Chapter 7

MICROSOEFT ACCESS FORMS
AND REPORTS

Q1. Whatis a form? Also discuss its uses and advantages.
Ans.

Form:

o A form is a type of a database object that 1s primarily used to enter or display data
in a database.

o A form 1s constructed from a collection of individual design elements.
o These elements are called controls.

o The common elements are text boxes, labels, check boxes etc. these elements are
used for different purposes.

o Form is used to add data in the database
It 1s used to delete data from the database.
Using form data can be modified in the database.

0
0

o Data can be viewed using forms.

o Data can also be searched with the help of forms.
O

You can also use a form as a switchboard that opens other forms and reports in
the database.

o Forms are also used as a custom dialog box that accepts user input and carries out
an action based on the input.

Advantages of Forms

Easy to Use: Forms are easier to use. It contains simple graphical components that
simplify the process of data manipulation.

User Friendly: Layout of forms 1s graphical and user friendly. Anyone can work on them
easily.
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No Technical Expertise Required: An ordinary user can use the forms for data entry. No
technical knowledge or training is required for simple forms.

lime Saving: Forms require less time to enter data. Access provides master detail forms
to enter data more conveniently.

Flexibility: Forms are very flexible 1n 1ts layouts. Many layouts are available in MS-
Access for the ease of use.

Q2. Write down the procedure of creating form using wizard.

Ans.

Create Form by Using Wizard

1. In database window seclect form from the object pane.
2. Select the create form by using wizard option.

3. A dialog box will appear.

Form Wizard

Which Fields do vou want on your form?

: S You can choose from more than one table or query.

Tables/Cueries
|Quer~,.f: Alphabetical List of Prody =

Available Fields: Selected Fields:

ProductID - Productiarms

SupplierID — | Category 1D

QuantityPertn - | D —
LindtFrice I

LinitsInStock,

RecrderLevel

Discontinued CC

_ategoryhlame I

Cancel Ha Mext » I Einish
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4. From here select the table/queries and then also select a field or set of fields from
available fields. This selection can be done by using arrow button. After this press
next button.

Form Wizard

What layout would vou like for your form?

T
B T P — 1
B e W G = mnar |
E T E S " Tabular
= S A = S ' Bakashesl
GG B SESESaE
sl C Jushified
[ et
— g " PivotTable
. .
W | e [ FI'EEIZCH.!H"I.'_

Cancel I = Back I Nexk » I Finish |

5. At this screen we can select the layout of the form. Press next button
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What stvle would wou ike?

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
Sandstones
Standard

Stone
Sumi Painking

Cancel < Back. I Mext > I Finish

6. Now select the visual style for the form and press next button.

What tithe do you want For vour form?

dphabetical List of Products

That's all the information the wizard needs to create wour
Form.

Do vou wank to open the Form or modify the Form's design?

. & Open the form to view or enter information,
" Modify the Form's design,

[~ Display Help on working with the Form?

Cancel < Back HEXt 5 Finish |
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7. This is the final screen for form creation. Here enter the name for form and press
finish button.

Q3. Discuss different layouts of a form in MS-Access.

Ans.

Form Lavyouts
There are four layouts for forms in MS-Access.

e Columnar Form
o Columnar form is used to display one record at a time.
o It displays text boxes and labels for each field.

o Columnar form provides a record navigation bar to traverse through records.

B Lustomers

"r_-

Alveds Futtekisls

Obete Str. 57

Boin -
Postal Code:

Phone: i 030-0074321 Fax: | 030-0076545

Record: I‘II‘II I'Il*lll"lll;ﬂ"'ﬂl

e Justified Form
o This form 1s used to display one record at a time.
o The fields are justified according to the window.

o The labels are displayed on the top of each field.
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&5 Alphabetical List of Products - Iﬂl_il
Chef Anton's Cajun Seasoning New Orleans Cajun Delights -
Eate_gury Cluantity Fer Lirit Unit Fnce Units In Stock, |
Condiments » |48 -6 oz jars $22.00 53
Units On Order [Reorder Level [Discontinued [C ategory Name
EII 0 IEmdrne:nta
Record: 14| « || 4 v |1 |r#| of g9

e Tabular Form

o In tabular forms multiple records are displayed with fields in columns and records
In rOwWSs.

o Each row represents a record.

o It is best for the situation when you want to display a few records and of narrow
fields and you want to see several records at the same time.

