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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, I 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 page 6) 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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Forms

« To look at some of the already constructed forms in the Northwind
database, start Access running on the database and close the main
switchboard that appears in the main panel.

A E] = Access 7T — 0O X
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS Sign in
Ascending Iew [y
* - s i
) E ) Descending - Sawve w ) ) )
View Paste Filter - Refresh Find Size to Switch
Remove Sort Al < Delete ~ Fit Form Windows ~
Views Clipboard m Sort & Filter Records Find Window Text Formatting

All Access Ob...® &«

Forms A Your Access probably has the
=] Categories Query option set by default,
=S| Customer Labels Dialog but in any case, click on the

custamer order down arrow and you'll see all
the options...select Forms

Customer Crders Subf...

Customer Orders Subf...

Customer Phone List

Customers
Employees

Main Switchboard
Orders

Orders 5ubform
Product List

Products

CQuarterly Orders -
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Forms

@ s Access O *
HOME CREATE EXTERMAL DATA DATABASE TOOLS Signin
X Ascending Mew E . EE
_ Em _ Descending Save o _ _ _ B I U
View Paste Filter Refresh Find Size to Switch .
Remove Sort All Delete - Fit Form Windows ~
Views Clipboard ra Sort & Filter Records Find Window Text Formatting -
All Access Ob...® «
Forms F
E Categories
E Customer Labels Dialog
8] Cust Cird
_j SremE e As you can see there are a
- lot of already constructed
(& Customer Orders Sub.. forms in this database.
E Customer Phone List
R Scroll down to the very last
_ _ one which is the Suppliers
E Employees
- o form.
E Main Switchboard
EE Orders Double click the Suppliers
B2 Orders Subform form...you'll see the form on
FE Product List the next page.
E Products
E Ouarterly Orders -
o )
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Ed : ; ; ; —
The Suppliers form is a very basic form that contains
HOME — CREATE  EXTERNALDATA  DATABASETOOLS | the same information as found in the Suppliers table,
l\/‘ 3% ‘Y 7] Ascending V- = New | althoughitis displayed in a more user-friendly, one
o By 1 Z|Descending T3~ Heave 5 supplier at a time format. This format IS c_)ften_more
View  Paste Filter Refresh preferable to an end-user than is the design-view or
. R X Delete - .
Unbound control Table view.
Views Clipboard ra Sort & FIter Records T L TERC T O TITaLLT Iy
All Access Ob... @ « \ —
221 SaITI A Ui A/Sm - D K

=
B

-
<]
El
i

Sales Analysis Subform?2
Sales by Year Dialog
Sales Reports Dialog
Shippers2
Shippers-Form

Startup

Suppliers

o
Alphabetical List of Pr...
Catalog

Catalog Subreport
Customer Labels
Employee Sales by Co...
Invoice

Products by Category

rs

T T o 2 3
L P R % )

S e

SWltch back and forth

between the table
view and the form

=7 view to verify that the

same information

about suppliers
appears in both

Ll il e e

Recard: M 1 F MK

Eéwew I.:'l.u-d.ucts-

A

formats.

ﬁ;dd Pr'ud'u']

TR
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-

HOME CREATE

View Paste Filter

. Remove Sort

Yiews Clipboard Sort & Filter

EXTERMNAL DATA

% Y %lﬂscending Y- = New 2
Ee

Access

DATABASE TODLS

%l Descending Tol-

? -

2 A X

Sign in

Window

Try some of the other forms.
This one includes a picture of
the employee.

(but the image might be missing

All Access Ob...® «

A IILA I A S
rs

Customer Crders Subf..,
Customer Crders Subf..,
Customer Phone List
Customers

Employees

Main Switchboard
Orders

Orders Subform
Product List

Products

Quarterly Crders
Quarterly Orders Subf...
Sales Analysis

Sales Analysis Subformi

Form View

Company Info | Perzanal Info

Employee ID: 1

First Mame:
Last Mame: [avolio

Title: Sales Representative
Reports To:  |Fuller. fndrew
Hire Date: |[1-+ap-1992

Extension: 5457

Record: M 1of 8 F MR

Employees

Search

from the sample database !')

