without a bit
1. Right-click on the report in the Navigation of editing. Typically there may be too many
pane and select Print Preview to see the columns or rows to fit neatly on a page.

report in preview mode

2. On the Print Preview tab, click on Print in
the Print group to print the report
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CHANGING THE REPORT LAYOUT

The Layout view provided for reports in Access visually appealing, or for practical purposes such
allows you to make adjustments to the layout of as trying to squeeze the report onto one page. In
the report. These adjustments may be required Layout view you can adjust column widths and
for aesthetic purposes, to make the report more instantly see whether they will work or not.

e =] fpl[l’l‘lpluy&es\"-._
Try This Yourself:
‘0] Employees
© o Continue using the previous !
§ T file with this exercise, or open EmpNo ——eyName Lasthame
% " the file Reports_3.accdb... 101 ulibnne | kerr
. . ‘ 102 Ty ||Junes
1 Right-click on rptEmponees 103 [angel [Farington
and select Layout View
‘104 |Peter ||Dawscn
Point to the right border of the 105 [Mark || sones
2 orange square surrounding i
Emp No 101 o & rptemployees
The pointer should change to a Employees
double-headed arrow...
EmpMN¢ FirstN LastN
3 Hold down the left mouse SR S
button and drag the border left 101 | sulianne [Xerr
to make the column narrower 102 [Harry || ones
X X . ‘103 |Ange| ||Harrimg‘ton
Click in the FirstName column, o [peter [Dawson
then repeat steps 2 and 3 to s i
. ar ones
make this column narrower
5 On t_he Repor.t Layout Tools: E— i S sie
Design tab, click on the bottom a0
- . - EmpN  FirssName LastName Department PhoneNo Started Dae0fBirth Fulllime yHours Salary Comments
half Of V’ew n the v'ews ‘lDl Hju\izr\r\e ”Kar HExecume ||750Dl H ZB-Jun-]D” Ds-FmBDpﬂ | AD”WH
group, Se'ect Print PrevieW, }mz HHm ”Jons stacurne ”75001 H 19-Jul-10” IS-Ap(-SSI I MHWH
. . 103 | Angel Harrington Executie 75003 19-Juk10 19-Aug-58 40 (|
then CI'Ck on One Page In the ‘JM Hpm ”Daus:n ”E}IE(U[idE ||750m H wmuu” 127J|4I54|w | mnmwmmmmu
I 105 Mark Jones Executve 75005 19-Juk10 06-Aug-63 5] 40 || sssppdu
goom groufp to See If the 106 Maureen Grayson OccuparionalSafety  ||61021 06-5ep-10 230a-74|H 40| $85,000.00
omments It on the page 107 | Augustine Millson Administration 61022 06-Sep-10 07-Dec-78 & 40(| $85,000.00
. . . ‘JDB HAma’nia ”EEnnEt ”Aﬂminiirati:»n ||51023 H Dss.zpm” MMawSQlw | 40” saznmouH
6 CIICk On Close Pr’nt PreVleW 109 George Samueson Administration 61024 06-Sep-10 Dl-Dﬂ:-STw 40|| $98,000.00
H H 110 Nevile smith Administration 61025 06-5ep-10 07-Aug-54 40| $78,000.00 || Studying MBA
In the Close PreVleW grou_p’ 111 Pewa Henricks Administration 61026 06-Sep-10 DE—AD(BIE 40|| 582,000.00
then repeat steps 2 and 3 with W e o Aomnaraon|[0z7 | 05sep10|  22horel]® 0| ss00000
the Other CO|UmnS untll the 113 | Jerry Hancock Administration 61028 DE-Sep10 09-0et-75 | 40|| $79,000.00
’ . 114 Victor Brown Administration 61001 06-Sep-10 02—Ap(-73 40| $81,000.00
Comments Column IS On the 115 Sandra Kendall Administration 61002 06-Sep10 DS—N\:W'IEE 40|| 588,000.00
117 Charles Morrs Administration 61004 06-Sep10 20-Dec-77 5] 40| $84,000.00
page 118 Lance Willams Administration 61005 23-Sep10 03-May-75 5] 40|| $83,000.00
119 Anton DeRogzario Marketi 63010 02-Dec-10 15-A BS 40|| $65,000.00
7 Save and Close the report 120 Beﬁr\d: Moore Sala&:arket'rg 63034 03-Jarr10 MD:BZ 40|| 551,000.00
124 Emily Hansdon Sales & Marketing 63018 09-Dec-10 25-May-64 5] 40| 548,000.00
125 Hanna Goldblum Sales & Marketing 63002 06-Now-10 08-Jukb2 5] 40| $54,000.00
126 Ian Lyons Sales & Marketing 63001 09-0ct-10 06Sep-74 40(| $78,000.00
Pagelo
For Your Reference... Handy to Know...
To adjust column width in a report: o The grey dotted lines that appear in Layout
1. Open the report in Layout view view of a report indicate whether the page

