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Lab #3

* The objective of this lab Is to familiarize yourself

with forms and reports in Access.

« Again, we will use the sample Northwind sample

database from webCourses.

NOTE: In the slides that follow, if the call-out symbol is
outlined in red, it means that there is something for you
to try, if the call-out is outlined in blue, | am simply
giving you some information about what is displayed on

that page.
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Forms

Forms are primarily designed to allow users to enter data into tables in a
user-friendly format that requires little if any knowledge about the actual
database.

Forms are also a way to display the data in a table in a more user-friendly
format than is available in the Table view which looks are raw data.

Often forms are designed to resemble a paper form that is utilized by a
company and thereby provide a sense of familiarity for the individuals who
actually enter the data.

All forms contain controls (objects) that accept and display data, perform a
specific action, decorate the form, or add descriptive information. There
are three types of controls:

— A bound control (see next page) has a data source (a field in an underlying
table) and is used to enter or modify data in that field.

— An unbound control has no data source. Unbound controls are used to display
labels, titles, lines, graphics, or pictures.

— A calculated control has as its data source an expression rather than a field.

’
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| The Suppliers form is a very basic form that contains
FO rm S I the same information as found in the Suppliers table,
~ | although it is displayed in a more user-friendly, one
s u = -~ ~/] supplier at a time format. This format is often more
Paste |3 I | = =] preferable to an end-user than is the design-view or
views  cliphoard | Unbound control L el Table view.

All Access Objects
Tables

L

| 4| 4

Forms

Categories

Customer Labels D...

Customer Orders

Customer Ordd  Bound control

R

Purchasing Manager

Customer Orders 5. | :
Customer Phone List Lo e e A c | Switch back and forth
Customers : = —r— e between the table
Employees ; — ’ o | view and the form

Main Switchboard —— WE e | - | view to verify that the
Orders Home Page:f| : | same information
Orders Subform | about suppliers

Product List | appears in both

R Beview ;—rnducts .;d::.li-l.:"mdl;-c:s- | forma‘ts'

Record: M 10f30 | ¥ MW k| 0 Mo Filier | |Search

e

Products

A P ol i 1]

Quarterly Crders

Quarterly Orders 5.,

Sales Analysis

Sales Analysis Sub...

Form View ENE o | e
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o 9™ = Microsoft Access - m x}

ﬂl —
| Home | Create External Data Database Tools Try some Of the Other formS.
% _] == || B 2 | This one includes a picture of
B 7 ul== i T the employee.

Paste == ab® Records
: R E [ 7Y | utthe b
Views r:liptmard G Font Rich Text Sort & Filter (but the image might be missing
from the sample database !')

1

All Access Objects

E Employees - X

Nancy Davolio
Categories

Customer Labels D, Company Info | Personal |r'|f|:||

Customer Orders

| 4| 42

Employee ID: 1

Customer Orders 5.
First Mame: m

Customer Orders 5.

Customer Phone List Last Mame: |Da'*"':'|i':' |

Customers Title: |5ales Reprezentative

Employees
Reports To: |Fuller, Andrew

Main Switchboard

Orders Hire Date: |01-May-1932

Orders Subform Extenzion: |54E§?