= Employees] =10].%]
Last Name FirstM: Tile Address Postal Country  Home Phone -
Davolio  |Mancy |Sales Represent. |5EI?~ 20th A ve. E. 99122 |USA  |[206) 555-99¢
Fulles |.'1'-.r1|:h='.- Vice President, 5 |EIIIE‘Wr Capital W ay S6401 [206) S55-34¢
Peacock I|'-"|a|ga| Sales Represent. |¢'I 10 Old Redmond Rid GR052 |206) 555812
Buchanan |5t|3\rer Sale: Manager |1-'4 Garrett Hill oWl £ UK 171] 5554504t

> Supama  |Michae [Sales Represent. ll:-:u'-a'mtr;.l Houe [EC27. UK [71) 555777
King |F|nbert |Sal-es Reprezent, IEdgehan'- Hollow |F|G1 g (U I71] 555-555¢
[Calanan [Loua [iroce Saks Coo 4725 T1thave NE. IWIWIW
[Dodswarth [Anne ~ [Sdles Represent. [7 Houndstooth Rd [WE2F [0k [[71)555444:

I | | -

record: 14| « [ & o |milp#|of o 4 ]LH

o It saves time of scrolling records to analyze them.
e Datasheet Form
o A datasheet form displays data in datasheet view.

o Each row displays one record at a time.
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o Datasheet form provides record navigation bar to navigate through different

records.

o This type of form 1s often used for the basis of sub form.

g3 alphabetical List of Products] ;Igﬁl
Product |D | Product Name Supplier Categor «
p 1 Chai Exotic Liquids Beverages |
2 Chang Exotic Liquids Beverages
J Aniseed Syrup Exotic Liquids Condiments
4 Chet Anton’s Gajun Seasoning  New Oreans Cajun Del  Condiments
B Grandma's Boysenberry Spread  Grandma Kelly's Hame  Condiments
7 Uncle Bob's Organic Diried Pears Grandma Kelly's Home  Produce
g Northwoods Cranberry Sauce Grandma Kelly's Home  Condiments
10 lkura Tokyo Traders Seafood

11 Queso Cabrales
12 Queso Manchego La Pastora

pecord: 14| < || A

Cooperativa de Quesos

Cooperativa de Cluesos
'I!‘I'll lllm:.ﬂ

4 |

Dairy Products
Dairy Froducts

d
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Q4. Write down the procedure of creating form using design view.
Ans.

Create Form in Design View

To create form in design view follow the following steps
1. Select form from the object pane.
2. Select the create form by using wizard option.

&= Forml : Form ;lglil

5 T A
# Detai

e | [
Aa gb| o) gt e o Customers x|

I =2 FHEEH BRI EHH HEHEHEHE

| = PR B . . ; 7 siciai s (CyEbomerlD
(™1 p SR B T e T TN ek L T TR T Er R LR E e ] ER LRI R LT l:mpan':,.ﬂamg
_ SR FH T BT S H I BT POy (i
f S e
1 [ il '

(@ i

= PostalCode
oLty
Plruoree

Fax

3. A form in design view will appear.
4. Add controls from the toolbar to the form and set their control source property.

5. Atfter placing all the required fields and their labels on the form right click the button
at left upper corner.

6. Select the form view and see the form you have just designed in data entry mode.

Points to consider while Editing Forms

e Grid lines
o By default horizontal and vertical dotted lines appears on the form in design view.
o These are called gridlines.

o These lines are very helpful while placing controls on the form and make them
aligned to each other and to the form.
e Snap to Grid
On the Format menu, click Snap To Grid.

If Snap To Grid 1s turned on, when you create a control by clicking the form, report,
or data access page, Microsoft Access aligns the upper-left corner of the control to the
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orid. If you create a control by dragging, Access aligns all corners of the control to
the grid. If you move or resize an existing control, Access lets you move the control
or 1ts boundary from grid point to grid point only.

When Snap To Grid is turned off, Access ignores the grid and lets you place, move,
or resize controls anywhere on the form, report, or data access page.

¢ Resizing Object
o Select the control or controls that you want to resize.

o To select more than one control, hold down the SHIFT key and click each control,
or drag a rectangle over the controls.

o Drag the sizing handles until the control is in the size you want.
e Change Form Object Type

The object of the form can be changed easily without creating a new form. The form
object type can be changed as follows.