2. Click in the column to change will break when printed. These dotted lines
' are based on the current printer settings on

3. Point to the right border of the orange your computer and are very useful when
square, hold down the left mouse button and trying to resize a page of the report.

drag left to narrow the column
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USING THE REPORT WIZAR

The Report Wizard will guide you through the
process of creating more formal reports from the
data in your data table. The Report Wizard
consists of a number of screens that prompt you

D

for the information required to generate a report.
Some of the screens may seem cryptic to begin
with, but you will soon learn what is required and
be able to generate reports quickly and efficiently.

Try This Yourself: o

Continue using the previous
file with this exercise, or open
the file Reports_4.accdb...

Same
File

In the Navigation pane, click
on the Employees table to
specify the table to report on

—

Click on the Create tab, then

2 click on Report Wizard in the
Reports group to start the
Report Wizard

Report Wizard
Which fields do you want on your report?
‘fou can choose from more than one table or query.
Tables/Queries
Table: Employees v
Available Fields: Selected Fields:

)
Firsthame
LastMame =
Department

Phoneho
Started
DateOfBirth e
FullTime

Double-click on EmpNo,
3 FirstName, LastName,

Department and PhoneNo in e
Available Fields to add them
to the Selected Fields list

4 Click on [Next] to proceed to
the next screen. Continue

working through the screens

using the settings as shown

5 Once you have specified the
title in the last screen of the
wizard, click on Preview the
report, then click on [Finish]
to build the report

Spend a moment previewing
the report...

Cancel = [l Finish
Report Wizard
Which fields do you want on your report?
‘fou can choose from more than one table or query.
Tables/Queries
Table: Employees v

Available Fields: Selected Fields:

d = Empho
fBirth FirstName

FullTime == | |LastName
WeeklyHours Department

Salary
Comments

6 Close the report

The new report is now listed in .
the Navigation pane

Cancel i Finish
Screen Settings Click on...
Grouping No change [Next]
Sort Order 1. LastName, Ascending [Next]
Layout Tabular & Portrait [Next]
Title Employee Phone Listing

For Your Reference...
To create a report using the Report Wizard.
1. Click on the table or query

2. Click on the Create tab, then click on Report

Wizard in the Reports group
3. Complete the steps of the Wizard

Handy to Know...

o When creating a report using the Report
Wizard, if you have made a mistake in any of
the screens or would simply like to review
your work, click on [Back] to move back
through previous screens.
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CREATING A GROUPED REPORT

By creating a grouped report you can present departments will be listed in alphabetical order and
data so that it is grouped according to one or the employees will be listed in alphabetical order
more fields. For example, if you create a grouped within each department.

report listing all employees by department, the

o Report Wizard

Try This Yourself: S —
levels? Department
o Cont_inue USIng the ) EmpMo, Lastiame, FirstMame, Started,
£ @ previous file with this Salary
& % exercise, or open the file g

Reports_5.accdb...