Product List

Products

uarterly Crders o
Q v Record: M 1of9 LA O % Mo Filter | |Search

Quarterly Orders 5.,
Form View Mum Lock i@llﬂl@lﬁb

h,
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The Orders form was designed to look like the
Ilf--\\ A ) Microsoft Acd ordgr form that the_ company would r_10rma||y use.
- s Again, compare this with the Table view of the
- lii Crea Exterpal Dat Database Tool
E re er ata ata ools OrderS table.
& |£= & . . s
o 5 (B 7 ol===| Which view would you rather see*
View Paste Y ,_-ﬂj == . . . .
- S || A O] B =) Notice that the form contains more information that
Wi Clipboard = Font . . .
— 1 - is available in the Order table.
=
/ Where did the other information in this table come
==] Orders from?
Bill To: MiEREYNEEE w  Ship To: Alfreds Futterkiste
Obere Str. 57 Obere Str. 57
Beilin I (12208 | Beilin 12209
G G
| Ermary | Ship Ve ermarty
Salesperson;  Suyama, Michael w Speedy 1 Urited [ Federal
L]
IE Order 10 Order Date: 25-4ug-1997 © Bequired Date:  22-5ep-1997 | Shipped Date:  02-5ep-1997
= Product = | Unit Frice = | Quantity = | Dizgcount - | Extended Price -
-E Speqesild W $12.00 2 2h% $18.00
% Chartrense verte $13.00 21 20% $283.50
= Ridzzle Sauerkraut $45.60 15 0% $513.00
2 # 0%
Subtatal: | $814.50 |
Print Invaice Ereight $29.48
Total | $543.96 |
Record: M 1of830  * M i Search |
Select ortype a customer's name, Mum Lock UEI i i | b Q
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-

(Oa) 9 - &)=
.’L_ﬂ

| Home | Create External Data Database Tools

Microsoft Access -

= X

@

= ﬁ M5 Sans Serif
— & | 377 ==

Paste
A |22 *I-I

Views ||Clipboard ™ Font

The answer is, this form is a more
complicated form that includes a
subform. In this case the subform
uses the Order Details table to add

E N MR
— —

p. 9

All Access Objec.. ™

E Orders

Bill To:  Alfreds Futterkiste

this additional information to the form.
We’'ll deal with this type of form in
more detail in a later lab.

Categories Obere Str. 57

Obere Str. 57

/

Customer Labe... :
Berlin ||

|[12209 / |

Berlin

Customer Orders [=

Record: M

Customer Orde..,

Customer Orde..,
2] orders subform

Product

Customer Pho..,

Customers

Employees Slnuann:nrean Hn:nkklen Fried Mee

10f830 > M b | G N0 Fil

| Sea rch

- B X

= | Unit Price = | Cuantity = | Digcount = | Extender a
L $£14.00 12 14

$3.80 10 0%

4| M

Main Switchbo..,
Crders

Orders Subform
Product List

Products

=
=l
=
=
=l
=
=
=l
=
=
=l
=
=
=

Cuarterly Orders b

| >

.,

Same entry as in Products table.

Mum Lock “Ellﬁllﬂ'%b
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Creating A Simple Form

Before we look at reports, let’s create a simple form.

Remember that the basic reason for creating a form is to allow a user to
enter data into a table in a more user-friendly environment although it also
enhances the viewing of the data as well.

Forms are based on tables so to create a form, go back to the Tables view
of the database.

Let’s build a simple form based on the Shippers table.

From the Table view, select the Shippers table then select Create tab as
shown on the next slide.

#
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I

-HHL’)—(‘J' )

Home | Create

55 Table

| [2=] Table Templates ~ ===
Table
Design

\ [[lil SharePoint Lists ~
Tables

v

( External Data

Microsoft Access

Database Tools

1 ‘ Form

E! More Forms ~ pesign ||

fi.3] PivotChart Ye=| [ Labels
" |Blank Form ==

{_| Blank Report ==
Form eport

Reports I

All Access Objec... v | «

Tables ~

Categories
Customers
Employees
Order Details
Orders
Products
Suppliers

1 O

Switchboard Items

Queries

Forms

Reports

Pages

Macros

KKK KKK

Modules

Expand Tables view and select
Shippers table.

: R Query Macro
£ Report Wizard Design | Wizard ‘

Click the Create tab.

You can see various options in Forms
section.
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Microsoft Access

Home [ Create ] External Data Database Tools

5 Table ===

[2] Table Templates ~ ===

: Table
[l SharePoint Lists ~ pesign

Tables

D Blank Form S

Form | Split Multiple Form

= = — e
A lizz== il 2 PivotChart @
‘ ri=i

Form Items @]More Forms ~ pesign
\ Forms |

-——

2w *
{ | Blank Report == v o

: Report = Query Query
QR"W‘* Wizard pesign || Wizard Design

Reports ‘ Other

All Access Objec.. ¥ «

e
¥

R
Categories

Customers

11 1 11
131 131 131

Employees

Order Details
Orders

Products
Suppliers
Switchboard Items

RIK KKK K

Create a form that lets you ent?@
information for one record at a
time.