L

Nancy Davolio

Ficture not found

MUM LOCK
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B d : The Orders form was designed to look like the order
HOME  CREATE  EXTERNALDATA  DATapast TooLs | form that th_c—: company would normally use. Again,
compare this with the Table (Datasheet) view of the
Y & Y 2l Ascending 7 - =1 New orders table.
= B E Descending 1o~ — Hsave . .
View  Paste - Filter ! 9 & Refresh Which view would you rather see?
. Remaove Sort Al =
. . . Notice that the form contains more information that is
Yiews Clipboard = Sort & Filter available in the Order table
All Access Ob...® « z . . o
ey Custmis s = Where did the other information in this table come from?
Customer Orders Subf.., Bill To: MR e v sohip To: Alfreds Futterkiste
Customer Crders Subf.., Obere Str. &7 Obere Str. &7
customer Phone Lis Berin [ 12208 Berin 12209
Customers |German_l,l | S Germary
Ip V13
Employees Salesperson:  Supama, Michael = ’7 Speedy [] United [ Federal

Main Switchboard

Order 1D 10643

Order Date:  25-4,0-1997 - Requied Date:  22-Sep-1997 Shipped Date:  02-Sep-1997

Orders Praduct = UnitFrice - | Ouantty - | Digcount - Extended Price -
Spegesid W #1200 2 2R3 $18.00
Orders Subform Chartrevse verte $18.00 21 28% $282.50
Product List Rizsle 5 auerkraut $45.60 15 SR $R1300
#* 0%

Products Subtatal: | 450 |
Quarterly Orders Brint [reeoice Ereight $29.46
Quarterly Orders Subf... Totah | $843.96 |

-3 Sales Analysis Record: W 1of831 |k Mk Search

-8| Sales Analysis Subformi

___=n o=l A= liarie Coalef e emn T T

lect o tvoe 3 custa 0 ig
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e Access

HOME

&
b/ As|
View | Themes Fonts —:I:L.E:]'ifting Property
- ields

Views

CREATE EXTERMAL DATA DATABASE TOOLS

2 =
Background Alternate
Color -

Shee

Themes Tools Formatting

Conditional
Row Color = Formatting

FORM TOOLS O =

DATASHEET Sign in

The answer is, this form is a more
complicated form that includes a
subform. In this case the subform

uses the Order Detalls table to add

All Access Ob...® «
=1 " %

Customer Orders Subf...

this additional information to the form.
We’'ll deal with this type of form in

/I

Bill To:  Alfreds Futterkiste

Customer Orders Subf...

/

more detail in a later lab.

Obere St 57

Customer Phone List

/

Customers |Ber||r'|

[zzos) | Berlin 12209

ligh o] [as

Employees
Salezperson;

Suyama, Michael

Crder 1D: 10643

Produict

Main Switchboard

Orders

Crders Subform Spegesild

Chartreuse werte

Product List

Order Date: 25-40gf1997  Bequired Date:  22-5ep-1997  Shipped Date:  02-Sep-1997

Germany / Gemany

| Ship Wia:
Spesdy

[ United [JFederal

Extended Price -
$18.00
$283.50

Digoount -
2R
255

nit Price = | Cluantity -
$12.00 2
$18.00 21

Rozsle Sauerkraut

$45.60

15 25% $513.00

Products

*

0z

Quarterly Orders

Subtotal: |

$a1450 |

Quarterly Orders Subf...

Sales Analysis

Record: W 1Tofd31 | F Mk

Freight
Total: |

Print Invoice $29.46

$343.96 |

Search

Sales Analysis Subformi

Sales Analysis Subform?2

Sales by Year Dialog

O

COrders Subform

Sales Reports Dialog

Shippers2

Dizocount = | Estended .
0%

03

= Unit Price -
v, $14.00
$3.80

Huantity -
12
10

-

Shippers-Form

=
=
=
=
=
=
=
=
=
=
=
=
=

Ctartin
Same entry as in Products table,
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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 (select Tables from the left panel).

« 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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E d s Access TABLE TOOLS ?7 - 0O X

HOME CREAJE EXTERMAL DATA DATABASE TGGLEﬂELDS TABLE Sign in
e C& Form Wizard T : : i%l Report|Wizard [ ohe
=& N EEO2 = ] [ 2 Lo
— S — Mavigation =| Labels o
Application  Table Table SharePoint ery Query  Form  Form  Blank - Report Report Elank Macro
Parts Design  Lists ~ Wizarh Design Design Form = More Forms - Design Report
Templates Tables Querie Forms Reports Macros & Code
All Access Ob...® « \
Tables |-
EH categories = \ Shippers - 0O X
EH customers Shipperl ~ Company Na Phone - ClicktoAdd -
EH Employees !SPEEdVE’:PrE—r‘S
EH Order Details 2 United Package (30
3 Federal Shipping (503) 35
B2 orders .
4 Mark's Parcel Ser (407)823-279
B2 Produds * (New)
E Shippers ‘.\
E suppliers 5\
Queries 2 ~1. Expand Tables view and select
Bl  ocuarterly Orders by Pr... Shippers table.
EH Alphabetical List of Pr... lick th b
B Category Sales for 1997 2. Click the Create tab.
BH Current Product List 3.  You can see various options in Forms”|
EH Employee Sales by Co... section.
@ Invoices
@ Invoices Filter
B List of All Sales Mana... Record: 4 < [1ofd | » M » Search
@ Names Of SEIES hqana.“ ‘ L L |y e ) gy g g ) ) YL i g L g g e Iy L= L= h
@ Crder Details BExtended
R dar Cultotalc -

omatica g gned to ne ppe () iE
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E d : Access TABLE TOOLS ?7 - 0O X

HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Sign in
|__|F Wizard QRE ort Wizard
1 | -@w ﬂ orm Wizar :| ﬂ p —F
D h'm D R"‘ b'g = B D Mavigation .Lal:lels L‘
Application  Table Table SharePoint Query Query Fu:urr'n Farm  Blank Report Report Blank Macru:u
Parts Design  Lists ~ Wizard Design Deslgn Form Moare Forms ~ Design Report
Templates Tables Cueries Fcurms Reports hacros & Code
All Access Ob...® « \ \
Tables |-
B cat i =:z] hl ers ) . x
- Teaone — - - - | 1. The various options
Cust - - - . .
petamer: Lo E;m‘;a W, [503}22;331 °“| available for creating the new
eg ress -
= employees e form. Moving the cursor over
B Order Details 2 United Paxkage (503) 555-3199 .
- 3 Federal Shipping (503) 555-9931 them will give you a general
Orders 4 Mark's Parce\ Sen (407)823-2790 idea what the form would look
B2 Produds # (New) like. Tl‘y It.
E Shippers
E Suppliers
Queries b

-] Quarterly Crders by Pr...

R Alphabetical List of Pr... —
2. Let’s choose this simple

form that let’s you show one
record at a time.

Category Sales for 1997

Current Product List

Employee 5ales by Co...

Invoices
Invoices Filter

List of All 5ales Mana... Record: M 1of4d F Mk Search

Mames Of 5ales Mana...

P LU |y gm0 8 L L g ) pLpm e L= = |

| 1 [

Order Details Extended

-

h Gy G G G Gh Gh Gh Gh

1]

Tirdar Cubdatale
o matica g gned 1o ne ppe ) 1B

atabase Concepts a age © Dr. Mar ewellyn
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E d = Access TABLE TOOLS ? - 0 X
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TAEBLE Sign in
D G D R ﬁ @ D F&Furrhw.izard fj| \£| :| 7 Report Wizard D *:{:

Application = Table 'Ee SharePoint Qu;r}r {;u;:r}r Form ﬁn Elank Navigation Report Report Blank Labels Macro 6

Parts Design  Lists~ Wizard Design %gn Form [ More Forms - Design Report =
Templates Tables Cueries Farms Reports Macros & Code ~
All Access Ob...® « \

Tables |-

B categories B == \ Shippers - 0 X

B customers Shipper| ~ |Company Nam - one - Clickto Add -

B Employees HSpeedv Express (503)

B9 Order Details 2 United Package (503) 555-

e i 3 Federal Shipping (503} 555-993

4 Mark's Parcel Ser (407)823-2790

B Products * (New)

=3 shippers Click this option and you'll see

EH suppliers the form on the following page

Queries 2 appear in a new window.

B2 quarterly Orders by Pr...

B Alphabetical List of Pr...

@ Category Sales for 1997

@ Current Product List

@ Employee Sales by Co...

@ Invoices

@ Invoices Filter

B List of All Sales Mana... Record: 4 < [1ofd | b M & Search |

@ Mames Of 5ales Mana...

@ Order Details Extended |

Mumber automatically assigned to new shipper.