1. Right click on the object with the mouse

2. Select change to option

3. Select and available object type from the list
e Label/Object Alignment

Each form object and its label are bounded. Both move together when any of them 1s
moved. The user can change the position of the object and label in relation to each
other.

e Tab Order

This option 1s used to alter the tab of objects on form. The user can change the order
as follows.

1. Select tab order from view menu
2. Click the gray box before the row whose tab order is to be changed.

3. Drag it to a new location and release the mouse button.
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2/

—Section

" Form Header
&+ Detail
" Form Footer

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

order,

x|

Cancel I Auto Order |

n Computer Science Part-ll

Custom Order:

CustomerID -
Cormpanyhanne j
ContactName
ContactTitle
Address

Ciky

Region
PostalCode
Country

Phaone ;I

¢ Form Appearance

The form appearance can also be changed as follows

1. Right click on the form and select color from Fill back color option.

2 [&F L=

., Fonk/Fore Color EI

2. Change the color of individual form object by highlighting the object and
selecting a color from font fore color from formatting toolbar.

3. the font, font size, font effect, font alignment, and border can also be modified

using formatting toolbar.

e Page Header and Footer

Header and footer added to the form will only appear when printed.

1. Select page header /footer from view menu

2. Select page numbers form insert menu

3. Select date and time from insert menu

Q.5  Whatis a toolbox briefly describe the controls available on the toolbox?

Ans. Toolbox:

The toolbox contains a set of tools or controls that are used to design a form is

Design View.
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The toolbox 1s displayed or hidden using the Toolbox Icon on the toolbar. The
Toolbox Icon is a toggle button. Clicking on this icon displays the Toolbox if it is hidden.
Similarly, clicking the icon hides the toolbox 1f it is being displayed.

Toolbox Controls:

Toolbox contains controls that are used to create a form. These controls include
buttons, check boxes, text boxes, etc. Toolbox contains most of the tools that are usually
needed for creating a form. However, new tools can also be added to the toolbox.

Following is a brief description of the controls available on the Toolbox:

Control Description

Select Objects [t is not a control. It is used to manipulate the controls on the
forms. For example, 1t 1s used to select, move, resize, align,
etc. controls on the form.

Text Box It 1s used to display data from or input data into tables.

Label It 1s used to display data. The data displayed is this control
cannot be edited directly by the user.

Option Button [t 1s also called the radio button. Radio buttons are used as a
group in which only one radio button can be checked at a
time.

Check Box [t is used to get an input from the user. It can have two states:
checked and unchecked.

Combo Box It is used to provide a short list of 1tems.

Command Button

It represents a click-able button on the form. It is used to start
an action when 1t 1s clicked.

List Box [t 1s used to provide a list of items.

Image It 1s used for displaying images. This control has fewer
capabilities than the Picture Box Control.

Line [t 1s used to draw lines.

Control Wizard

It 1s used to create the List Box, Combo Box, option Group
and command button controls with the help of a wizard.

Option Group [t 1s used to provide the user a group of options from which
only one can be selected. All elements in a group of options
are mutually exclusive.

Toggle Button [t 1s used to either select or not select an option. Both text and

pictures can be placed on this button.
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Unbound Object Frame

[t 1s used to display an OLE object or picture on the form (or
report). The object will remain constant and not change as you
move from record to record.

Bound Object Frame

It is used to display (or to edit/add) the OLE object or picture
attach to the record. It 1s used as bound control.

Page Break It is used as Page Break in Form or report.

Tab Control It is used to create tabbed with many pages.

SubForm/SubReport [t 1s used to add a subform (or subreport) into the form.
The form that contains the sub forms 1s called the main
form (or Report).

Rectangle It is used to draw rectangles on the form.

More Controls

It i1s used to display more controls that are available in MS
Access toolbox.

Q.6 Whatis a control?

Ans. Control:

Explain its different types.

A control 1s a graphical object. It is used to:

0 Obtain and display data from database tables.
0 Input data into database.
0 Perform an action.

Types of Controls:

There are three types of controls. These are:

0 Bound controls.
0 Unbound controls.
0 Calculated controls.

Bound Controls:
The control that 1s

connected to a field of a table 1s called the bound control. It

gets data from a field of the table and displays it on the form. The control source property
1s used to assign a field of a table to the control. The text box 1s the most commonly used

bound control.