(@ Press F1 for more help.

1. The various options
available for creating the new
form. Moving the cursor over
them will give you a general
idea what the form would look
like. Try it.

2. Let’s choose this
simple form that you
show one record at a
time.

Num Lock |m
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-HHL’)—(‘J— | ¥

Home }7Create \

Microsoft Access

External Data

Database Tools

| [2=] Table Templates ~ === ‘
1

55 Table =

PivotChart E
: | Blank Form
Form it Multiple

Form
Items % More Forms ~ pesign
For [

s Table
[ll] SharePoint Lists ~ pesign |

Tables. '

2| Labels

{_| Blank Report m @ J

Report Query Query Macro
QReport Wizard pesign || Wizard Design ~ |

Reports. | Other |

’

All Access Objec... v | «

2

2
Categories
Customers
Employees

Order Details
Orders

Products

Suppliers

1 O

Switchboard Items

Queries

Forms

Reports

Pages

Macros

Modules

KKK KKK

Click this option and you’ll see
the form on the following page
appear in a new window.
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-

%, e

E!:'.l H i) o | =

| HUE] Create

Microsoft Access

External Data Database Tools

Paste

Clipboard M=

-

1— ::Haig,f | Records

I— s —

= o[ |

Rich Text

Y-

Filter

Sort & Filter

Blm

P Pl

ﬁ"'
Find

-

=

Size to Switch
Fit Form Windows ~

Window Find

=] shippers2

%

Shipper IT:
Company Mame:

Phone:

Shippers

The newly created form,
shown with data from
the first row of the
underlying table.

Speedy Express

(503) 555-9831

L]
&
o
=
2
=
o
o
]
]
=

Orderl -

Customer

~ | Order Dai ~ Required Dat - |Shipped Dat ~ Fn

Employee
Suyama, Michael 05-Jul-1996 16-Aug-1996 10-Jul-1996 &
|4 l T

10249 Tradigdo Hipermercados
Record: H 1of4 bokoBE | Mo Filter

Search

You might have to click

“Form View” to see this

Mumber automatically assigned to new shipper.

screen.
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O, o) Microsoft Access

i | —
| Home | Create External Data Database Tools

£l Y G| By g@ o) -

z =]

i = _ _ _ =
Filter Size to Switch Find

x7 h'd Fit Form Windos =

Wiews ||Clipboard M| | Rich Text | Sort & Filker Windoy Click to close the

» window and the
following window will

E5] Shippers2 appear. Select YES.

-

Microsoft Office Access |E|

' "-n, Do you want to save changes to the design of form 'Shippers2'?

E_Ies | [ Mo ] [ Cancel ]

Speedy Express

(503) 555-9831

L]
&
o
=
2
=
o
o
]
]
=

Customer - | Employee - |Drder Dat - |Required Dat ~ |Shipped [

idicdo Hipermercados Suyama, Michael 05-Jul-1996 16-Aug-1996 10-Jul =
Record: M < 1ofd | ¥ M b | [ loFilter | [Search | 4 I m | »

Mumber automatically assigned to new shipper.
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O, o) Microsoft Access

i | —
| Home | Create External Data Database Tools

i ¢ H B
= 5 £ = - -
Paste — +_||ai_:,,z | Records Filter Sizeto  Switch Find

" J - - . Fit Form Windows =

Views || Clipboard s | | Rich Text | | Sort & Filter | Window | Find

-

When you click to close
e the window, Access will
Save As

ers ask you to name the

form. You can either

accept the default or

give it any name you

1 choose.

Speedy Express

=] shippers2

(503) 555-9831

L]
&
o
=
2
=
o
o
]
]
=

Customer Employee ~ | Order Dat - Reguired Dat - |Shipped [

idicdo Hipermercados Suyama, Michael 05-Jul-1996 16-Aug-1996 10-Jul =
Record: M < 1ofd | ¥ M b | [ loFilter | [Search | 4 [ m | »

Mumber automatically assigned to new shipper.
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3 Microsoft Access
| Home l Create External Data Database Tools
e[ F) 2 7 L E B @
| A _j‘ | " | .
j:: :“al_b/ 'Records | Fitter | Sizeto  Switch || Find

|| Fit Form Windows~ | T
{ |

el

aste |

s |
G

RichText | | Sort &Fitter e |

Views || Clipboard Window

All Access Objec... v| «
Orders A

Orders Subform

Product List

Products

Quarterly Orders

Quarterly Orde...