MUM LOCK
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@ H 5 Access FORM LAYOUT TOOLS ? - 0O %
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRANGE FORMAT Sign in
=[] e Pun
. S Bl Aa =] [T 60 E[] BBV - ) Title »
View  Themes [3]Fons oD = = | Insert Add Bxisting Property
: M R Date and Time ;
- Image 0 Fields Sheet
Wiews Themes Controls Header / Footer Tools -
All Access Ob...® «
Tables A e 5 " / The newly created form,
) —= Ippers 2
= Categories °F shown with data from
- ~=| Shippers — the first row of the
B employees > underlying table.
j Crder Details
ShipperID 1
j Crders
EH Produds Company Name | Speedy Express
j Shippers
Phone (503) 555-9831
j Suppliers
Queries S Orderl - Customer Employee ~ | Order Dai ~ |Required Dat - |Shipped Dat - Freigh«
B Quarterly Orders by Pr.. 10249 Tradigdo Hipermercados Suyama, Michael 05-Jul-1996  16-Aug-1996  10-Jul-1996 S$11.€
B Alphabetical List of Pr... 10251 Victuailles en stock Leverling, Janet 08-Jul-1996  05-Aug-1996  15-Jul-1996 $41.3
4 i _lul- - - Tl b C
= Category Sales for 1997 [+ 10258 Ernst Handel Davolio, Mancy 17-Jul-1956  14-Aug-1996 23-Jul-1996 5140.5
= oroduct Lis 10260 Old World Delicatessen Peacock, Margaret  19-Jul-1996  16-Aug-1996 29-Jul-1996 5$55.C
F Hurrent Frodct Hs 10265 Blondel pére et fils Fuller, Andrew 25-Jul-1996  22-Aug-1996 12-Aug-1996 $55.7
CIicking on [+ 10267 Frankenversand Peacock, Margaret  29-Jul-1996  26-Aug-1996  06-Aug-1996 5208.%
[+ 10269 White Clover Markets Buchanan, Steven 31-Jul-1996  14-Aug-1396 09-Aug-1996 S4.%
[ 1 ” 1 I+ AN TN M artian Horkln Navunlin Manms T_Ana_ 1949/ 0. A nm 1994 N-Anmc 1005 3126 € T
Form \/_Iew will aISO ord: M 10f250 [ » Mk Search 1 L4
show this screen.
TTof T Search
B Order Details Extended |~
ayo 0 S-S
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@ H 5 Access FORM LAYOUT TOOLS ? - 0O %
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRANGE FORMAT Signin
D E Colors a e B
. Lrany ~ r‘
D v n) ] [ Title
View | Themes [a]Fants % Aa L = V 0 —| Insert Add Existing Property
: M R Date and Time ;

- Image 0 Fields Shest
Wiews Themes Controls Header / Footer Tools -
All Access Ob...® « :

- _~ | Click to close the
Tables £ |a .
_ Al = . window and the
=2 Categories =5 Shippers . . .
B following window will
Customers p—— 3
—=| Shippers appear. Select YES.
E Employees T
E Crder Details
= ShipperID 1

E Crders

B Produds Compa

E Shippers

o Phone

E Suppliers
Queries 2 ol 0000 L..X Required Dat -~ |Shipped Dat - Freing
B3 Quarterly Orders by Pr.., AT 3 g, 16-Aug-1996  10-Jul-1996 S511.f

B Alphabetical List of Pr... 10251 Victuailles en stock Leverling, Janet 08-Jul-1996  05-Aug-1996  15-Jul-1996 $41.3

= Category Sales for 1997 10258 Ernst Handel Davolio, Mancy 17-Jul-1956  14-Aug-1996 23-Jul-1996 5140.5

@ . orodct Lis 10260 Old World Delicatessen Peacock, Margaret  19-Jul-1996  16-Aug-1996 29-Jul-1996 5$55.C

T urment Froguet s 10265 Blondel pére et fils Fuller, Andrew 25-Jul-1996  22-Aug-1996 12-Aug-1996 $55.7

B Employee Sales by Co... 10267 Frankenversand Peacock, Margaret  29-Jul-1996  26-Aug-1996  06-Aug-1996 5208.5
B Invoices 10269 White Clover Markets Buchanan, Steven 31-Jul-1996  14-Aug-1396 09-Aug-1996 S4.%

== . . [+ 1IN Wartiam Horkln Davnlin Manme M- Ano. 194045 b L T i e T NI_Anm 1998 2124 ©

.E Invoices Filter Record: M D |Search | [ |

B List of All Sales Mana...