In the Navigation pane,
click on the Employees
table

Click on the Create tab,
2 then click on Report
Wizard in the Reports

group tO Start the Wizard Grouping Options ... Cancel < Back Finish
3 Double-click on
Department, EmpNo o
. ’ Screen Settings Click on...
LastName, FirstName, &
Started and Salary, then Sort Order 1. LastName, Ascending [Next]
click on [Next] .
Layout Stepped & Portrait [Next]
In this screen you are . - Salary Listi
required to specify how to pie mployee Salary Listing
group the records...
Double-click on o [ Employee Salary Listing \, X
4‘ Department as the
grouping level Employee Salary Listing
5 CIiCk on [Next] and :\:{';ﬁ; Lastiams Empo Fisthame Staried Salary
Colmplete the remalnlng P De Rozanio 119 Antory 0Z-Dec-10 $53, 000.00
wizard screens as shown B e e mE
6 Click on [Finish] to build oD DoLL o DI
the report ?ee‘s*\'h zoe Susan 1;_—3=c-m ;—amm
Banmet 1 - Amards 05-5=p-10 £27.000.00
Brown 114 Victor 05-5=p-10 £51,000.00
Close the report e e e i
Clha 112 Vienne 05-5=p-10 £20,000.00
7 is= Jomn 20-Mow-10 $35,000.00
T
134 Elinor ITNo-10 $43,000.00
uhins z02 Phillip TMNo-10 $38,300.00
1= ajin 15-Dec-10 $43,400.00

For Your Reference... Handy to Know...
To create a grouped report: o When creating a grouped report, you may
1. Click on the Create tab, click on Report find that you need to make minor
Wizard and create a report, selecting the adjustments to column widths in Layout
field to be grouped on as the first field View to be able to see all of the grouping

2. Select this field on the Grouping screen CRlTTli,

3. Complete the wizard and save the report
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CREATING A STATISTICAL REPORT

One great feature of reports is the ability to number of records (count) for numerical fields in a
summarise the data in the database. For database. You can also count non-numerical fields.
example, reports allow you to calculate the total These statistical reports assist with analysis of
(sum), minimum, maximum, average, and the data in the database.

o Summary Options

Try This Yourself:

What summary values would you like calculated?
o Continue using the previous Field S A En T Cancel
g T file with this exercise, or open Salary g ogd Son
% " the file Reports_6.accdb... (@ Detail and Summary
A A q (O Summary Cnly
In the Navigation pane, click

—

on the Employees table, click D

on the Create tab and click on
Report Wizard in the Reports

group
Double-click on Department

and Salary, then click on
[Next]

Double-click on Department

as the Grouping level, then Screen Settings Click on...
click on [Next]

) Layout Stepped & Portrait [Next]
Click on [Summary Options]
to display the Summary Title Salary Analysis Report

Options dialog box

Click in the tick boxes for Sum, _
Avg, Min and Max, then click o I salary Analysis Report \
on Summary Only in Show

Click on [OK] to return to the

S U1 S W N

Wizard, then click on [Next] Sa|ary Ana|ysis Report
and complete the settings as
shown
Department Salary
Click on [Finish] to build the Marketing
7 report [Summary for ‘Department’ = Marketing {1 detail record)
Sumo o R
We will fix the hash signs in A:r; rrrrrrrr
the next exercise... Min o s

Max R

8 Close the report

Administration

[Summarv for 'Department' = Administration (26 detail records)

For Your Reference... Handy to Know...

To create a statistical summary report: o When a report displays hash signs (####) in
1. Create a grouped report using the wizard lieu of numbers, it is because the column
2. Click on [Summary Options] on the sorting size in the report isn’t large enough to display

See the values in the fields.

3. Click on the statistics required then click on
[OK] and finish creating the report
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WORKING WITH GROUPED REPORTS

etc.) on the values that involve many numbers,
such as currency. To correct this problem you will
need to access either Layout View or Design
View and modify the column widths.