Sales Analysis
Sales Analysis ... Try entering the information for
Sales Analysis ... [ a new shipper using your form.
Sales by Year D...

Just click on the form, use the
buttons at the bottom of the form
to append a new entry to the

bottom of the table (the » 3%
Shippers2 4~ | option). Enter the data, then
Statup click to close the window. The
Suppliers new data is now entered in the
table. To verify, view either the
table or the form.

Sales Reports ... )
From the Forms view,

you should now see
your newly created form.

Shippers

Shippersl
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Assessment Point #1

At this point, examine some of the other pre-defined forms that
are available and also try some of the other options available

for creating a simple form using the shippers table as we just
did.

« \When you looked at several different options, then continue on
and we’ll start looking at reports.

#
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Reports

* A report is typically a printed form (although it may
remain In electronic form) that displays information
from a database.

« All reports are based on an underlying table or a
query. For now we’ll concentrate on table based
reports and look at query based reports later.

* A report displays the data or information in a more
attractive fashion because It contains various
headings and/or other decorative items that are not
present In either a table or a query.

’
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Reports

A report is typically produced in printed form (although it may remain in
electronic form) that displays information from a database.

The stacked report is the simplest type of report available in Access. It lists
every field for every record in a single column. The records in this type of
report are also displayed in the same sequence as the records in the table on
which the report is based.

The tabular report displays fields in a row rather than in a column. Each
record in the underlying table is printed in its own row. Unlike, the
columnar report, only selected fields are displayed, so a tabular report is
more concise than a columnar report. Additionally, tabular reports allow
the designer a great deal of flexibility in how the information is to be
displayed in terms of grouping and selection criteria.

Let’s begin by looking at some of the pre-defined reports in the sample
database.

’
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Reports

Vil D Microsoft Access

\ Home [ Create External Data Database Tools

Vi | Past : . {[i= :=|[%52 | |Records
‘ iew | aste 7 T = \ = ’__J|J t eco
i

| Views ||Clipboard =l RichText

4

All Access Objects
Tables
Queries

Forms

» K| KK

{
#

Alphabetical List of Produ...
Catalog

Catalog Subreport
Customer Labels

Employee Sales by Country

Invoice

|"”1

Products Report
Sales by Category
Sales by Category Subrep...

Sales by Year

Sales by Year Subreport

i EEEE

Sales Totals by Amount

(1 B8 Summary of Sales by Quar...

|y |l EEn| B

= >
FA
| 3 %
Sizeto  Switch | Find

Fit Form Windows ~ T
Window /|___Find’

Select the Products by
Category form and look
at what is displayed.

Ready

Num Lock [m
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Reports

e D M ) F Microsoft Access

I Home [ Create External Data Database Tools

|J7 : e % }} 2

ac
] =y
(| : 5 3 Filter Size to Switch Find
J | [ = [ — / | Fit Form Windows ~
| | Sort&Fitter || Window

| Views | |Clipboard

All Access Objects

KKK

Alphabetical List of Produ...
Catalog

Catalog Subreport
Select the Products

Report form and look at
what is displayed.

Categories
Categoriesl
Customer Labels
Employee Sales by Country How are the items
Invoice arranged in this report.
Products by Category Is this a columnar or
Products Report «— tabular report?

Products-xx

Sales by Category
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Creating A Simple Report

» Let’s create a simple report based on a table in the sample database.

« Remember that the basic reason for creating a report is to see the
data/information in a more user-friendly format.

il B M) F Microsoft Access
(D) \id 9 - &

b e

Home \ Create \ External Data Database Tools

| - —
| A 1able E fi(3) PivotChart E i 2] Labels E @ ?3
[2=] Table Templates ~ == R A "]BlankForm == = [ | BlankReport == FEE

Table Form  Split Multiple . Form Report Report = Query Query Macro

(il SharePoint Lists ~ pesign Form Items =) More Forms = Design {{ Report Wizard pesign || Wizard Design  ~
Tables Forms Reports Other

All Access Objects v«
Tables a2 -

24 Customers \

4 Employees

—=| Order Details

BB orders : Expand Tables view and select
= Products Categories table.