B Names Of Sales Mana... Record: 4 4 [Tof4 | » M ¥ search

@ Order Details Extended |[*
ayo 0 E I =
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@ H 5 Access FORM LAYOUT TOOLS ? - 0O %
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRANGE FORMAT Sign in
D Aﬂ Colors a Soge g
. Lrany ~ r‘
D v n) ] [ Title
View | Themes (31 o0t % Aﬂ o = V - —| Insert - Add Existing Property
N : " image - F@Date .
Wiews Themes Controls Hepler When yOU CIICk to CIOS_e -
All A Ob._ @ the window, Access will
=
ceess UD... ask you to name the
Tabl £ |a .
% = B hippere / form. You can either »
Categories =
= accept the default or
|: t = . . .
e —=| Shippers give it any name you
& employees ] choose. Then click OK.
E Crder Details
ShipperID
E Crders
B produds Company Name | §
Farm Mame:
&= Shippers Phone ( ShippersInputForm|
E Suppliers
Queries S Orderl - Order Dai ~ |Required Dat - |Shipped Dat -  Freigh«
B3 Quarterly Orders by Pr.., 10249 Tracroomme — - 05-Jul-1996  16-Aug-1996  10-Jul-1996 S11.t
B Alphabetical List of Pr... 10251 Victuailles en stock Leverling, Janet 08-Jul-1996  05-Aug-1996  15-Jul-1996 $41.3
0 Category Sales for 1997 10258 Ernst Handel Davolio, Mancy 17-Jul-1936  14-Aug-1996  23-Jul-1996 5140.5
ﬁ Cunrent Produt Lt 10260 Old World Delicatessen Peacock, Margaret  19-Jul-1996  16-Aug-1996  29-Jul-1996 5$55.C
F Hrrent Froduet s 10265 Blondel pére et fils Fuller, Andrew 25-Jul-1996  22-Aug-1996 12-Aug-1996 $55.7
BH Employee Sales by Co.. 10267 Frankenversand Peacock, Margaret  29-Jul-1996  26-Aug-1996  06-Aug-1996 5208.5
B Invoices 10269 White Clover Markets Buchanan, Steven 31-Jul-1996  14-Aug-1396 09-Aug-1996 S4.%
== . . [+ AN TN M artian Horkln Navunlin Manms T_Ana_ 1949/ 0. A nm 1994 N-Anmc 1005 3126 € T
G Inwoices Fite Record: M < [10f250 | » M » Search . y
B List of All Sales Mana...
@ Mames OF 5ales Mana... Record: W 1of4 L Search
@ Order Details Extended |[*
ayo 0 =] El L
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HOME CREATE

3{, Cut
- B Copy

View 'ast

Farmat Painter

Wiews Clipboard

All Access Ob...® «

F

Crders Subform
Product List

Products

Quarterly Orders
Quarterly Orders Subf..
Sales Analysis

Sales Analysis Subform1
Sales Analysis Subforma2
Sales by Year Dialog
Sales Reports Dialog
Shippers2

Shippers-Form

Access ? - 0O X
EXTERMAL DATA DATABASE TOOLS Sign in
Ascending Mew > . DE
. _ - C
_ Descending : Save o _ . _ B I U
Filter . Refresh Find Szeto  Switch .
Remove Sart All X Delete ~ Fit Form Windows =
I Sort & Filter Records Find Window Text Formatting LS

From the Forms view,
you should now see
your newly created form.

Try entering the information for
a new shipper using your form.

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%
option). Enter the data, then
click to close the window. The
new data is now entered in the

Shipperslnpl.rtFurT
Startup N
Suppliers

Reports E

Alphabetical List of Pr...
Catalog

Catalog Subreport

“stonmer |l ahels

.
o (il

table. To verify, view either the
table or the form.
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-

HOME CREATE EXTERMAL DATA DATABASE TOOLS

- A . a
Cut zlﬁkscendmg h (R +ac & -
E | e 2

EEYe %l Descending ol >~ B I U
View Paste = Copy Filter Al escending L] Refresh Find Szeto  Switch .
- Farmat Painter Remaove Sort Al = Delete - [E ™ Fit Form Misdeue e F 4
Views Clipboard P Sort & Filter Records Find wif Enter new shipper information by
All Access Ob. ® « clicking this icon and you’ll see the

next page.

Orders Subform -

= ShippersinputF
Product List El ippersinputForm

Products E Shippera

Quarterly Orders

Quarterly Crders Subf... shipper ID !

Sales Analysis

Sales Analysis Subform1 Company Name SpEEd‘y’ Express

Sales Analysis Subform2 Phone {503}555_9331

Sales by Year Dialog
Orderl - Customer Employee ~ | Order Dai ~ |Required Dat - |Shipped Dat - Freigh«

10249 Tradigdo Hipermercados Suyama, Michael 05-Jul-1996  16-Aug-1996  10-Jul-1996 S11.t
10251 Victuailles en stock Leverling, Janet 08-Jul-1996  05-Aug-1996  15-Jul-1996 $41.3
10258 Ernst Handel Davolio, Mancy 17-Jul-1956  14-Aug-1996 23-Jul-1996 5140.5
10260 Old World Delicat Peacock, Margaret  19-Jul-1996  16-Aug-1996 29-Jul-1996 555.C
10265 Blondel pére et Fuller, Andrew 25-Jul-1996  22-Aug-1396 12-Aug-1996 555.2
10267 Frankenversa Peacock, Margaret  29-Jul-1996  26-Aug-1996  06-Aug-1996 5208.%
10269 White Clovef Markets Buchanan, Steven 31-Jul-1996  14-Aug-1396 09-Aug-1996 S4.%

[+ 1IN0 Wlartian Navnlin Manme M_Anag. 19945 20 A o199/ N2-Anmc-1905 3128 © hd
Alphabetical List of Pr... Record: W 1 of 250 Search 1 b