Unbound Controls:

The control that 1s not directly connected to a table 1s called the unbound control.
These controls are used to display information such as labels and draw lines, rectangles, etc.
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Calculated Controls:

The control that contains an expression and displays the calculated data 1s called
the calculated control. The expression usually returns the data from database tables.

Q7. How to add list and combo boxes on a form?
Ans.

o List box and combo box are used to display a list, which appears on the screen,
from which the user can choose items.

These objects are used if the possible values are small and limited.

The user can enter value quickly and easily by using these objects.

List box and combo box differ in the number of values they display.

In list box more than one values can be visible at a time but in combo box only
one value 1s visible at a time.

o In combo box all values can be viewed by using its drop down button.

o O O O

Combo Box List Box

|Reed Hal R4l Ben Hill Griffin Il Hall Py
Reed Hall
Whitaker Hall EI

Adding list Box and Combo Box to Form

1. Open the form in design view.

2. Select toolbox from view menu.

3. Make sure that control wizards button == is pressed.

4, Click the list or combo box tool button and draw the outline on form.
5. The combo box wizard dialog box will appear.
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Combo Box Wizard

This wizard creates a combo box, which displays 2 list of values you
can choose From. How do you want wvour combo box bo gek iks

ettt _'F] Tahﬂj?

e — . O A N A £ L R e B AR RS SR kA L B A LBl L ISR R
e ¢ 1 want the combo box to jook up the values in atable or query. |

1
'
#

1 wil bype in the values that T want,

Cancel I < Eack Mext = =R |

1. Select source type for the list or combo box values and click next.
2. The next option 1s about selection of values for list box or combo box.

Combo Box VWizard

wWhich table or query should provide the values for your combo
box?

I Table: Customers
A Table: Employees
L Table: Grder Details
Table: Orders
Table: Products
Table: Shippers
Table; Suppliers

I EREEE B

Wiy
[F Tables  Queries ¢ Both ‘

Cancel < Back | Next = I Eirist

3. Select the table or query from which the value will come to combo or list box.
4. Click next and choose the fields.
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Combo Box Wizard

Which Fields contain the v.ahses yvou want inchuded in your combo
box? The fields you select become columns in wour combo box.

EEX BHE X KXX
HHH KRR HIEX XWX
HEN EHE MM REN

.

[

Available Fields: Selected Fields:

Categoryhame CategoryID

>

T

Al ¥

Cancel I < Back Mext = Einish |

5. Set the width of combo box using mouse and press next.

Combo Box Wizard

How wide would vou like the columns in your combo box?

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit,

Category ID

b (s g R L

Cancel I < Back Mexk = Einish I

6. The next dialog box tells access what to do with the value that 1s selected. Choose

remember the value for later use.
7. Click next
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Combo Box Wizard

What label would you like For wour combo box?

Those are all the answers the wizard ne=ds to create your combo
box.

[ Display Help on customizing the combo box,

Cancel | < Back | [dext = || Finish I

8. Type the name for the control, which will appear as the label on form.
9. Click finish.

Q8.
Ans.

How to add check boxes and radio buttons on a form?

Check Boxes and Radio Buttons

Check boxes are used when one or more than one option may be selected from a
list of given options.

An option is selected by clicking on the check box.

When an option is selected, a tick mark appears in the box.

An empty and blank box indicates that the option has not been selected.
Radio buttons are also called option buttons.

These are used when only one option from many is to be selected.
These options are mutually exclusive.

Radio button is selected using mouse by pressing the circular region.

1. Open the form in design view.

2. Select toolbox from view menu.

. N
3. Make sure that control wizard button Z— 1s pressed.

4. Click the option group and draw the outline on form.
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5. The option group wizard dialog box will appear.

Option Group Wizard

An option group contains a set of option buttons, check

- boxes, or toggle buttons, You can choose only one option,
i J
© am
& what label do wou want For each option?

Label Names:

Cancel ‘ < Back Next » Finish I
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6. Enter the label names and press next

Option Group Wizard

Do wou want one option to be the default chaice?