— Shippers

B i . Click the Create tab.

1 Switchboard Items

You can see various options in Forms
section.

KKK KKK
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Creating A Simple Report

bl B M S Microsoft Access

Home | Create l External Data Database Tools

] Table E : =9 [i==) iiyPwotChart E = 3] Labels ﬁ 7_

[2=| Table Templates » === 2=

| _|Blank Form ==
[ s Table Form Multiple Form : R Query
[[[il SharePoint Lists ~ Design tems E] More Forms ~ Design i Wizard Design v

Tables. | Forms ? Other

All Access Objects

;

Create a basic report of the data in
the current query or table, to
which you can add features such
Customers as groups or totals.

§

Employees (@) Press F1 for more help.
Order Details

Orders From Reports group

P d d . [11 L1
S Click on “Report
Shippers

Suppliers

1 e O e

Switchboard Items

g
—~
3

KKK KKK
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(Ol ) =
'l_.'-'ﬂ

View

Views

Creating A Simple Report

- -

Home Create External Data

J o B o=
Paste

Clipboard M= Font

C A N R R E

IVITLI USUTL ALLEDS

Database Tools

z
z

=& B
|| |i: ::”a'g,«" | Records

Y-
T

Filter

= a
BRI
ﬁ-"’
Size to Switch Find

Fit Form Windows ~
Window

A
=/

Sort & Filter

— = -

Rich Text Find

el

Mavigation Pane

il Categories2

Categories

Category ID Category Name

created
report!

Thursday, lanuary
5:5

Description Picture

! Beverages

2 Condiments

3 Confections

Soft drinks, coffees, teas, beers, and ales

Sweet and savory sauces, relishes, spreads,
and seasonings

Desserts, candies, and sweet breads

4|

1 You should see this

| screen by clicking on

Mumber automatically assigned to a new category.

' “‘Report view” button here —

or the “Views” group on
| the menu ribbon.
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Assessment Point #2

« At this point create several different reports using the various
options available on the reports creation menu.
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Wizards

* You may have already notice on some of the various
windows the wizards that are available in Access to
help you create basic queries, forms, and reports.

 Now we are going to use both the form and report
wizards to help us create a form and a report.

 The wizards make It fairly easy to create a semi-
custom form or report with little headache, however,
for a truly custom report only the design view will
give the developer the true flexibility they need for
customization. We’ll examine this capability In a
later lab.

’
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The Form Wizard

 The form wizard helps you to create a semi-custom form.
Let’s try one.

e Microsoft Access
Home \ Create | External Data Database Tools @

i s ] Pi = o= = = e Lﬁ:
E Table E &I‘—“i ===z j il PivotChart @ g =l Labels @ 7
e =] [ A g |

Table Templates ~ == []BlankForm == S {_| Blank Report ==

rt : Report  Query Query Macro
i Report Wizard Design || Wizard Design ~

ps Table Form  Split Multiple Form Repo
| [l SharePoint Lists ~ Design Form Items %More Forms ~ pesign

Tables. | Fq . . Reports.

| All Access Objects il (S Form wizard From the Create tab, select

A~

“More Forms” in Forms group.

Choose “Form Wizard” from the
pull-down menu.

e
KK | KKK «[é
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The Form Wizard

o ]
( Qﬂ\ s

3

- Home
£ Table
[2=] Table Templd

{1l SharePoint |
Tabl

v

Create External Data

Microsoft Access

Database Tools

Form Wizard

| All Access Obj

Tables

Which fields do you want on your form?

You can choose from mare than

Queries

Forms

Reports

Pages

Macros

Modules

ShipperID
CompanyMame
Phone

R = o

First select the table or query that you
want the form to be based upon. Let's
create a form similar to the first one we
created without using the wizard which
was based on the shippers table.