Sales Reports Dialog

[+

Shippers2

#

Shippers-Form

& H

ShippersinputForm

[+

Startup

#

Suppliers
Reports E

[+

Catalog

Record: M 1of4 L Search

Catalog Subreport

“stonmer |l ahels

Mumber automatically assigned to new shipper. MU LOCE E E
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EH s Access ? - 0O X
HOME CREATE EXTERMAL DATA DATABASE TOOLS Signin
E Cut Y 7| Ascending Yo~ @ Mew > H ac i IEI":lj =iz
view | Paste ER Copy iter %l Descending T~ — H Save v e 3 - et st B I -Q 3= & | M
. Format Painter Remove Sort All~ 7% Delete s - Fit Form Windows = al
Wiews Clipboard I Sort & Filter Records Find Window Text Formatting
All Access Ob...® « Enter new shipper information
B orders Subform o here in the form.
& Product List E ShippmlnmeDV *
E2 Producs E Shipperg
@ Quarterly Orders T
@ Quarterly Orders Subf... shipper ID m
@ Sales Analysis
@ Sales Analysis Subform1 Company Name
@ Sales Analysis Subform2 Phaone
@ Sales by Year Dialog
5 sales Reports Dialog Crderl - Customer - Employee = | Order Dal - |Required Dat - Shipped Dat - Freigh -
@ Shippers2 * [NEW] 9000
@ Shippers-Form
@ ShippersinputForm
@ Startup
-] Suppliers
Reports E
Alphabetical List of Pr... Record: W M |Sear[h | [4] |I|
Catalog
Catalog Subreport Record: M A IF' H Search
ber automatically assigned to ppe 0 = E B
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EH ©- s Access ? - 0O X
HOME CREATE EXTERMAL DATA DATABASE TOOLS Signin
E Cut Y E‘iﬁscending : - ’7 IEIENew E H fac S LI":|J =iz
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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 have 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

» 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. From the left panel in Access choose Reports and
you’ll see the screen on the next page.

(o
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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.
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HOME CREATE EXTERMAL DATA DATABASE TOOLS
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Current Product List

=}

MU LOCE
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Assessment Point #2

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

 Choose from Design, Arrange, Format, and Page Setup and
explore some of the options.

« Some of these options are shown on the next couple of pages, but
you should try several different ones. Close each when you’re
done and don’t save any of them at this point.

#
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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.

® .
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7 - 0 X
HOME CREATE EXTERMAL DATA DATABASE TOOLS Sign in
= 1 — [& Form Wizard : : 7 Report Wizard | % Module
L ‘;\ L LI:I [ | y L e
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Employee Sales by Country
Invaoices

Invaices Filter

List of All 5ales Managers

Order Details Extended

Order Subtotals -

: PN L LR

From the Create tab, select
“‘More Forms” in Forms group.

Choose “Form Wizard” from the
pull-down menu.
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MNumber automatically assigned to new shipper. NUM LOCK E
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EHd : Access TABLE TOOLS ? - 0O X
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS  TABLE Signin
b{ Cut Y 2] Ascending Yo+ ” = New 2. H A EI:II-J Calibri 1 iz i

! ER Copy , il Descending TIE‘ o Save tlf' : LA . - B I U [EEMN =-

View Paste Filter Refresh Find Sizeto  Switch )

. Format Painter Remove Sort All = 7 Delete = D* [} ™ Fit Form Windows = .& - Q === ﬁv

Views Clipboard Ta Sort & Filter Records Find Window Text Formatting ] ”
All Access Obje... @ « The Shippers
Tables 2 [4] table with the

B Categories i = Shippers - | new entry you

BH customers Shipperl ~ Company Name =~ Phone - ClicktoAdd ~ jUSt added via

= Employess I speedy Express (503) 555-9831 your form.

B Order Details L | 2 United Pac_kag_e (503) 555-3199

3 Federal Shipping (503) 555-9931

& orders 4 Mark's Parcel Service (407)823-2790

B Produs 7 Mark's Supply Ltd. (407) 823-2790

] shippers 8 LightSpeed Shipping Service (123) 456-7890

2| Suppliers w (New)

Queries %

i Quarterly Orders by Prod...

@ Alphabetical List of Produ...