T
TR T
(s R

(' fH Rumay

(+ iVes, the default choice is:

T emicana 12 12 a1 1 ) G I B e ) o e i

" Mo, I don't want a default.

: IMale - I

Cancel < Back hext > Finish
I S T -

7. Select the default choice value and press next button.

Option Group Wizard

(O T T ='|
(W e =
O EREE EHERH =

Clicking an option in an option group sets the value of the
option group to the value of the selecked option.

What value do you want to assign to each option?

Labeel MNarmes:

Values:

>

Male

Femals

2

Cancel
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8. Confirm the value for choices and press next button
Dption Group Wizard
what type of controls do yoi wank in the option

group?

(< iOption buttons
_EEI'I'IFHB [ e e 2
[~ Check boxes

{* Male
C Farmale _I Toqggle buttons
what style would you like to use?
(" Ftched " Shadowed
" Flat " Sunken
("~ Raised

Cancel < Back I Next > I Firish

9. Choose the type and style of option group and press next. -

Option Group Wizard

What caption do you want For the option group?

That's all the inFormation the wizard needs to create yvour
option group.

I™ Display Help on customizing the option group.

Canced < Back [Hext = I Finish

10. Type the caption for the option group and click finish.
Q9. How to add command button on a form?

Ans.

Command Buttons
o Command button 1s used to perform a task associated to it.

It works like an action button and do the thing for which 1t 1s being programmed.

O
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Adding Command Buttons to Form
Open the form in design view.
Select toolbox from view menu.

t
4
+ +

Make sure that control wizard button == is pressed.
Click the command button and draw the outline on form.
The command button wizard will appear.

R

Command Button Wizard

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

Different actions are available for each category.

Categories: Actions:

‘Pecord Mavigation = | Find MNext

Record Operations Find Record

Form Operations Go To First Record
Report Operations Go To Last Record
Application Go To Next Record
Miscellaneous Go To Previous Record

Cancel | « Back Next > Einish |

Here action categories are appeared.

Select an action and press next button.
Follow the wizard instructions and proceed.
. Choose appearance.

0. Enter the name of the button.

—\000 13
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Command Button Wizard

What do you wankt to name the button?

& meaningful name will help wou ko refer to the button later.

That's all the information the wizard needs to create your
command butkon.

I™ Display Help on customizing the button,

Cancel I < Back | ext > | Finish

Q.10 How to create the form using wizard:

I. Double click the create form using wizard in database window.

Form Wizard

Which fields do you want on your fonm?
g You can choose From more than one table or query.,
TablesfQueries
|Table: StdCourse =
Ay ailable Fields: Selected Fields:
Rl
Name
Class
CreditHrs
==
< a
Cancel | < Batk Next > Firish

2. Select the table or query and its fields for main form.

3. Now select the table or query and 1its fields for sub form.

4. Select form with sub form and press next button.
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Hoiy do you want to view your
datar

Rallio, Mame

iby Student
by SEdCourse

[class, CreditHrs, RecBooks

(* Form with subformis) (" Linked forms

5. Now select the layout for subform and press next button.

Wihat |awout would wou like for vour subform?

Cancel < Back Pext = Einish

6. Select the style for the form and press next button.
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What style would vou like?

Blends
Bhueprint
Expedition
Industrial
International
Ricepaper
SandStone

Skone

Labeél IDElta Sumi Painting

Cancel < Back Mext > Firvishs
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7. Give the name to form and subform and press finish button

-10/x
» RolNa I 1

MNarme lﬂli
StdCourse
Class CreditHrs HecBooks
P|ICS 3 How to Program
ICS 4 Databases

record: 14 < || 1 v [ ei]e| of 2

Record: 14| < || 1 k| vir#| of 3

8. Form will appear as shown in the above diagram.
e C(Creating Subform using Subform wizard
I[f main form or both forms already exists, subform wizard can be used.
Open main form in design view.
Make sure that control wizard button on the toolbox is pressed.
Click subform icon on toolbox.
Draw it on the form, a wizard will appear.
Select use existing tables and queries if the sub form has not been created yet.

SubForm Wizard

Yiou can use an existing form bo create your subform or subreport, or
create wour own using tables andfor queries,

th W =

What data would you like to use fior your subForm or subreport?