Once the table or query is selected from
the drop-down list, then select the fields
you want included. Let’s select them all
in this example.

Num Lock L‘jﬁ
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M- )

The Form Wizard

NS

Home

Oa) d 9
\ a'

| Create

Microsoft Access

Form Wizard

External Data Database Tools

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queri

|Ta|::|e: Shippers

b

Available Fields:

Selected Fields:

ShipperID

CompanyMame
Pl

d Design || Wizard Design ~

- B

3 = =y 5
8 R
e s S

Report  Query Query Macro

Other

All of the fields have been included in
the form.

Click next.
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The Form Wizard

n.'l A ) (u 5
\ [ ?3 :

Home Create
£ Table ——
[2=] Table Templates ~ ==

E Tab!
([l SharePoint Lists ~ pesid
| Tables

All Access Objects
Tables

Queries

Forms
Reports
Pages
Macros
Modules

Microsoft Access

External Data Database Tools

3 Form Wizard

What layout would you like for your form?

Select the layout of the form that you
want to create.

Let’s select tabular.

Then click next.

Cancel ] ’ < Back ”_ Mext =
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The Form Wizard

(Ca s R s Microsoft Access
o
Home Create External Data Database Tools

= Table Form Wizard

ESTable Templates =) 0+ chie wondd you lie? Select the style of the form that you want

{lll SharePoint Lists ~

Tables tO Cl’eate

" - Modul . .
gl Ascass bl Nome Click on several to see the various styles

o orthwind that are available. | selected Trek.

Forms Opulent .
Regorts Oriel Then click next.
Pages Origin
Macros Paper

Modules Solstice
Technic

Urban

Windows Vista

< Back " Mext = H

Num Lock |ﬁﬂ
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The Form Wizard

Microsoft Access

Home Create External Data Database Tools

E5 Table
[2=] Table Te . .
il SharePo What titie do you want for your form? / Last step is to give the form a

| 1 [Shippers1] — name. Since we already created a
All Access Shippers form the default will

";'::.‘es append a number to the same as

Forms the table on which the form is

Riposts T TR L T TR T based, but you can select any

Pages :

Macros Do you want to open the form or modify the form's design? name.
Modules

Form Wizard £ -~

{(¥) Open the form to view or enter information. Then SeIeCt any Of the Other
() Modify the form's design. options you would like and click
Finish.

Num Lock L‘_&ﬂ
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The Form Wizard

gy — Your form.
tj-?)l Home |

Create External Data Database Tools

m — Notice that the new row we added before
= = shows up in the current instance of the
Paste -~ : == table.

Views' ) \Clipboard Hich Ted Once again, enter some data through
your newly created form.

2] shippersi -

Shippersi

Shipper ID Company Mame Phone

!] |Speed1gr Express | |[5{]3} 553-9831

2| [united Package ||(503) 555-3199

Mavigation Pane

4| |United Shippers Service ||407-823-2341

|
|
| 3| |Federal shipping ||(503) 555-9931
|
|

(New)|| |

|Recc|rd: L 1of4d B Mok | K Mo Filte Search

Mumber automatically assigned to new shipper. Mum Lock “EI | ET |t h
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The Report Wizard

« The report wizard helps you to create a semi-custom report.
Let’s try one.

D) id 9 ) F Microsoft Access
Yy 0 —
> Home | Create | External Data Database Tools

ETT E @z- ﬁ j i3 PivotChart @ : 2l Labels @ ‘ @ i?

=] Table Templates ~ == | = == “—! MgankForm == E {_| Blank Report ==
= Sl Table Form  Split Multiple Form Report : Report | Query Query Macro
| [l SharePoint Lists  pesign | Form  ftems (&2 More Forms ~ Design |§Reportw rd|Design || Wizard Design  ~

Tables. I Forms. 1 Reports T Other

Report Wizard

Launch the Report Wizard whic
helps you to create simple,
customized reports,

@ Press F1 for more help.

From the Create tab, click on
“‘Report Wizard” in Reports

group.