@ Category Sales for 1997

@ Current Product List Record: W IW' MK IW'

@ Employee Sales by Country

@ Invoices

@ Invoices Filter

B3 List of All Sales Managers Il =

ber automatically assigned to ppe 0 i -
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E H s Access ? O x
HOME CREATE EXTERNAL DATA DATABASE TOOLS Sign in
D D D lm ﬁ Eg LE D & Form Wizard j @ :| 7 Report Wizard h £ Module
Application  Table 'ﬁe SharePoint [lu:r}r [ﬁr}r Farm ﬁn Blank ENavigation - Report Report Blank =] Labels Mac;u 'E;“ Class Module
Parts ~ Design  Lists~ Wizard Design Design Form =] More Forms - Design Report == Visual Basic
Templates Tables Queries Forms Reports IMacros & Code -~
All Access Obje... @ «
Tables -3 PN
j Categories
EH Customers
j Employees
EH Order Details
EH oOrders
EH Products
= shippers From the Create tab, click on
? Suppliers “Report Wizard” in Reports
ueres «
i Quarterly Orders by Prod... group'
@ Alphabetical List of Produ...
@ Category Sales for 19597
@ Current Product List
@ Employee Sales by Country
@ Invaices
@ Invoices Filter
@ List of All Sales Managers - @ Shi... A X
b omatically assigned to ppe 0 ==] = =l

« The report wizard helps you to create a semi-custom report.
Let’s try one.
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@ E s MAccess
HOME CREATE EXTERMAL DATA, DATABASE TOOLS
= & = I_Tlg?g Form Wizard - :
L Q\ h S hl:l : [ |
— S . T i =] Navigation
Application  Table Table SharePoint  Cuery CQuery  Form Form Blank Report Report
Parts - Design  Lists - Wizard Design Design Form More Forms ~ Design

Templates Tables Queries Forms
All Access Obje... @ «

Tables & |

E Categories

E Customers

2z Employees Which fields do you want on your report?

B orderDetails You can choose from mare thap-dhe table or query.

E Orders

EH Products Tables/Queries

=22 Shippers Table: Products ")

= Suppliers Available Fields: Selected Fields:

Quenes *

SupplierID ProductID
Ed  Quarterly Orders by Prod... CategorylD Productilame
B3 Alphabetical List of Produ.. QuantityPerUnit UnitPrice
UnitsOnOrder UnitsInStock

@ Category Sales for 1997 Discontinued ReorderLevel

@ Current Product List

@ Employee 5ales by Country

@ Invoices

@ Invaices Filter

@ List of All 5ales Managers

@ Crder Details Extended

=9 Order Subtotals -

o

o d d d b od Lo

? - 0O %
Signin
§:| @Repur’cWizard D £ Module
Blank Labels Macra 5{“ Class Module
Report -] Visual Basic
Reports Macros & Code

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.

DERE
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@ H s Access
HOME CREATE EXTERMAL DATA DATABASE TOOLS
L s Farm Wizard !
HE M RE EE0OR = al |
— S . T =] Navigation
Application  Table Table SharePoint  Cuery CQuery  Form Form Blank Report Report Blank
Parts - Design  Lists - Wizard Design Design Form = More Forms ~ Design Report
Templates Tables Queries Forms Reports
All Access Obje... @ «
Tables «
E Categories
E Customers
B Employees Do you want to add any grouping
levels? ReorderLevel
E Crder Details
BH Orders F‘ru:;at:luu::I:IIIJI Producthame, UnitPrice, <
—— InitsInStock
= Produdts Productiame >
E Shippers UnitPrice
UnitsInS tock <
E Suppliers
- *
Quenes *
Quarterly Orders by Prod... Priority
Alphabetical List of Produ... h

i G G G G G G G G O

o

Category Sales for 1997
Current Product List
Employee 5ales by Country
Invoices

Invoices Filter

List of All 5ales Managers
Order Details Extended

Order Subtotals

o d d d b od Lo

Q Report Wizard

. Labels

Signin
== Module
I Class Module
Macro

-5] Visual Basic
Macros & Code

Grouping Options ...

DERE

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.

O [==] El e
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B d 5 Access ? - 0O X

HOME CREATE EXTERMAL DATA DATABASE TOOLS Signin
S CidlForm Wizard ~ [mm| “5o] | 7] Report Wizard f Module
Ozl = A Form . ﬂ [ ] ixdRep o
D8 M RE BEE O & ju o[ e
Application  Table Table SharePoint  Cuery CQuery  Form Form Blank Re Eport You can SpQley groupings within
Parts - Design  Lists - Wizard Design Design Form More Forms = Design | the report and set priority levels

Templates Tables Queries Forms

as to which fields are more -

All Access Obje... @ «

Tables no |-

important. Play around with this
option a bit to see what is
available. The one | defined is
shown below.

Categories
Customers

Employees

Do you want to add any grouping

Once you get things set, click
levels? ReorderLevel

Order Details next.

Orders ProductID, ProductMame, UnitPrice,

UnitsInStock

Products ProductID

Productiame

Shippers

UnitPrice
:LUnitsInStock

order and summary information do you want for detail records?

I O O

Suppliers

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

o
[
o
=1
G

CQuarterly Crdd

Priarity LinitsInStock Ascending

Alphabetical L -

Ascending

Category 5aleq

Current Produ

Employee 5ale

Invaices

mmrmrmmnm

Summary Options ...