(¥ “Use existing Tables and Queries ‘i

S ey ey ey pr=a srmmei

" Use an existing form

StdCourse Subform
Student

Cancel < Back Next = Finish
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6. The next window will display table relationships assumed by MS-Access.

subForm Wizard

"Wolld vo like to define which Fiehds link. wour main Form bo this
subform yourself, or choose from the list below?

{* Choose From a list. " Define my own,

Cancel | < Back I MNext = I Firssh

7. Enter the name of subform and click finish.
e Creating Subform using drag-and-drop method
This method 1s used when both the forms already exists.

1. Open parent form 1n design view
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-10/xI EETIICT -0
B 0pen B Desion [tew | X | B - EEo||lC T

# Form Header
Oujects 3 # Detal
Tables

oo, 5o
eres

Create Form in Design vie
Create Form By using wize

stdCourse Subform Hsttee
stuget B [ B
Studerit | ] Hdtlﬂﬁiii!iii e
epets ons
Pages

Macros

ReiNa il

5 Mame datite
TIERrTICTrI |"|"|1'r||1r|| I'rl"ll"ll'lrllll';_'iiz

o |Addiess il

Forms

BEEES

- |[D0E e

g 63 F @@ @

Mo dulas:

@] Favorites _ i R EEEEE

2. Select windows tile vertically.

1= E] e studentt : Form =10l
Hopen bpeson (Fhew X |20 oL e

Objects
Tables

Querias

Forms

Create Form in Design viel |||

Croate form by using wiz e e T
SkdCourse Subform IT’IM#:-.:::::.-:;;,-,-; ,-,-| HallMa i
AHudent || Mz Nare o

Student || dnas s [ Address Tt

EEEESE

Reports oo s | e
Pﬂﬁ E:_- s m e ey

Macras

Modules - || pCese Sakhonm |: 1221k s e )

& 0 R 6B

ErOUps
] Favorites

3. Drag from icon beside the name of subform on detail section of main form design.
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Q11. How to implement multiple page form using tabs, conditional formatting,

password text fields, change control type and composite primary key?

Ans.

Multiple Page Forms Using Tabs

Using tab controls multi-page forms can be created.

1.

2.

Click the tab control from toolbox and draw on the form.
Add new controls to each tab

Right click in the tab area and choose inset page or delete page to add new tables or
delete tabs.

Right click on the tab control and select page order to reorder the tabs.

Double click on a tab and change name property under other tab to rename tabs

=Y

Name [Khurram

Address: | IL-ahl:lr-:

Special formatting that depends on the control’s value 1s called conditional

formatting. To add conditional formatting to a control element follow these steps.

L.

Select the control on which the formatting 1s to be applied.
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2. Select conditional formatting from format menu.

Conditional Formatting 2| x|

—Default Formakting

This format will be used if no - A - =

conditions are met: AaBbCcyyZz B 7 U & F

Condition 1

Field Yalue Is | less than = |-1I]

Preview of Format to use when —

condition is brue: AaBbCc Yyiz | B I U i dr: % [I_
—Condition 2

IFEIn:I Value Is = |grsatsr than || I?El

Preview of Format to use when vy A v [

condition is krue; St i F

add>> | pelete.. || ok | caneal |

3. Select the field value option from condtionl.
4. Also select the formatting against the selected value.
5. Apply the conditions as per requirement and press ok button.

Password Text Fields

A text box can be used as password field. For password each character should appear as an
asterisk as the user types the password in the text box. For this follow the following steps.

Select the text field in design view.

Right click and select properties.

Select data tab

Click on input mask field and click [...] button
Choose password from the list of input masks
6. Click finish.

h W b =

Change Control Ty

They type of a control can be changed without deleting 1t. Only limited controls can be
converted to other type of controls.

1. Select the control in design view.

2. Choose change to from format menu.

3. Select one of the control types that 1s not grayed out.

1. Move the mouse over the gray column next to the field names and note that it
becomes an arrow.
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2. Click the mouse, hold it down and drag it over all fields that should be primary keys
and release the button.

3. Click the primary key button.

Q12.

Ans.

What is a report? Also discuss its different types and their uses.

Reports are the output of a database.

The user can generate different types of reports by manipulating the database.
The information on the reports 1s arranged 1n different styles.

The user cannot edit data displayed on the report.

The user also cannot input data in a report.