Navigation Pane
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The Report Wizard

| ExTable

(Ca

wa

[2=] Table Templates ~ ===
[l SharePoint Lists ~ |
[ Report Wizard

= 9

Home

X s
Create |

|
2]

External Data
Ay === 5| i) PivotChart —_

A=) E Blank Form S

Table Form _ Split Multiple — Form

Microsoft Access

Database Tools

| S| Labels 3E

! []BlankReport ==
Report /o= Report

=

[ |

Tables

Navigation Pane

Which fields do you want on your report?

You can choose from more than one table erquery.

Tables/Queri

|Ta|::|e: Products

b

Available Fields:

Selected Fields:

SupplierID
CategoryID
QuantityPerUnit
InitsOnQOrder
Discontinued

= | ProductID

I | ProductMame
UnitPrice
UnitsInStock

ReorderLevel

Query Query Macro

Select the Products
table for the base of
the report, then select
some of the fields to
be included in the
report.

Then click next.
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The Report Wizard

Oa)id 9= 5
Ty =
> Create | External Data

Home Database Tools

jseuseao |

| ETable

[2=] Table Templates ~ ===
Table

Tl = i3] PivotChart

o Al Z

—— e i 2 ]
. *‘ “— [T]Blank Form

split Multiple —

Form

=t
=

oo
Form

Microsoft Access

| S| Labels 3E

= {_| Blank Report ===
Report . Report

NS

Query Query Macro

‘ [l SharePoint Lists ~ pesign
| Tables

[ Report Wizard

bod

Do you want to add any grouping
levels?

ProductMame
UnitPrice

UnitsInStod:
ReorderLevel

Navigation Pane

ProductID, ProductiMame, UnitPrice,
|InitsInStock, ReorderLevel

[ Cancel

| [ cma [ nes ||

Finish

l

You can specify groupings
within the report and set
priority levels as to which
fields are more important.
Play around with this
option a bit to see what is
available.

Once you get things set,
click next.
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The Report Wizard

/

—/ Home Create

FfA Tamia Rup—y

External Data

Microsoft Access

Database Tools

Report Wizard

Do you want to add any grouping
levels?

‘ProductID
ProductMame
UnitPrice
UnitsInStod:
ReorderLevel

R ~— & e
Report Query Queny

d |Design || Wizard Desigr]

Other
ProductID, ProductiMame, UnitPrice,

UnitsInStock, ReorderLevel l

Report Wizard

Do you want to add any grouping

You can specify groupings within
the report and set priority levels
as to which fields are more
important. Play around with this
option a bit to see what is
available. The one | defined is
shown below.

Once you get things set, cfick
next.

levels?

‘ProductID
UnitPrice
UnitsInStod:
RearderLevel

Cancel | [ <Back ][:

Productiame

ProductID, UnitPrice, UnitsInStock,
ReorderLevel

’ Grouping Options ...
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The Report Wizard

(Oa - R s Microsoft Access - =X
[t |

Home Create External Data Database Tools '@

S Table = f'{.f—J‘ mmmm 74‘ fii5] PivotChart == ==| 5] Labels = = — .

[2=] Table Templates ~ g E= **J‘ = ] Blank Form = — [_] Blank Report g @Q @ ‘__é Once you ve Selected the

= e Table Form  Split Multiple Form Report : Report || Query Query Macrg o g

[l SharePoint Lists ~ 2 Form  Hems % More Forms ~ pesign 1& Report Wizard | pesign | Wiz i group|ngs (|f any)’ you have

= Report Wizard the options for sorting the data
What sort order and summary information do you want for detail records? on up to four fields in the

You can sort records by up to four fields, in either report as well as se_tting some

T T T of the summary options.

v| Again, play around with this a

bit to see how the reports vary
| with the different settings.

| When you get something you
like, click next.

Navigation Pane

’ Summary Qptions ... l

Num Lock |&- i)

Cancel || <Back || mext> ||
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The Report Wizard

Once you've selected the groupings

S NREECoR Rise (if any), you have the options for
R Creote |REeil Dot Dot TOoE sorting the data on up to four fields in
T Table " o= ) ) peichar, = 3 Labeis £ G’:@ the report as WeII_ as setting some of
@] Table Templates ~ | i r;lnm;zf 1Blank Form == S {1 Blank Report Rj;;:)rt D the summary options. Again, play
i SharePo;:; Itsts e Il e around with this a bit to see how the
e Report Wizard reports vary with the different
| What sort order and summary information do you want for detai records? settings. (See below for example.)