Invoices Filter

List of All 5aled

Order Details Extended

i G G G G G G G G O

Order Subtotals -
omatica d gred to ne ppe O I==| = Cd

o
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A= :

HOME CREATE

Access

EXTERMAL DATA DATABASE TOOLS

Signin

D LE D ’m\ Lz n%lg % D [ Form Wizard fj| |IT| f§| EREpDr’EWizard D Emgdme

Application  Table Table SharePoint

Parts - Design  Lists~

Templates Tables

All Access Obje... @ «

Tables &

g

i G G G G G G G G O

o

Categories
Customers
Employees
Order Details
Orders
Products
Shippers

Suppliers

#

Quarterly Orders by Prod...

Alphabetical List of Produ...

Category 5ales for 1997
Current Product List
Employee 5ales by Country
Invoices

Invoices Filter

List of All 5ales Managers
Order Details Extended

Order Subtotals

o d d d b od Lo

FY

Wizard Design Design Form = More Farms - Del

I"-Jauigatiu:un*
Query Query  Form  Form Blank Report Re

Queries Forms

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

‘You can sort records by up to Four|

Once you've selected the groupings
(if any), you have the options for

sorting the data on up to four fields in
the report as well as setting some of
the summary options. Again, play
around with this a bit to see how the
reports vary with the different
settings. (See below for example.)

When you get something you like,
click next.

ascending or descending order,

1 |UnitsInStock

2

Summary Options ...

Ascending

Ascending

Ascending

DERE

O [==] El e
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How would you like to lay out your report?

mmrrnrmmnm

The Report Wizard

—  Orientation
@Eﬂrtrait

(JLandscape

] guﬂi_ne ’E—h

Adjust the field width so all fields fit
a page.

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.

(See below for example.)

When you get something you like, click next.

How would you like to lay out your report?

mmrrrmmm

— Qrientation —

Adjust the field width so all fields fit on
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HOME CREATE EXTERMAL DATA DATABASE TOOLS

D LE D R Llj m D ggFurmWEard ﬂ |—| ﬂ gﬂepur’cWEard D “F Module

= =5 Mavigation =

Application  Table Table SharePoint  Cuery CQuery  Form Form Blank Re| As a last Step you need to g|Ve your report a
Parts - Design  Lists - Wizard Design Design  Form = More Forms - title

Templates Tables Queries Forms
All Access Obje... ® Once done, you can set the other options
Tables and click Finish.

A

Categories
Customers

Employees

Order Details

What title do you want for your feport?
Crders

Froducts-Report]
Products

Shippers

B
B
B
B
B
B
=2
B

Suppliers

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

o
[
o
=1
G

Quarterly Orders by Prod...
Do you want to preview the report or modify the repart's

Alphabetical List of Produ... design?

Category Sales for 1997 (@) Preview the report.
Current Product List () Mudify the report's design.
Employee 5ales by Country

Invaices

Invoices Filter

List of All 5ales Managers

Order Details Extended

3 Order Subtotals
Mumber automatically assigned to new shipper. MUM LOCK E B
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B A 5 Access 7?7 - 0O X
PRINT PREVIEW Sign in
o S . EE ! b
@00 BFe R QEEE FEDE 0
Print Size Margins Print Data Only Portrait Landscape Columns Page  Zoom  One  Two  More  Refresh Excel Text PDF Email More  Close Print
- - Setup * | Page Pages Pages~  All File orXPs - Preview
Print Page Size Page Layout Zoom Data Close Preview I
All Access Obje... @ «
Tables Al Preview of the report. [
EH Categories d Products-Report / .
B customers / -
E Employees
B3 Order Details
B Products-Report
= Produds
= shippers ReorderLevel lits In Stock Unit Price Product ID Product Name
E Suppliers 1]
Queries 2
0 521.35 5 ChefAnton's Gumbao Mix
B Quarterly Orders by Prod...
0 $32.80 53 Perth Pasties
@ Alphabetical List of Produ...
5 Category Sales for 1957 0 539,00 17 Alice Mutton
= Current Produc List 0 $123.79 29 Thiringer Rostbratwurst
2 Employee Sales by Country 6 540.00 8 Northwoods Cranberry Sauce
B Invoices 14 $34.80 72 Mozzarella di Giovanni
B Invoices Filter 15 $31.23 26 Gumbar Gummibdrchen
T List of All Sales Managers 17 5$49.30 62 Tarte au sucre
@ Order Details Extended
Page: 1 b M 1 b
== Order Subtotals M
Read 0 E o 2 00
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Lab Assignment #3

Lab Assignment #3 — Due Friday March 215t by 11:59 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 copy/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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