If a column is not wide enough to display values,
Access will substitute the values with cryptic
signs like the hash (#) symbol. This can happen
when using the statistical functions (sum, avg,

ﬂ Salary Analysis Reporl"'-.._

TI'yThiS Yourself: L T B - B R B 2L - T B - B IR S NI MU IS | B R | IR TS A B < B
¥ Report Header
, Ccontinue using  the - ‘Salary Analys|s Raport‘
g © previous file with this !
& L exercise, or open the file "I Page Header
Reports_7.accdb... : T T T 0= T 7 ]
# Department Header
1 In the Navigation pane, |szmment T T T T T ]
double-click on Salary €petwit T
Analysis Report to run it : | 1 [ [ sty ] [ ] ]

Here you can see the hash - |i“Summarv for" &' artment'="& " " & [Department] & " (" & Count(*} &""
signs replacing numbers... ; ;ﬂ .:Sum(([[SaIIar\.]']}}
. . . - g =Avg([Salary
2 Switch to Design View 2 | O Min(salary])
. [Mpx =Max([Salary])

In Department Footer, B S B 1 B S
3 click on_ =Sum([Sal, hold ~ | [FNow() | ‘ |

down Sh\ftl and CIiCk on ¥ Report Footer

- Jpayas) - Gran* Total | =sum([Salary]} | | |

=Avg([Sal, =Min([Sal, "

=Max([Sal and =Sum([Sal
(in Report Footer)

You should have selected
five fields...

Point to the left border of
one of the selected fields,
click and drag to the left
until the fields are about 3
times as long

Sum $65,000.00
5 Click on the Home tab, o ﬁiﬂﬂﬁﬁﬁ
click on the bottom half of Max $65,000.00

View in the Views group,
then select Report View to
run the report — this time

. Sum $1,588,000.00

the values are displayed Avg $61,076.92

Min $26,200.00

6 Save and close the report o =

3

# Department Footer

ﬂ Salary Analysis Reporl."'-.._

Salary Analysis Report

Department

Marketing

Salary

[Summary for 'Department’ = Marketing (1 detail record)

Administration

[Summary for 'Department' = Administration (26 detail records)

Executive

[Summary for 'Department' = Executive (5 detail records}

Sum |

$807,000.00)

Avg I

4161.400.00!

For Your Reference...

To modify the layout of a grouped report.

1. Open the report in either Report Layout or

Report Design view

2. Make the changes to the layout as required

Handy to Know...

e You can adjust field widths either through
Report Design view or in Report Layout
view. However, =Sum (that sums the footer)
is easier to access in Report Design view.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

MUSTAFA H. ALI

Page 48



	XPORTING RECORDS TO MICROSOFT EXCEL
	IMPORTING FROM MICROSOFT EXCEL
	LINKING TO AN EXTERNAL SOURCE
	UNDERSTANDING FORMS
	Creating Forms
	The Many Ways of Creating a Form
	Achieving a Balance

	USING THE FORM WIZARD
	WORKING WITH EXISTING FORMS
	DELETING RECORDS THROUGH A FORM
	DELETING AN UNWANTED FORM
	UNDERSTANDING FORM DESIGN AND LAYOUT
	Forms are Templates
	Objects on the Form
	The Three Form Views

	SWITCHING BETWEEN FORM VIEWS
	SELECTING FORM OBJECTS
	CHANGING CONTROL WIDTHS
	ALIGNING CONTROLS
	UNDERSTANDING PROPERTIES
	Accessing Object Properties
	Understanding the Property Sheet Pane

	CHANGING LABEL CAPTIONS
	ADDING AN UNBOUND CONTROL
	FORMATTING A CONTROL
	CHECKING THE CURRENT TAB ORDER
	CHANGING THE TAB ORDER
	INSERTING THE DATE INTO THE FORM HEADER
	UNDERSTANDING QUERIES
	APPLYING RECORD CRITERIA
	CLEARING SELECTION CRITERIA
	RUNNING QUERIES FROM THE NAVIGATION PANE
	CREATING ADDITIONAL QUERIES
	Sub Heading

	UNDERSTANDING REPORTING IN ACCESS
	Creating Reports
	The Many Ways of Creating a Report
	Achieving a Balance

	WORKING WITH EXISTING REPORTS
	PREVIEWING AND PRINTING A REPORT
	CHANGING THE REPORT LAYOUT
	USING THE REPORT WIZARD
	CREATING A GROUPED REPORT
	CREATING A STATISTICAL REPORT
	WORKING WITH GROUPED REPORTS