The reports are generated for printing purposes.

O

Columnar Reports

O

O
O
o

Reports give output data i a required format.
[t is flexible to represent data in different ways.
Report also support for graphics and chart information.

Report can display the result of a query.

In this type of report values are displayed in the form of columns.
The label indicates the name of the field.
The columnar report spreads the information for a single record over many rows.

The layout of a columnar report 1s as follows.
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Report Wizard

How woulkd wou like to lay ot your report?

Layout Orientation
@ Columnar | | (5 Portrait
: Wl
HIODMCHMN  RoCn e " Lsbulsr r Landscape
KB MR
HEHEHN bt =t { J'.'Etfld ;‘\
KIHMHMK  RIC e ‘ \
IR MM
MIOLRCMMEN o O e e 0
HIOLMHMN RN
HIEHMHMN s nds
HESRH AR
KRR HRCRREMM
HEMHEHEHE WS
KO PR
W Adjust the field width so al Fields fit on
3 page.
Cancel | = Back I Mext = I Einish |

Tabular Reports
o The tabular report provide a column for each field under column header.

o Additional pages are printed in sequence if the columns do not fit on one page.

Report Wizard

Howw would wou like to lay out your repork?

a pags,

Layaiit Orisrtatian
" Cohamn ar i+ Portrait
KMKX  NIOOE NHHM XXXM  MIO0K 2 !:t_"hd ___ ____ "._. r' ........... i " Landscape
e OO HeEE MO0 e -
e NEOOs EEEE NoD(E K e rq mﬁEd .'ﬁi_
MMM MR WMMMN WIOMMM MMM
it OO Wl MOOE e
e OO WEEEE MO0 =
HEEE MM HEMEN MSOOHH EEHME
it W00 WSS NOORD S
e OO I MO =S
WRBIMN MRS MEMMS NSO MMM
e I e e e e e
ol W00 WS MO0 e
W Adjpust the Field vadth =0 all feelds Fit on

Zancel

< Back Mext =

Q13. How to create a report using Wizard?

Ans.

Report Creation Using Wizard

1. Double click the create report by using wizard

Eiriizh
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Report Wizard

Which Fields do wou want on your report?

You can choose From more than ane table or query.

Tables/Queries
ITabIE: Student -
Ayailable Fields: Selected Fields:
Mane =
008 22
=
o I
Cancel | = Back I Next = Finish |

2. Select the information source for the report, select table/queries and their fields using

arrow buttons.

Report Wizard

Do wou want to add any grouping
lewvels?

RollNg

Addrezs
DOE

o Ll

Prioriky

N

ollMo, Mame, Address, DOB

(S GURTPE RGNS .

i_ancel | < Back I Mext = I Finish I

3. Choose the grouping levels and press next button.
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Report Wizard

What sort order do you want for your records?

'¥ou can sork records by up to Four fields, in either
I ascending or descending order,

e,

1 |Name - Ascending

1 2 3 4
NNENX NNEKN NNEN MNEEN

WBHE BHHE EMEN EHE Y 2 - ﬂ.g:ﬂﬂd“ﬂg

o WENE ENEE NN

b HEEE ENEHE EHEN EHE K

z HEKE EXEXN NMEIN XEEX
HIEE XAXEX EXIN XHKEX
HIEEL EAER EXINE HKEXX 3

Ah mRE ENE N NSEN NEE R
b MMNE ENEN EMEN NNEM
" MMHN NNEN NMEN MWEN

ﬁ EXXE EXEX XXX XXX X

‘I' EEEE EXEX EXIX XHXX
= EREXEE EXX X XXX XEX X

Cancel I < Back Next > Finish |

4. Now select the sort order and press next button
5. At this screen select the Layout and page orientation for the report and again click
next button.

Report Wizard

How would yvou like to lay out your report?

Layouwt Crientakion
™ Columnar (*" Portrait
e -
HIOEH KNI KMEM XHNN MK Q I:_['f_'l"_a'_' IIIIII i " Landscape
AN MMM MMMMM MMMEE HOHEK - .
B MM RN M el J-'Etﬁﬂd A
bt gt Ty Tty T ot e T e e e
Ml M HEEEE MHEEE REE R

HEE  HEME HERERE REREE O HEERE
HEE  HHREE HERERE REREE HEERE
Lttt R R T e B
B MMM MMM MMWRE RER
Bl I MK MMbEM  EEEM

MOGCN MO0 WO M e
B MMM MMM MMWRN WA

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

Cancel I < Back I Mext = | Finish I

6. Select a color and graphic style
7. Type a name for the report and press finish button.
Q14. How to create a report using Design View? Also discuss how to print a report?
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To crate report in design view select design view from database window.
1. Click the new button highlight the design view and click ok button.

