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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.

Your Access probably has the 
Query option set by default, 
but in any case, click on the 
down arrow and you’ll see all 
the options…select Forms
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Forms

As you can see there are a 
lot of already constructed 
forms in this database.

Scroll down to the very last 
one which is the Suppliers 
form.

Double click the Suppliers 
form…you’ll see the form on 
the next page.



CGS 2545: Database Concepts  (Lab #3)              Page 6 © Dr. Mark Llewellyn

The Suppliers form is a very basic form that contains 

the same information as found in the Suppliers table, 

although it is displayed in a more user-friendly, one 

supplier at a time format.  This format is often more 

preferable to an end-user than is the design-view or 

Table view.

Switch back and forth 

between the table 

view and the form 

view to verify that the 

same information 

about suppliers 

appears in both 

formats.

Unbound control

Bound control
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Try some of the other forms.  

This one includes a picture of 

the employee.

(but the image might be missing 

from the sample database !!)
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The Orders form was designed to look like the order 

form that the company would normally use.  Again, 

compare this with the Table (Datasheet) view of the 

orders table.

Which view would you rather see?

Notice that the form contains more information that is 

available in the Order table.

Where did the other information in this table come from?
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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 

this additional information to the form.  

We’ll deal with this type of form in 

more detail in a later lab.
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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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1. Expand Tables view and select 

Shippers table.

2. Click the Create tab.

3. You can see various options in Forms 

section.
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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 let’s you show one 

record at a time.
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Click this option and you’ll see 

the form on the following page 

appear in a new window.
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The newly created form, 

shown with data from 

the first row of the 

underlying table.

Clicking on 

“Form View” will also 

show this screen.
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Click to close the 

window and the 

following window will 

appear.  Select YES.
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When you click to close 

the window, Access will 

ask you to name the 

form.  You can either 

accept the default or 

give it any name you 

choose.  Then click OK.
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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 ►☼

option).  Enter the data, then 

click to close the window.  The 

new data is now entered in the 

table.  To verify, view either the 

table or the form.
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Enter new shipper information by 

clicking this icon and you’ll see the 

next page.
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Enter new shipper information 

here in the form.



CGS 2545: Database Concepts  (Lab #3)              Page 20 © Dr. Mark Llewellyn

Enter new shipper information 

here in the form.  Then close the 

form to save the data.

Note that ShipperID is an auto 

numbered field so you won’t be 

able to enter a value in that 

field.
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Go back to the Table view and 

select the Shippers table and 

you’ll see the newly entered 

information
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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.
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Select the Products by 

Category form and look 

at what is displayed.   
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Adjust the zoom here.   
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Adjust the zoom here.   
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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.

1. Expand Tables view and select 

Categories table.

2. Click the Create tab.

3. You can see various options in 

Reports section.
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From Reports group

Click on “Report”
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Your newly 

created 

report!

You should see this 

screen by clicking on 

“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.

• 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.

From the Create tab, select 

“More Forms” in Forms group.

Choose “Form Wizard” from the 

pull-down menu.
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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.
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All of the fields have 

been included in the 

form.

Click next.

Use the “>” button to select attributes one at a time.  Use the “>>” button to 

select all the attributes.

Use the “<“ button to deselect attributes one at a time.  Use the “<<“ button 

to deselect all attributes.

Once you’ve select the attributes…click “Next”.
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Select the layout of the form 

that you want to create.

Let’s select tabular.

Then click next.
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Give your form a title.

Allow the form to be 

opened.

Then click Finish.
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Try adding a new row to 

the shippers table via the 

form you just created.
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The Shippers 

table with the 

new entry you 

just added via 

your form.
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• The report wizard helps you to create a semi-custom report.

Let’s try one.

From the Create tab, click on 

“Report Wizard” in Reports 

group.
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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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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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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 I defined is 

shown below.

Once you get things set, click 

next.
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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.
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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.

(See below for example.)

When you get something you like, click next.
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As a last step you need to give your report a 

title. 

Once done, you can set the other options 

and click Finish.
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Preview of the report.
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Lab Assignment #3

Lab Assignment #3 – Due Friday March 21st 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:

HW03_LastNameFirstName.doc or HW03_LastNameFirstName.pdf