>
You can sort records by up to four fields, in either . .
ascending or descending order. When you get something you like,

' || v| @ click next.

I |

| Report Wizard

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

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

| i oo J
2 |Ur1itsIr15tod< v|
3 [m v| Ascending

Navigation Pane

’ Summary Qptions ...

. 9] [y ]

Cancel || <Back || M

[ Summary Options ... I

[ coned | [ <ma | nexs ||
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The Report Wizard

Now you’re ready to specify the layout of
your report. Again, you have a lot of options
__—|to pick and choose from so try some out.

Report Wizard

How would you like to lay out your repaort?
(See below for example.)

tion
(® Bortrait When you get something you like, click next.
() Landscape

[ A

Report Wizard

How would you like to lay out your report?
Orientation

@ Portrait

:d];;; the field width () Landscape

Cancel ] ’ < Back " Mext =

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

[ Cancel
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The Report Wizard

Now you can pick a style for your report.
) ) Several options are available so try some

Report Wizard out.
What style would you like? / (See below for example.)

Access 2007 When you get something you like, click next.

Apex
Aspect
Ciwic
Concourse §
Equity Report Wizard

Flow
] Foundry
T 1 tl € Median

. Metro
Label abowve Detail Module Module

Mane Mane
Control from Detail Morthwind Morthwind
Office

Opulent
Criel
. Origin
P
! Title il
Technin:

What style would you like?

” < Back " Mext =

Label above Detail

Control from Detail
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The Report Wizard

As a last step you need to give your report a

(O )

L Tl o R

Home | Create | External Data Database Tools

| — - X
| E Table A m=== r—“‘ fii] Pivat

|

Microsoft Access t|t|e .

Once done, you can set the other options

: | EE 0 ) Qe 5] =] 2= 38 and click Finish.
[¢=] Table Templates ~ == ]Blank Form ==

[ SharePoint Lists ~ pesign Form  fems T More Forms * Design

Table Form  Split Multiple

Tables

) ] BlankReport ==
Form Report

Navigation Pane

[
Report Wizard

s Report
‘ ERREPO“WW’dJDesign ‘ Wizard Design  ~ /

What title do you want for your report?

Products Report

That's all the information the wizard needs to areate your
report.

Do you want to preview the report or modify the repart's
design?

(*) Preview the report.
() Modify the report's design.
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The Report Wizard

Do) 9 - ™ = Microsoft Access
T

| Print Preview |

@ Iﬁ |l§1 Portrait show Margins Q Jij E' g 5 Excel &) =

Al Landscape || Print Data Only R
Print Size i — Page Zoom | One | Two  More Refreszh % SharePoj Preview Of the report'
- ] margins - ZE Columns Setup - Page | Pages Pages~ Al 9/
a

Print Page Layout ] Zoom

Products Report

Products Report /

ProductName ProductIiD  Units In Stock Unit Price  Reorder Level

lpiice Mutton || 17]| q| §39.00 || 0|
Bniseed Syrup || 3| 13| $10.00 || 25|
[Boston Crab Me| | 40| 123 | §18.40 || 30|
[camembert Pie | | 60| | 19|| §34.00 || 0|
camarvon Tiger|| 14| 42| $62.50 || 0|
[Chai | 1| 39| $18.00 || 10|
lchang | 2| 17| $19.00 || 25|

Mavigation Pane

1T 11
1 (Y | “f Mo Filter | |

| Mum Lock Iilﬁuﬁ[lg
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Lab Assignment #3

Lab Assignment #3 — Due September 30" by 11:55 pm (WebCourses time) — 25
points

Using the Form Wizard and the Report Wizard create one form (12 points) and
one report (13 points) that are different from any of the pre-defined forms or
reports available in the sample Northwind database.

Use the same cut and paste method as in previous labs for your submission.

NOTE: Please use the following naming convention for your uploaded files:

HWO03_LastNameFirstName.doc or HWO03_LastNameFirstName.pdf
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