New Report j]j]

— Report Wizard
! “ AutoReport: Columnar
- AutoReport: Tabular
Create a new report without f?;;::ﬂ:;r:

using a wizard,

Choose the table or query where ﬂ
the object’'s data comes From:

2. A blank grid and form element toolbar will appear.

i
|E|I...|...-|...|...E...|...3...|...4...;|

# Report Header
dent | g

N Student| -
P e e B

...............
........................................................................

Z |=j$£:n;f;l s | SR T

' # Report Foober | bl
q I y

3. Design the report using controls.

4. Click print preview button at the top left corner of the screen to preview the report.
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o Select page set up from file menu to modify page margins their size, orientation,
and column setup.
o After all these changes print the report using print button on toolbar or from file menu.
Q15. Differentiate between form and report.

Ditterence between Forms and Reports

Forms and reports are opposite to each other. Both are very important objects of
database systems. The main difference between forms and reports are as follows.

Form Report

Forms are made for data input Reports are made for data output

The data in a form can be deleted The data in a report cannot be deleted
The data in form cannot be formatted Reports represent data in formatted form
Forms are used on computer screens only Reports can be printed to form hard copy
The data in form can be modified The data in report cannot be modified
Q16. What is the linking process in MS-Access?

Ans.

The process of linking in MS-Access creates a link to an object in another
database. The table i1s not copied to the current database.
Follow the steps to create a link
Open the destination database.
Select file — Get External Data — Link Tables from the menu bar
Choose the database that the table is located in and click the Link button.
A window with tables will appear.
Select the tables that should be linked and press ok.
6. A link with the tables will appear in database window.
Q17. Whatis a switchboard? Also write down the steps of creating a switch board.
Ans.

Switch Board
o Switch board 1s a form 1n access used to navigate database e.g. to open a form or
report.
o It contains buttons.
o Actions of these buttons are set in a way that on click an object 1s opened.

Creating a Switch Board in Access

1.
2.
3.
4.

From tools menu select database utilities and then switchboard manger.
If no switch board exists access will ask to create a new one.

Click yes to display the switchboard.
Click Edit to edit options.
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5. Change the default name of switchboard.
6. Click New to display Edit Switchboard Item dialog box.
7. Select the appropriate option from drop down list in command field.
8. Choose the form and click ok
9. Repeat this process until all items are added to switchboard form
10. If you want to give users a second option for closing the Switchboard (besides the
Close box), create a new Switchboard item named Exit and associate 1t with the
command Exit Application. This option will close the Switchboard and the database.
11. Running Switchboard.
e Right-click on the database window and choose startup from the menu.
e C(lick the dropdown arrow for the Display Form/Page option, choose
Switchboard, and click OK.
e The next time you open this database, Access will run the Switchboard form.
Keyboard Shortcuts

Database Actions Editing
Open existing Database CTRL +0O Select All CTRL + A
Open a new databse CTRL +N Replace CTRL+H
Save CTRL + S Spell checker F7
Save Record SHIFT+ENTER | Toggle between edit mode F2
and navigation mode
Print CTRL+P Open window for editing SHIFT + F2
large content fields
Display database FI1 Switch from current field ESC
window to current record
Find and Replace CTRL +F Navigating Through a datasheet
Copy CTRL +C Next field TAB
Cut CTRL + X Previous field SHIFT+TAB
Paste CTRL +V First field of record HOME
Undo CTRL+Z Last field of record END
Redo CTRL+Y Next record DOWN
ARROW
Help F1 Previous record UP ARROW
Toggle between Form F5 First field of first record CTRL+HOME
and Design View
Last field of last record CTRL + END
Others
Insert line break in a CTRL+YENTER Copy data from previous CTRL +°
memo field record
Insert current date CTRL +; Add a record CTRL ++
Inset current time CTRL +: Delete a record CTRL +-
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